Grading Abbreviations (Revision: 061106)


Grading Abbreviations Used in Memos and Reports
Format Issues

	IN
	From line not initialed
	

	Staple
	Staple missing or “messy”
	

	UA
	Unacceptable (unprofessional) appearance
	Toner low, blurry, rain spots, torn edges, folds and creases, etc

	Space
	Failure to follow spacing format
	Paragraphs are single spaced. A double space separates additional paragraphs within a section. Good memos make deliberate use of white space.  Sentences should be separated by two space characters.

	Block
	Failure to following blocking format
	The first line of each paragraph may be fully blocked at the left margin.  It is not indented.  Full block style is easiest to type because everything begins at the left margin.  Full block style is useful, too, when a memo requires several levels of headings (such as in longer technical memo reports.)  Text should be “left justified” not “fully justified” (that is, ragged on the right not even on the left and right).

	Person
	Third person REQUIRED by format
	The text should avoid all usage of first person (we, us, our) as well as all usage of second person (you, your). While those are quite acceptable in a letter, the report should confine itself to third person only either active tense (“one can calculate the result by ....”) or passive tense (“the result can be calculated by .... “).  

	Back
	Backwards
	Landscape table or figure inserted backward

	MC
	Missing citation
	

	IC
	Incorrect citation (in text)
	(Gonzales, personal communication, May 4, 2002)

Internet source. (Sinclair, ¶ 11)


	IS
	Incorrect source citation (in figure or table)
	

	IR
	Incorrect reference (see “About Citations”)
	

	MS
	Missing section(s)
	A typical report is divided into sections, e.g. Purpose, Summary, Theory and Analysis, Results and Discussion, Conclusions, References sections and the Attachments or Appendices.

	WS
	Wrong section
	This material belongs in another section (Results presented in Conclusions, etc).

	NRS
	No reference section
	

	MP
	Missing (or incorrect) pagination
	Includes pagination on landscape pages and appendices

	Unven
	Uneven spacing between words
	Uneven    spacing between the   words.

	lc
	Lower case
	The data in table 1 was convincing.

	up
	Upper case
	There was a problem printing my Report.

	where?
	Where is it?
	Material is referenced without the location being identified.  The Excel ® output shows this trend clearly.

	so?
	Why is this included?
	Material (especially tables) are presented without interpretation.  The results using each assumption are in Fig. 3.

	abbr
	Units should be abbreviated
	The outlet stream temperature was 117.8996 degrees Fahrenheit.

	(,)
	Missing comma
	Taking these two factors into account the simulation in turn returned a final outlet stream value of 177.8 oF


Effectiveness

	FDI
	Failure to deliver information

	The reader should only have to read the Purpose and Summary sections to obtain the requested information.

	WW
	Wrong word
	This would make the 10,000 case completely unbelievable.

	Awk
	Awkwardly worded
	In reality, this model would provide answers that are slightly deviated from the actual values that would be attained in the real world.

	NS
	Not a complete sentence
	To determine the amount of cola which would spew from a vended product.

	US
	Unsupported speculation
	

	FC
	Failure to convince
	The report fails to convincingly answer the problem issue.  The engineering analysis is faulty or missing.

	NEQ
	No equations
	No equation provided to calculate required data.  Based on this bubble size, velocity of the bubble is 0.000138 m/s.

	Miss
	Missing data or intervening derivation
	Numbers appear “out of the air”.

	Wordy
	Excessively wordy
	The hand calculations took less time, but the time to setup Excel took more time because I was unfamiliar with the Solver tool.

	Sp
	Spelling
	Its vs. it’s.  

can not vs. cannot

straight forward vs. straightforward

	What?
	What is this?
	Another source of interface confusion arose when it came time to specify the calculation order.

	Actual
True
Rreal
	
	In reality, this model would provide answers that are slightly deviated (sic) from the actual values that would be attained in the real world.

	X or Error
	Erroneous statement
	The main reason for this report is to gain a basic understanding of carbonation issues.

	Vague
	Vague or uninformative information (too general or unspecific).
	Once mastered, using Solver would save a considerable amount of time in performing these calculation.

	Fluff
	Fluff, no substance
	Overall, the program was simple to use and understand.  It was much easier than anticipated and is fairly straightforward.

	Obvious
	Stating the obvious (failure to write to a technical audience)
	The process flow diagram was useful in setting up the problem and this is how engineers usually draw flow diagrams.

	Animation
	Animation of inanimate objects
	In running the simulation, the program assumed that the tank was perfectly mixed and adiabatic.

	Unclear
	Your thought is unintelligible.
	Personally, I don’t think it is really a difficult program to use but its (sic) just the fact that unfamiliarity tends to being (sic) about stagnation.

	More
	Further explanation needed.
	One of the only difficulties I encountered was in the determination of the initial rate 

	Panic
	Unwarranted dramatics
	In particular, I am scared that these large processes will be hard to describe using this software.


Figures, tables, equations, numbers
	Sub
	Subscript
	CO2

	MN
	Missing nomenclature
	

	Fig
	Incorrect reference to figure
	Fig. 3 not Figure 3

	Eq
	Incorrect reference to an equation
	Eq. 14 not Equation 14

	UEE
	Use Equation Editor and correct format
	

	ER
	Equation reference number doesn’t follow format
	Q = A V
(13)

	UND
	Unwarranted number of digits
	The amount of CO2 lost is 3.0303x10-4 g.

	FC
	Missing or improper figure caption 

(including format, location, etc)
	

	TC
	Missing or improper table caption 

(including format, location, etc)
	

	CDT
	Centered data in table
	Data values are NOT centered in tables (see About Tables).

	FTB
	Figure (graph or chart) too big
	

	TTB
	Table too big
	

	TBF
	This is a table (not figure)
	

	TF
	Table format.  Table does not follow required table format
	

	FF
	Figure format.  Figure does not follow required figure format
	

	IDT
	inconsistent number of digits (precision) in table
	

	IDF
	inconsistent number of digits (precision) in figure (graph axes, etc)
	


