APPENDIX C





EVALUATING WRITING





�


	As a student you need to understand how your instructors will evaluate your written requirements.  Instructors will evaluate your writing on the basis of four major categories:  Introduction, Discussion, Conclusion, and Style.





	On the next two pages we have included CGSC Form 1009W, Evaluating Writing.  We have structured this form like a checklist to help instructors and students evaluate writing.  We encourage you to use this form to evaluate your own writing during the revision process.  You will find it helpful to focus first on what you have to say, the Introduction.  Next consider the Discussion.  Third, examine your Conclusion.  Now take the time to examine your Style.





	Your Introduction contains three parts:  title (or purpose), thesis, and major parts.  Your essay will have a title that draws attention to the subject matter in the paper.  Your Introduction needs to focus the reader's attention on the specific purpose of your essay.  Your thesis statement, your bottom line, must focus on what is important to you.  Do not confuse your thesis with your purpose.  For example, your purpose is to tell the brigade commander about the battalion's 70-percent qualification rate with the M16.  This purpose, however, does not state why the qualification rate is so low.  A thesis statement would provide the reader with the bottom line:  Thirty percent failed to qualify because of damaged rifles.  Your Introduction introduces your reader to the major parts that support your thesis.  Make sure that it performs this function.





	Carefully examine your Discussion to determine how effectively you support your thesis.  Do your major parts provide both sides of the position?  Does your organization reinforce what you are trying to say?  What sources have you used to support your thesis?  Have you used sources consistent with their context, or have you merely collected facts and opinions that may or may not support your thesis?  Now make sure that your transitions help your reader to follow your reasoning from point to point?  Do your transitions help or hinder the flow of ideas.





	Good writing will include a Conclusion that does not add new material but summarizes your position, restates your thesis, and brings closure to the topic.





	Style describes how you communicate your message.  Style includes the format, words you select to convey a thought, the structure of your sentences and paragraphs, your grammar, punctuation, and spelling.  Have you selected the appropriate format for the requirement?  Have you used the appropriate words for the task.  For example, a writer who uses Army jargon in a paper for a naval audience may end up confusing the audience.  Long, wordy sentences and paragraphs increase the difficulty of communicating clearly and concisely.  Have you used active voice?  Where you have used passive voice, do you use it appropriately? (See page 2-22 for discussion on using passive voice.)  Grammatical errors can spoil an otherwise excellent paper.  The same is also true for punctuation.  A few errors may or may not get in the way of the reader; however, numerous errors are a major distraction and increase reading difficulty.  Finally poor spelling, improper capitalization, and grammatical errors diminish your credibility.





�
EVALUATING WRITING
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�
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�ARMY STANDARD defines good writing as "understandable in a single, rapid reading and generally free of errors in grammar, mechanics, and usage."
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CGSC Form 1009W





�
INTRODUCTION





	Purpose of your essay?�


��	Thesis Statement:  focuses on what is important?


	Introduces the major parts?





DISCUSSION





	Evidence/Sources:


		Comprehensive?


��		Relevant and accurate?


		Explains how sources support thesis?


�		Provides appropriate documentation?


�	Major Parts


		Gives opposing viewpoints?


�		Supports the thesis?


��		Effectively leads the reader to the writer's position?


	Organization


�		Clear relationship between ideas?


		Uses deductive/inductive logic?


��		Sequencing is effective for purpose and audience?


	Transitions


�		Connect major and minor parts?


		Effectively leads reader from idea to idea?


�





CONCLUSION





	Summary


�		Reinforces thesis?


		Reviews essential ideas?


��		Does not introduce new material?


	Restatement of Thesis


�		Synthesizes the essay?


		Reinforces the essay?


�	Closure:


�		Definite and planned?


�		Answers the reader's questions?





STYLE





�	Format:  	Correct for  the purpose of the essay?


	Word Choice:


�		Precise at appropriate level?


		Jargon, if used, is appropriate to the audience?


��		Effectively conveys the writer's intent?


	Sentences:


�		Clear, concise?


		Primarily active voice?


��		Passive voice, if used, used appropriately?


		Average length about 15 words?


�	Paragraphs:


		Clear, concise?


��		Support thesis?


		Average length about 1 inch?


��	Grammar--only one or two errors?


���	Punctuation--only one or two errors?


	Spelling/Capitalization:


		Words spelled correctly?


		No capitalization errors?


�
EDITING SYMBOLS





	On the following pages are symbols you can use when editing or evaluating someone else's writing.  We encourage instructors to use the same symbols to mark students' papers.





	To the right of each symbol is a brief explanation.  You may find a a full explanation inside the front or back cover of Prentice Hall Handbook for Writers.





	When interpreting the editing symbols an instructor has marked on your paper(s), skim the left-hand column to find the symbol, and then look to the right for an explanation.





SYMBOL	EXPLANATION





ab	Inappropriate or incorrect abbreviation.





ad	Improper use of an adjective or adverb.





agr	Agreement error:  subject-verb, pronoun-antecedent, or adjective-noun.





awk	This is awkward--there's a better way to say this.





bluf	State the thesis statement (bottom line) up front.





coh	These words or sentences aren't well connected.





coord	Faulty coordination.





cs	Comma splice.





cw	Choice of word--there's a better word than this.





dgl	Dangling modifier.





doc	Document your sources





emp	The emphasis in this sentence is not where it should be.





frag	Sentence fragment, incomplete sentence.





fs	Fused (run-together) sentence.





gr	Grammar error.





log	This seems illogical.  These statements don't agree.





log (p __)	This isn't consistent with your statement on page__.





mm	Misplaced modifier.





p	Punctuation error.





pas	Inappropriate use of the passive voice.





poss	Possessive error.





ref	Unclear pronoun reference.





rep	Unnecessary or inappropriate repetition.





rtp	Read the problem--this isn't what I asked for.





seq	Bad sequencing.  Change the order.





sh	Inappropriate shift in tense, person, number, or tone.





sp	Spelling error.





spt	Support--you need to explain or prove this.





ss	This sentence does not make sense.





sub	Faulty subordination.





sum	Summarize your important parts (for an introduction or transition).





tone	Inappropriate tone.





ts	I think this is your controlling idea.





ts?	I can't find your thesis statement.





ts:v	Your thesis statement is vague or unfocused.





ts (p__)	I think your thesis statement is on page ____.





v	Vague or ambiguous--what do you mean here?





var	You need more variety in structure or  word choice.





w	Wordy--you can say this in less space.





��	Capitalize a lowercase letter or word.


�


/ or lc	Make this letter or WORD lowercase.





� EMBED Word.Picture.6  ���	Weak or no connection (coherence) between these.





�	Delete the items marked.





��	Start a new paragraph here.





��no	Don't start a paragraph here.





?	Is this right?  Did you mean to say this?


�


��	Faulty parallelism.





�	Insert a word or punctuation.





���	Close up--make these two one word.


�


#	Insert space.





���tr	Transpose.
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