101 – Heather G. S. Johnson


Some notes to help you revise for your Portfolio:

As you revise, make a note whenever you make a major change—you may want to discuss it in your reflective letter.

General:  Make sure every document has the following:

1. An accurate heading, with your name, the course name/instructor name, the assignment/draft, and the date.

2. Last name & page number in upper right-hand corner.

3. Staple in upper left corner

4. 1 inch-margins all around.

5. 12 point Times New Roman Font.

6. Edit, edit, edit!  Check spelling, grammar, word choice, punctuation, etc.  Make sure you change any words that are too informal (at a low level of diction).
7. Try varying your sentence structure if your phrasing sounds repetitive or if all of your sentences are basically the same length.

Reading Record:
1. Make sure your bibliographic entries have the correct format.

2. Make sure quotes are accurate and are cited correctly, and that you do not have any uncited quotes in the summary section

3. Label each section clearly:  Bibliographic Information, Summary, Quotations, Comment, Question

4. Take out any extraneous sentences.  Make your summary concise without making it uninformative.
5. At the beginning of the summary, introduce both the author and the essay title (I know, you already have a bibliographic entry, so why bother?  Because that makes it clear that you are summarizing someone else’s thought, and that you aren’t trying to claim it for your own).

6. Wherever necessary, add to your comment section to make your thoughts clear.  

7. Alter any yes or no questions or questions that are too easily answered.

Observation:

1. Make sure the observation and explanation sections are labeled clearly.

2. Give your observation section a fun and interesting title.

3. Make sure that your explanation section uses specifics.  Explain your word choices or figurative language.

4. Remove any language that is too conversational or directed specifically toward me.

Rhetorical Analysis:

1. Give your rhetorical analysis a clever and informative title.

2. Be sure to introduce the text you are analyzing; give the title, the author, and perhaps just  a little bit of background.

3. Make sure to keep your analysis rhetorical – instead of interpreting “what the text means” you should try to decipher “what the text does to the reader” (yes, you may have to do a bit of the former, but the focus should be the latter).  

4. Don’t forget the works cited page(s)! (these don’t count in the 5-7 pages, but they have to be there).

Reflective Letter:

1. Be confident, but admit the faults you have.  Honesty is good, because part of the goal of the class is for you to become more aware of yourself as writer.  Showing that you are aware of the progress you’ve made as well the distance you still have to go can only be helpful.

2. Practice ethos appeal: in other words, reveal that you are intelligent by the way that you write.  For the final paper, your readers won’t know you; you can convince them that you are a good student and scholar through your letter.  So, while we normally think of letter as more informal, keep it conversational but relatively scholarly.  Start practicing for the Final Portfolio now.

3. Spend some time on the letter: it’s the first thing the readers see, and will color their perception of the rest of the Portfolio, so it’s important.
