EDPM SBA 	Assignment 2 	Research paper 

St. George’s Institute
Electronic Document Preparation and Management
EDPM Assignment 2 – Research Paper

Instructions: 

You are to read the following scenario below and carry out the research thereafter. Your research paper must be summarized neatly, well structured, properly formatted, precise, and in a mailable standard. You are also required to have your research paper prepared for dissemination via email, with all sources listed.

Kindly refrain from copying and pasting from websites

Guidelines to follow:

1. Cover page – your cover page should include the Subject, examination period, candidate’s name/registration number, school, and territory. (No borders, elaborate font, or font size) simple is sweet. 
2. Title page – Must include the topic of research - Intellectual property and Plagiarism
3. Your document must include a Table of contents
4. Write a brief introduction on the topic of your research
5. The document should be formatted as follows:
a. Times New Roman, Size 12 for the body of text
b. Times New Roman, Size 14 for all headings
c. Use spaced capital for your main heading
d. You may use closed capitals or initial capitals for your subheadings
6. Set document margins to 1 inch top, bottom, right, and left
7. The document should be written in double line spacing
8. Include appropriate images (at least two)
9. Utilize Footnotes and Endnotes (at least two for the entire document, one of each)
10.  Utilize line ending hyphenation (at least twice)
11.  Insert page numbers at the bottom of all pages except the cover page
12. Provide a bibliography, using the APA Format. (Include at least three references, (Book, newspaper, and internet sources)
13. Print Screen or screenshots:
a. Take a screenshot/print screen of a web page or e-book page where you collected the data for your research piece (at least two screenshots)
b. Screenshots should be placed in the Appendices section (Place on separate pages)
14.  In an email, attach the research paper and ant TWO web links used
15.  Capture a print screen or screenshot the email page showing:
a. The two attachments (the research document and web links)
b. Recipients addressed inserted in the “To, Cc, Bcc” section
16.  Send to: 
a) To: Chenry@stgeorgeinstitute.org
b) Cc: abenoit@stgeorgesinstitute.org, sperrotte@stgeorgesinstitute.org
a) Bcc: Yourself (place your email here)
17. Add a brief message in the body of the email
18. Insert a screenshot of the email page, into your research document
19.  Email the document by February 17th for electronic marking.


Research Scenario

You were recently promoted to IT Auditor for your company and part of your responsibility is to ensure all rules and guidelines are followed and adhered to. As part of your training, you are required to research the following objectives:

1. Define the term intellectual property.

2. Describe the following types of intellectual property:
a) Copyright
b) Industrial Design Right
c) Trade Secret
d) Trademark
e) Patent

3. Define the concept of plagiarism. 

4. Discuss three ways in which plagiarism can be avoided.

5. Define the following terms as they relate to copyright
a) Consumers or users
b) Producers or owners
c) Publishers or distributors


Grading Schemes: Total marks 25

Accuracy and Speed (10 marks)
The ability to produce a document:
· that is professionally completed in terms of use of language skills, for example, punctuation, spelling, abbreviation, grammatical errors; and
· that applies document management techniques within a specified time.

	Accuracy and Speed
	[Total 10 marks]

	Communication of information in a logical way using appropriate grammar
	1

	Appropriate punctuation
	1

	Spelling
	1

	Appropriate capitalization
	1

	Transposition
	1

	Contextual usage of words
	1

	Facts and details of information
	1

	References
	1

	Omitted or added words
	1

	Line ending hyphenation
	1



Knowledge and Comprehension (5 Marks)
The ability to:
· list procedures.
· identify facts and information.
· state principles.
· critically analyze procedures, actions and situations related to electronic document preparation and management.

	Knowledge and Comprehension
	[Total 5 marks]

	Title page
	1

	Table of Contents
	1

	Bibliography
	1

	Description of all the components
	2

	Description of at least 50% of the components
	(1)



Presentation and Use of Technology (10 marks)
The ability to:
· produce a finished product using professional standards, for example, formatting and consistency of style.
· Demonstrate competency in the use of technology, for example, electronic filing and retrieval of different types of documents.

	Presentation and Use of Technology
	[Total 10 marks]

	Appropriate margins
	1

	Appropriate line spacing
	1

	Appropriate font style and font size
	1

	[bookmark: _GoBack]Appropriate layout: headings, text, graphics, etc.
	1

	Use of screenshots/ print screen
	1

	Correct use of footnotes and endnotes
	1

	Page numbering
	1

	Use of copy notation (multiple recipients)
	1

	Appropriate alignment of work
	1

	Send e-mail, including attachments 
	1



