COMM 1010 - GROUP DECISION-MAKING REPORT: Scoring Guide

	Grading Criteria
	Score and Comments

	I. Professionalism (10 points)

· Written in formal report format

· Report is submitted on time 

· Report is arranged under the assigned headings 

· Methods section is arranged under subheadings 

· Each heading / subheading is supported by at least two paragraphs.

· Each paragraph starts with a clear topic sentence

· Report demonstrates impeccable spelling, grammar, punctuation, sentence structure

· Entire report is written in one unified "voice" throughout; no abrupt changes in style from one section to the next

· Tone of writing is appropriate for a business/professional audience (not overly casual; not overly “stiff”)
	

	II. Title Page, Table of Contents, Works Cited (10 points)

· These pages follow the assigned format

· These pages include all required material (see specifications)

· Page numbers are correctly indicated in the Table of Contents

· References are cited within the body of the text (parenthetical citations)

· References are listed in correct format in the Works Cited section at end of report
	

	III. Executive Summary and Project Description (10 points)

Executive Summary: 

· Each paragraph begins with topic sentence 

· Provides overview of entire project

· Is concisely written

· Addresses each section of the report

· Entices reader to continue reading

Project Description:
· Summarizes what the group accomplished. 

· Identifies the problem. 

· Describes group's purpose 

· Explains why it's important to find a solution to the problem. 
	

	IV. Methods: Steps 1-3 (10 points)

Methods section begins with an overall description of the Reflective-Thinking Sequence 

Step 1: 

· identifies the problem question

· problem question is open-ended'

· problem question does not tell us the desired answer

· the problem is of a manageable scope for your group to solve in your allotted time period

Step 2:
· Briefly reviews what the team learned about five different areas of background research

· Shows that your group has done sufficient investigation to understand the problem

· Uncovers resources available to your group for help in solving the problem 

Step 3:
· Demonstrates that you understand what a criterion is

· Explains why criteria are important and how they are used

· Criteria are realistic

· Criteria are appropriate

· Criteria help you find the best solution 

· Criteria cite some references from the text and/or class web site
	

	V. Methods: Steps 4-7 (10 points)

Step 4
· Describes process of brainstorming

· Explains why brainstorming solutions is important

· Identifies a number of brainstormed solutions

· Some possible solutions show creativity & thinking outside the box

· Some possible solutions are feasible

Step 5:
· Explains process of narrowing solutions

· Refers to solution ranking chart

· Describes why chosen solution excels over others

· Chosen solution is realistic 

· Explores possible negative consequences of solution

· Suggests how to manage these unintended consequences if they should occur

Step 6:
· Sets forth a detailed implementation plan 

· assigns tasks to specific individuals 

· Includes a time line
	

	VI. Conclusion and Appendices (10 points)

Conclusion:
· recaps main points

· explains why chosen solution excels over others

Appendices:
· Each Appendix is clearly labeled 

· Team Contract contains all required material

· Comparison chart shows at least five possible solutions, rated according to at least seven criteria

· Participation points are awarded to each team member

· Participation point ratings are clearly justified


	

	Total score (out of 60)
	


