	Component
	6
	5
	4
	3
	2
	1

	Focus, Organization, & Structure
	Follows proper format (if applicable)
Is focused and organized with strong line breaks
	Follows proper format 

Is focused and organized with purposeful line breaks
	Mostly follows proper format 

Is generally organized, but focus may stray 

Some purposeful line breaks 
	Somewhat follows proper format 

Is organized and focused in parts of the piece; line breaks present
	Somewhat follows proper format 

Is disorganized or unfocused in much of the piece; line breaks inconsistent or random
	Does not follow proper format 

Exhibits little to no apparent focus or organization
Line breaks inconsistent/random

	Specific detail
	Significant detail gives writer a feel for the piece; writing is concise
	Detail gives writer a feel for the piece; writing is concise
	Some detail gives writer a feel for the piece; writing is mostly concise
	Partially developed detail; writing is vague in places
	Few details given; writing is vague or repetitive
	Piece is vague

Writing is overly wordy

	Imagery/Figurative Language
	Contains vibrant images and sensory appeal

Avoids cliches
	Contains some vibrant images and appeals to at least one of the senses

Avoids cliches
	Attempts imagery appealing to the senses

A few clichés
	Images present but lack connection with the reader (lack of description or general description)
	Few images present; 

not well described 

Clichés are used as description instead of fresh images
	Lacks images or description; does not attempt use of figurative language

Cliches overused

	Conventions
	Rare errors in grammar/mechanics do not interfere with understanding or distract reader
	Few errors in grammar/mechanics do not interfere with understanding or distract reader
	Frequent errors in grammar/mechanics do not interfere with understanding or distract reader
	Errors in grammar/mechanics sometimes interfere with understanding or distract reader
	Errors in grammar/mechanics interfere with understanding in much of the piece
	Errors in grammar/mechanics prevent reader from fully understanding the piece 
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How to Track Changes





Go to “Tools” and “Track Changes.”


Select “Highlight Changes.”


Make sure all three boxes are checked and click “Okay.”


Begin making changes to your paper.








