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	Boston & Northern New England 2008 Competition Judging Worksheets



Worksheet Purpose

Judges for the 2008 Technical Publications Competition use the following worksheets:

	Worksheet
	Use

	Judges' Discussion Notes
	Discussion Notes are used to summarize your evaluation of an entry. You use the Discussion Notes during consensus to quickly assess an entry’s merit in each judging category.

Discussion Notes are not returned to the entrant.

	Judging Worksheets
	The Judging Worksheets include criteria covering the following broad technical publications categories:

· Audience and Purpose

· Organization

· Content

· Writing and Editing

· Illustrations and Graphics

· Layout and Design

· Production and Integration

Judging Worksheets are returned to the entrant.


Evaluation Criteria

The Discussion Notes and Judging Worksheets are used to record your comments. Ratings are based on the degree to which factors are measured.

Where entry:

1 = failed to meet criteria

2 = minimally met criteria 

3 = met criteria

4 = exceeded meeting criteria

5 = met criteria with distinction

NA = criteria does not apply to the entry 

Judge each entry on its own merits. Support with details why the entry satisfies the criteria. Avoid applying personal ideas of what constitutes a technical document. Your colleagues expect you to provide feedback that is objective, impartial, helpful, thorough and constructive. Strive for balance in your assessment.

A detailed rating system chart appears in the Judges' Handbook.

Electronic Submission

If you are completing this form online, please be aware that your judging information appears in the header. Make sure you are viewing the document in Page Layout view. (From the View menu, select Page Layout.) Then to view the header info, select Header and Footer from the View menu. Enter the appropriate information. It will propagate to subsequent pages. 

Judges' Discussion Notes

At Consensus Judging you’ll use these notes to recall the entry’s strengths and weaknesses. 

This page is not returned to the entrant.

	Section
	Rating
	Strengths
	Weaknesses

	Audience and Purpose
	1, 2, 3, 4, 5, or N/A
	
	

	Organization
	1, 2, 3, 4, 5, or N/A
	
	

	Content
	1, 2, 3, 4, 5, or N/A
	
	

	Writing and Editing
	1, 2, 3, 4, 5, or N/A
	
	

	Illustrations
	1, 2, 3, 4, 5, or N/A
	
	

	Layout and Design
	1, 2, 3, 4, 5, or N/A
	
	

	Production and Integration
	1, 2, 3, 4, 5, or N/A
	
	


	Audience and Purpose

	Criteria

· Purpose of entry is stated or implied

· Entry fulfills stated purpose

· Entry clarifies relationship within documentation set

· Audience identification is stated or implied

· Entry states audience prerequisites

· Entry meets audience needs

	Rating

	


Explain the rating you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Organization

	Criteria

· Organization is relevant to defined purpose or entry category

· Chapter overviews cover appropriate topics. 
Article summaries reveal original or interesting content.  
Lesson objectives suit learning level.

· How entry is organized is described clearly

· Page headers and footers provide systematic organization

· Table of Contents follows logical sequence

· Index has appropriate groupings

· Cross-references or footnotes are consistent and help the reader locate complementary information

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Content

	Criteria

· Content is relevant to audience and purpose

· Entry contains contact information

· Entry contains copyright information

· Overviews and summaries cover main points 

· Main points are described in appropriate detail

· Use of Notes, Cautions, Warnings is appropriate

· Tables, examples, and lists add meaning

· Glossary is appropriate for entry content

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Writing and Editing

	Criteria

· Reading level suits audience, purpose, and type of entry

· Tone and style are appropriate for audience and purpose

· Terminology and phrasing are consistent

· Proper grammar, syntax, spelling, and punctuation throughout

· Text uses active voice if appropriate

· Concepts and instructions are described clearly

· Writing is free of gender and ethnic bias

· Acronyms and abbreviations are defined

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Illustrations and Graphics

	Criteria

· Artwork effectively clarifies and/or reinforces concepts, descriptions, etc.

· Artwork is clearly and accurately labeled

· Artwork is of good quality

· Cover art relates to entry category

· Icons, symbols, and other visual elements are used consistently and support related text

· Artwork enhances usability and readability

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Layout and Design

	Criteria

· Layout is appropriate for audience and purpose

· Typefaces and point sizes enhance readability

· Interpretation of typographical conventions is clear

· White space is used effectively

· Use of color, if present, enhances presentation

· Heading level hierarchy is apparent

· Procedural information is easily identified from conceptual information

· Entry presents consistent appearance

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.

	Production and Integration

	Criteria

· Physical format is effective for audience, purpose, and entry

· Entry appearance is professional

· Appropriate document identification is provided prominently

· Use of original or creative features are well integrated

· Physical format is suitable for intended life

· Physical format promotes usability

· Work product is free of obvious errors

	Rating

	


Explain the ratings you gave. Give examples of strengths and weaknesses. This page is returned to the entrant.
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