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QUALIFYING PORTFOLIO INSTRUCTIONS 

 
GENERAL INSTRUCTIONS 

 

1. Use this page for the cover sheet of your portfolio. 

 

2. Begin the process by reading the instructions and evaluation criteria here.  For questions, please contact 

Bertha Cecconi (bcecconi@iup.edu) or the C and T Program Director (pagnucci@iup.edu) 

 

3. Please submit your portfolio to:  

Director of Graduate Studies in Composition and TESOL 

421 North Walk 
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6. The C and T director is responsible for leading the QP review and is therefore most familiar with the 

policies and procedures that apply to everyone. For this reason, faculty members and students should direct 

questions about the QP to the director. 

 

7. Unless indicated otherwise by the assignment, all writing should follow the conventions of academic, 

edited English and proper documentation of sources, as outlined in the current APA or MLA handbooks.  

IUP's Academic Integrity Policy covers various concerns related to plagiarism, cheating, and 

misrepresentation of work; this policy is spelled out in the current IUP Graduate Catalog.  Academic 

integrity is a serious matter and violations will not be tolerated.  For anyone unfamiliar with the terms of 

this policy, additional explanation may be found in the current edition of the MLA Handbook or  the 

Publication Manual of the American Psychological Association.  Feel free to discuss with the C and T 

director any questions about using sources for the QP. 

 

8. Portfolios are not returned to the student; they are stored safely in the department. 

 

EVALUATION 
 

The purpose of the portfolio is to provide faculty on the Qualifying Portfolio Evaluation Committee a means to 

evaluate your ability to successfully complete this program.  In order to make this evaluation, members of the 

evaluation committee will examine samples of your academic writing contained in the portfolio, your grades, and 

your instructors’ evaluations of you (from each cou
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WHAT TO PUT IN THE PORTFOLIO 

 

Two Course Papers 

Submit two graded papers or projects that represent your best work in the initial doctoral courses at IUP. We are 

looking for the best work you are capable of, so you are expected to revise the paper before you include it in the 

portfolio. Include a cover sheet that describes in 250 words or less the revisions you made.  Submit a clean copy; 

please do not turn in the original graded paper with the professor's remarks. Also include the instructor's  

instructions/requirements with each paper so that faculty readers on the Qualifying Portfolio committee can 

understand the context of the paper.    

 

Qualifying Manuscript 

This paper must be an original work written for an academic journal related to the fields of Composition and/or 

TESOL and created especially for the qualifying portfolio. Previously published pieces cannot be accepted, nor can 

book reviews. Once you have selected a topic on which you would like to write, identify a journal that would be an 

appropriate place to publish your work. If you have



 4

PORTFOLIO DESIGN 

One part of the major requirements of a portfolio is that it displays a set of work in an organized, well-designed, 

manner.  Please avoid 3-ring and other binders.  They are bulky to handle and store and they are environmentally 

unsound.  A good portfolio will have the following elements: 

•  Cover sheet:  Use the first page of this document for your cover sheet. 

•  A table of contents that lists the elements collected within the portfolio. Page numbers are not needed for the 

TOC. 

• Some way of marking major subdivisions within the portfolio to enable readers to identify the sections of the 

portfolio. One way to do this is to provide each subsection of the portfolio with its own title page.  Each 

subsection can most easily be identified by readers if this page is a heavier weight of paper and/or a different 

color.   

•  Each paper stapled in the upper left hand corner.  Use a large binder clip to secure the portfolio together. 

 

 

CHECKLIST 
 

▫ I include the first page of this document for my cover sheet, followed by a table of contents listing the main 

parts of the portfolio (you do not need to insert page numbers in the table of contents). 

 

▫ I include a copy of two revised course papers along with a copy of the assignment for each one.  I include a 

cover sheet that describes the revisions I have made. 

 

▫ I include my qualifying manuscript (15-20 pages). This is an original work written with an academic 

journal or edited collection in mind.   

 

▫ Attached to this qualifying manuscript, I include a copy of the Information for Authors that is provided by 

the publishers of the journal.  I also attach a list of annotations for each source in the works cited.   

 

▫ I include a 1-2 page formal cover letter that is addressed to the editor of the journal I have selected. The 

letter identifies the audience, purpose, and significance of my paper. 

 

▫ I include a copy of my portfolio on a memory stick or CD with my name and date written on it.  I have 

placed the stick or CD in an envelope and attached it to the portfolio. 

 

▫ I have used a single binder clip to bind together everything in the portfolio and my cover sheet is on top.  

Please, no three-ring binders, folders, or other binding materials. 

 

Mail your portfolio to:     Or hand deliver your portfolio to: 
Director of Graduate Studies    Graduate English Office 


