Guidelines for the Professional Writing Certificate (PWC) Portfolio 
Updated 3/1/19
The final requirement for the PWC is a portfolio of documents written and edited while in the program. To be able to submit a portfolio, a student must be enrolled in English 492B the semester in which he or she will complete the Certificate Program.
The portfolio should showcase the abilities you have developed in your PWC Program coursework. While it should not contain every paper from every class, it must exhibit a broad range of skills in a variety of formats of documents started in your program classes.
Also note that the documents included in the portfolio should not be the graded assignments returned by instructors in a student’s Certificate coursework; it is expected that students will improve upon what they produced in the courses. Thus, the documents included in the portfolio are held to a higher standard than in the program classes.

Special note: Be sure to get written permission from your internship supervisor before including any work done for 492A in the portfolio.

Required Sequence and Contents
1. Cover Page for Binder (on the outside)
2. Letter of Transmittal to the Program Director
3. PWC Program Planner (typed)
4. Table of Contents

5. Résumé
6. Explanations for each item included (either in its own section, at the front of each section, or in front of each 

    document)
7. The PWC documents, grouped into divided sections by some appropriate method of organization
Overall Appearance
· The portfolio and its contents should be neat, clean, attractive, and well organized.

· The portfolio should be bound in an appropriate-sized three-ring binder.
· Use index-style separators for the portfolio’s organization and plastic slip-in sheets to hold individual documents. Do not use sheet protectors.
· The portfolio should contain nothing that is handwritten, with these two exceptions: signatures on letters and written editing comments/marks intended to demonstrate revision and editing skills.
Deadlines
The final portfolio is subsequently due approximately two weeks before the end of the semester. An exact date will be provided early in the semester. 
Portfolio Evaluation

Portfolios are evaluated by at least two PWC faculty, including the Program Director, using the overall rubric included on the other side of this page.
PWC Portfolio Evaluation Rubric

A:

A client or supervisor would be very impressed with the entire portfolio and remember the writer’s work when considering further projects or promotions.
B:

The client or supervisor would be satisfied with the job and impressed with some aspects of the portfolio.

C:

The client or supervisor would be satisfied with some aspects of the portfolio but somewhat disappointed with it overall.  He or she might ask the writer to revise or rewrite sections before authorizing payment for services or allowing others to see the portfolio.
D:

The client or supervisor would be troubled and embarrassed by the poor quality of the writer’s work.
F:  

A client or supervisor would dismiss the writer because the work requested was not submitted or what was submitted was of very poor quality 

