[image: ]
JMP 2610	Instructor Memo: 50 pts
This assignment has two parts:
Write a memo to your instructor using the standard format on page 179 of the textbook. 

A) Clearly indicate that you have read and understood all elements and requirements of the course Syllabus and will abide by them. You will need to provide several statements of proof.

B) This course is required for students with majors including engineering, aerospace science, environmental science, computer science, nutrition and others. Each discipline has its own requirements for technical communication in the workplace. 

Ask an instructor, professor or professional in your major what types of documents you might be expected to produce once you are employed and include this in the memo along with their name and contact info. 
 Grading Criteria

	 
	Strong 
	Developing 
	Needs Improvement
	Missing

	Format
	15 Points 
	10 Points 
	5 Points
	[bookmark: _GoBack]0 Points

	Formatting
	Memo is properly formatted according to the textbook (p. 179).
	Memo has several formatting problems. 
	Memo has numerous formatting problems.
	Element Missing

	Writing
	15 Points  
	10 Points  
	5 Points  
	0 Points

	Writing Style (grammar, spelling, punctuation)
	Memo has no grammatical, spelling or punctuation errors.
	Memo has 5 errors or less.
	Memo has over 5 errors.
	Element Missing

	Content
	10 Points 
	7 Points 
	5 Points 
	0 Points

	Syllabus Terms
	Memo clearly indicates that student understands and agrees to the Syllabus terms.
	Memo indicates that student understands or agrees the Syllabus terms.
	Memo indicates that student agrees, but may not fully understand the Syllabus terms.
	Memo does NOT indicate that student understands and agrees to the Syllabus terms.

	Course Expectations
	Memo includes industry-specific projected needs and name of professional contact.
	Memo includes industry-specific projected needs OR name of professional contact.
	Memo does NOT include industry-specific projected needs and name of professional contact.
	Element Missing
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