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1. Ensure the memo is clear and brief.
Weight: 15%

2. Choose language to match the purpose
and tone for the situation and audience.
Weight: 40%

3. Format the memo accurately and
according to the details in the textbook
Weight: 15%

4. Create an effective opening that
establishes goodwill without obscuring the
message. Weight: 20%
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Did not submit or incompletely
ensured the memo is clear and brief

00%)-12 23

Did not submit o incompletely chose
Ianguage to match the purpose and
tone for the situation and audience

&P 2.25 (4.5%)

0(0%) - 4.5 (399%)

Did not submit or incompletely
formatted the memo accurately
and according to the details in
the textbook

Feedback:
How might you have formatted the
memo as per the course materials?
https://www dummies com/careers
Jbusiness-communication/business-
writing/how-to-format-a-business-
memorandum/

0(0%) - 6 (11.99%)
Did not submit or incompletely created
an effective opening that establishes
‘goodwill without obscuring the
message

rueBrubricCount

45(9%)-5.24

Insuffciently ensured the memo is
clear and brief

12 24%) - 14 2
Insuffciently chose language to match
the purpose and tone for the situation
and audience

45(9%)-5.24
Insuffciently formatted the memo
accurately and according to the
details in the textbook

6(12%)-7 (13
Insuffciently created an effective

opening that establishes goodwill
without obscuring the message

52501

5%) -6

Parially ensured the memo is clear
and brief

14 (28%) - 16 (31.99%)

Partially chose language to match the
purpose and tone for the situation and
audience

5.25 (10.5%) - 6 (11.99%)

Parially formatted the memo
accurately and according to the
details in the textbook

7(14%) -8

Partially created an effective opening
that establishes goodwill without
obscuring the message

0.08&rubricld=_69

& 6.38 (12.75%)

6 (12%) - 6.74 (1349%)

Satisfactorily ensured the memo
is clear and brief.

Feedback:
How might you shorten this a bit to
make it more readable? Maybe use
‘some bulet points

& 17 (34%)
16 (32%) - 18 (35.99%)

Satisfactorily chose language to
match the purpose and tone for
the situation and audience

Feedback:
How might you have used more
accessible language for the common
worker? This is intended for an
audience of call center employees

6(12%)-6.74
Satisfactorily formatted the memo
accurately and according to the
details in the textbook

& 85 (17%)

8 (16%) - 9 (17.99%)
Satisfactorily created an effective
opening that establishes goodwill
without obscuring the message

Feedback:

0_18&iewOnly=trueidisplayGrade:

675 (135%) - 75 (1

Thoroughly ensured the memo is clear
and brief

18 (36%) - 20

Thoroughly chose language to match
the purpose and tone for the situation
and audience

6.75 (13.5%) - 7.5 (15%)

Thoroughly formatted the memo
accurately and according to the
details in the textbook

Thoroughly created an effective
opening that establishes goodwill
without obscuring the message
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%
3. Format the memo accurately and &7 225 (45%)
according to the details in the textbook.

Weight: 15% 0(0%)-4.5 (8.99%)

Did not submit or incompletely
formatted the memo accurately
and according to the details in
the textbook

Feedback:
How might you have formatted the
memo as per the course materials?
https://www dummies com/careers
Jbusiness-communication/business-
writing/how-to-format-a-business-
memorandum/

0.(0%) - 6 (11.99%)

4. Create an effective opening that Did not submit or incompletely created

establishes goodwill without obscuring the an effective opening that establishes
message. Weight: 20% ‘goodwill without obscuring the
message
0.0%) -3 (5.29%)

5. Clarity,writing mechanics, and formatting More than 8 errors present
requirements. Weight: 10%

Raw Total: 39.13 (of 50.0)

Name ENG316 Week 4 Assignment 1: Code of Conduct Memo - Draft

Description'ENG316 Week 4 Assignment 1: Code of Conduct Memo - Draft
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rueBrubricCount

45 (9%)-5.24

Insuffciently formatted the memo
accurately and according to the
details in the textbook

6 (12%) - 7 (13.99%)

Insuffciently created an effective
opening that establishes goodwill
without obscuring the message

5 (6.99%)

76 errors present

5.25 (10.5%) - 6 (11

Parially formatted the memo
accurately and according to the
details in the textbook

o
Partialy created an effective opening

that establishes goodwill without
obscuring the message

14%) - 8 (15.99%)

5% -4
6 ertors present

8079_1&maxValut

0.08&rubricld=_69

1 you nave useu s
accessible language for the common
worker? This is intended for an
audience of call center employees

6(12%) - 6.74

Satisfactorily formatted the memo
accurately and according to the
details in the textbook

& 85 (17%)

8 (16%) - 9 (17.99%)

Satisfactorily created an effective
opening that establishes goodwill
without obscuring the message

Feedback:
“This is a good startl How might you
have provided a greeting to soften the
blow? How might you begin with a
neutral opening, address the policy
directly (and briefly), and then end with
contact information?

4 (8%) - 4.5 (8.99%)

34 errors present

0_18&iewOnly=trueidisplayGrade:

675 (135%) - 7.5

Thoroughly formatted the memo
accurately and according to the
details in the textbook

5%)

9 (18%) - 10 (20%)

Thoroughly created an effective
opening that establishes goodwill
without obscuring the message

& 5(10%)
4.5 (9%) - 5 (10%)

02 errors present
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