Project 1: Business Correspondence

Assessment Criteria & Explanation


General Notes: A project will be not be accepted if it is incomplete, fails to include document plans, and/or does not include your error log.  Please be sure to follow all instructions as written on the Project 1 Outline at http://www.rhetoricandwriting.com/3213/assignments/businesscorrespondence.htm

Unfortunately, the grading of writing is subjective.  While I will give you a general assessment (exceptional, satisfactory, needs improvement, unsatisfactory) in each of seven areas (PAGOS, clarity/conciseness, and proofreading/grammar) there is no mathematical formula that will be used to calculate your project grade.  Assessments provided in the Project 1 Evaluation Matrix (at the end of this file) in each area are just a means for you to identify areas of strength and areas for improvement.  

If you are unhappy with your grade, please look over your work, my comments, and try to see where you went wrong.  If you aren’t sure, or if you disagree, please let me know!  I am happy to answer questions or hear well-reasoned arguments up to one week after your project is returned.  

Regarding Proofreading: Grammar, Typos, Spelling
As discussed in class, “errors” can hinder communication of purpose/meaning, and hurt your credibility as a writer.  In addition to hurting your overall project grade, deductions will be made as explained below. 

· One point (out of 100) will be deducted for each instance of incorrect comma use, comma splice, fused sentence, and sentence fragment.

· One point will be deducted for the first instance of other grammatical errors

· One point will be deducted for each typographical, capitalization, and spelling word/choice error. 

· One point will be deducted for each clearly incorrect usage of active/passive voice.

	A Range 


Work considered A range meets and exceeds all of the tenants of good professional writing. 

A range final documents
· Show evidence of a clear, appropriate purpose.  Document includes all of the necessary information needed to accomplish purpose and information is accurate and precise.    

· Address primary audience and well considers audience’s background and/or context.  Document considers all possible secondary audiences, including their backgrounds and contexts.  
· Adhere to the conventions of an appropriate genre and has no formatting errors. 

· Employ clear, logical organization.  Document includes buffers or “good news” as appropriate.    

· Employ professional style with no stylistic errors.  Document employs positive tone, you-attitude, and/or emphasizes reader benefits.  Words and sentences are familiar to the audience, clear, and concise.  

In addition, A range work is virtually free of grammatical errors.  

	B Range 


Work considered B range adheres to most of the tenants of good professional writing. 

B range final documents 

· Show evidence of a clear, appropriate purpose.  Document includes nearly all of the necessary information needed to accomplish purpose.  Information is accurate.  

· Address primary audience, and considers audience’s background and/or context.  Document considers possible secondary audiences.  

· Adhere to the conventions of an appropriate genre.  Documents may have a few formatting errors or may deviate from genre conventions in minor ways.    

· Employ logical organization.  Document includes buffers or “good news” as appropriate.    

· Employ professional style.  Document may a few minor several stylistic errors.  Document employs positive tone, you-attitude, and/or emphasizes reader benefits.  Document may have a few instances of wordiness, lack of clarity, and may employ a few words or phrases inappropriate to the audience.  

In addition, B range work may contain a few grammatical errors that do not interfere with readability and usability.  Errors in B range work will not impede overall meaning.  

	C Range 


Work considered C range attempts to adhere to the tenants of good professional writing.  

C range final documents may
· Show evidence of a purpose, but may be unclear in places.  Document may fail include some necessary information needed to accomplish purpose or information may be inaccurate or unclear.  

· Address primary audience, but fail consider the audience’s background and/or context.  Also, document may not consider secondary audience(s).  

· Attempt adherence to the conventions of genre.  Genre choice may be inappropriate and/or document may not include all elements of genre.  Documents may have formatting errors.  

· Attempt to employ logical organization.  May not include buffer or “good news” in appropriate location.  

· Attempt to employ professional style.  Document attempts to demonstrate an appropriate professional ethos, but may have several instances where positive tone, you-attitude, and/or emphasis on reader benefits are ignored.  Document may have several instances of wordiness, lack of clarity, and may employ words or phrases inappropriate to the audience.  

In addition, C range work may contain repeated and significant grammatical errors that interfere  somewhat with readability and usability.  However, errors in C range work will not impede overall meaning and will not make documents difficult to understand.  

	D-F Range 


Work considered D-F range does not adhere to the tenants of good professional writing.

D-F range final documents may

· Lack clear purpose or may fail to include the necessary information needed to accomplish a purpose.   

· Fail to address a primary audience, fail consider the audience’s background and/or context.

· Not adhere to the conventions of an appropriate genre

· Lack clear, logical organization.

· Fail to employ an appropriate professional style.  Document does not express an appropriate professional ethos, without regard to positive tone, you-attitude, and/or emphasis on reader benefits.  Document may have many instances of wordiness, lack of clarity, and employs words or phrases inappropriate to the audience.  

In addition, D-F range work may contain repeated and significant grammatical errors that interfere with readability and usability, including those that impede meaning and/or make documents difficult to understand.  

NOTE:  A project will be not be accepted (and will be assessed a 0% F) if it is incomplete, fails to include all document plans, and/or does not include your error log. 

A Note on Plagiarism

If any document submitted for Project 1 is found to be plagiarized, in whole or in part, you will receive a 0% F for the project.  At the instructor’s discretion, plagiarism can result in a 0% F for the semester grade and a permanent note on the student’s transcript.  Repeated cases of plagiarism may result in expulsion from the university.  Please refer to the University Honor Code in the University Catalogue for more information.  
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