
Criteria   No/ Very limited Proficiency (1M)   Adequate Proficiency (2M)   Sa sfactory Proficiency (3M)  High Proficiency (4M)

Executive summary of scope of 
training

Does not summarize the scope of training. Briefly summarize the scope of training. Adequately summarize the scope of training. Concise summary of the scope of training.

Introduction and Organizational 
background

Does not introduce the organization. Does not 
include organizational background.

Brief summary. Brief description of 
organizational background

Adequate summary. Adequate description of 
organizational background.

The introduction summarizes the organization, 
task and scope of work comprehensively. 
Comprehensive description of the 
organizational background and structure.

Information of task/project 
(problem statements, objectives, 
scope, literature review)

Not clear and incomplete input.
Not clearly stated input and reader have to 
take time to understood the report.

Clearly stated input and easily understood by 
the reader.

Very clear and complete input as to enhance 
impact of report.

Methodology
No description of method and techniques 
used. No illustration and flow chart. 

There is description of method and techniques 
used. No illustration and flow chart. 

Good description of method and techniques 
used with some illustration of diagrams

Very clear description of method and 
techniques used with illustration and flow 
chart 

Result and Discussion 
Not clear and incomplete analysis. Only raw 
data/output present.

Some raw data/output have been analysed and 
with fair discussion. Reader have to take time 
to understood the report.

All raw data/output have been analysed and 
clear stated of discussion. Easily understood by 
the reader.

All raw data/output have been analysed with 
excellent discussion. Very clear and complete 
explaination as to enhance impact of report.

Conclusion and suggestion
Conclusion of task is very poorly described. No 
suggestion for improvement.

The outcome of task is not clearly concluded. 
Suggestion is not relevant for improvement.

The outcome of task is concluded with few 
statements repeated from the task. Suggestion 
is clearly described but less suitable for 
improvement.

The outcome of task is fully concluded in short 
and precise. Suggestion for improvement work 
is clearly described.

Use of references
References are seldom cited to support 
statements.

Although attributions are occasionally given, 
many statements seem unsubstantiated. The 
reader is confused about the source of 
information and ideas.

Professionally legitimate sources that support 
claims are generally present and attribution is 
for the most part, clear and fairly.

Compelling evidence from professionally 
legitimate sources is given to support claims. 
Attribute is clear and fairly represented.

Organization of the report
The writing lacks any asemblance of rational 
organization. The reader cannot identify a line 
of reasoning and loses interest.

The writing is not arranged rationally . 
Frequently, ideas fail to make sense together. 
Reader can figure out what writer probably 
intends but may not be motivated to do so.

The ideas are arranged rationally to support 
the report. They are usually clearly linked to 
each other. For the most part, reader can 
follow line of reasoning.

The ideas are creatively arranged with rational 
explanation to support the report. They flow 
smoothly from one to another and clearly 
linked to each other. Reader can follow line of 
reasoning.

Grammar,
 spelling, writing mechanics 
(punctuation, italics, capitalization 
etc)

There are so many errors that meaning is 
obscured. The reader is confused and stops 
reading.

The writing has many errors and the reader is 
distracted by them.

There are occasionally errors, but they don’t 
represent a major distraction or obscure 
meaning.

The writing is free or almost free from errors.

Format of report
Does not follow the UTM thesis format. Poor in 
writing style and choice of words.

Slightly following UTM thesis format. 
Approaprite in writing style and choice of 
words.

Follow UTM thesis format most of the time. in 
writing style and choice of words. Satisfactory 
in writing style and choice of words.

Strictly following UTM thesis format. Excellent 
in writing style and choice of words.
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