Assignment 4: Report Draft Consultation (15%)

This assignment relates to the following Course Learning Requirements:   
CLR 1: Deliver a variety of written documents for various audiences commonly encountered by technologists in the workplace.

Objective of this Assignment:   
To get some feedback on the progress of your final report and to ask any questions that you may have. 
Assignment Tasks: 
You will be scheduled to attend a 15- minute virtual meeting with your facilitator where you will discuss and present a draft of your report.  Together, you will look over the content of your report and look for areas that need improvement between now and when you submit your final report. This will also be an opportunity for you to clarify any questions that you may have about the assignment. 
This is an oral presentation.  You must begin with a 2-minute “elevator pitch” that introduces, or “sells” your proposal. You will then be expected to guide your facilitator through your draft, commenting on the work that has been completed, the work that still needs to be completed, and any other information or questions that you have. 

Missed consultations cannot be rescheduled.  If you do not attend your consultation at the scheduled time, you will receive a 0 on this assignment. 
 
You must upload a copy of your draft report at least 2 hours prior to this meeting. Failure to do so will result in a grade of zero. 



For full marks, your assignment needs to include the following: 
Front Matter: 
· A placeholder / heading for the Letter of Transmittal 
· A draft Title Page (including all of the required information) 
· A draft Declaration of Sole Authorship 
· A draft Abstract 
· A placeholder / heading for the Table of Contents 
· A placeholder / heading for the List of Tables and Figures 
· A placeholder / heading for the Glossary 
Body:
· A complete draft of the Introduction (including all four required elements) 
· A complete draft of at least two Discussion sections 
· including a quotation / paraphrase / summary from at least two secondary sources and the accompanying IEEE in-text citations [#] for the sources 
· including at least two visuals with proper captioning
and the accompanying IEEE in-text citations [#] for the source(s) of those visuals
· Placeholders / headings for any remaining sections of the discussion not yet completed
· A placeholder / heading for the Conclusion
· A placeholder / heading for the Recommendation (if comparative or feasibility report) 
End Matter: 
A draft References List featuring properly formatted IEEE entries for the two secondary sources that you quoted, paraphrased, or summarized in the discussion section and the two sources that you used for the visual 
Additional marks:
Marks are awarded for oral presentation skills, including articulation and clarity, coherence, and volume. This includes your “elevator pitch”, how well you manage the meeting, along with your ability to articulate your ideas in a clear and concise manner. 
Please have your draft ready to go at the start of your consultation. You will lose marks if you are not prepared. 



Assignment Grading Rubric (15%)
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Are the following elements of Front Matter present in the draft?

Aplaceholder / heading for the Letter of Transmittal

A draft Title Page

A draft Declaration of Sole Authorship

A draft Abstract

A placeholder /heading for the Table of Contents
Aplaceholder / heading for the List of Tables and Figures
Aplaceholder / heading for the Glossary

The Body: The Introduction

A complete draft of the Introduction is present in the draft
It contains the four required elements of an Introduction

The Body: Complete Draft of at least TWO Discussion Sections

A complete draft of at least two Discussion sections is present in the draft
Including a quotation / paraphrase from atleast two secondary sources
And the accompanying IEEE in-text citations [#] for the sources
Including at least two visuals

With proper captioning for those visuals

And the accompanying IEEE in-text citations [#] for the visuals

Are the following remaining elements of The Body present in the draft?

Placeholders / headings for any remaining sections of the Discussion not yet completed
A placeholder /heading for the Conclusion
Aplaceholder /heading for the Recommendation

End Matter

A Draft References List is present in the draft
Properly Formatted IEEE entries for the two sources that were quoted / paraphrased
Properly formatted IEEE entries for the source(s) of the visuals

Preparedness and Oral Presentation Skills

Studentattends the meeting on time with the draft ready to go
Elevator Pitch (2 minutes MAX): Interest/prepared/time kept
Student leads the discussion of the draft/asks questions
Attitude and awareness of report requirements and progress

Speaking Skills: articulation, coherence, clarity, volume

Total

/42
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