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Content
· Is there a Cover Page and Table of Contents?
· What topics are covered in the TOC? Is the list complete?
· What topics are covered in the Introduction Section of the report?
· Is there a brief conclusion about which company was preferred?
·  Is there a section that discusses the student’s various criteria for choosing a company?
· Are there transitions from section to section?
· Is the company information organized the same for each company? Are headings used to guide the reader?
· Does the evaluation section identify the pros and cons of each company and how each company met the student’s criteria?
· Are there next steps for the student to take after completing this report?
Format
· Is the document single spaced?  Correct margins? Appropriate font style and size?
· Are headings used appropriately?
APA
· Are there in-text citations for any paraphrased or quoted materials?
· Is the reference page appropriately formatted? (APA format, single-spaced with double-spacing in-between references, hanging indent, alphabetical order)
· Can you find a reference for each citation? 
· Can you find a at least 1 citation for each reference?
Grammar, spelling, mechanics
· Name 2 things the writer should focus on in editing:
· Any obvious sentence structure problems?
· Is the tone and style appropriate?
· Any areas of wordiness that need to be addressed?
· Are there logical transitions within paragraphs and between paragraphs? 
