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Criteria

The memorandum header is included, correctly
formatted and including the correct content

To receive points for this section students must
complete the memorandum per the requirements
of "How to Write a Military Memorandum" (see
reading assignment). They must then fill in the
content required per the assignment

Problem Definition - problem description

To receive points for this section the student
must describe the problem they are being asked
to address in plain language.

Problem Definition - answer required is
described

To receive points for this section the student
must describe the answer they are being asked to
provide in plain language.

Problem Definition - statistical approach is
described

To receive points for this section the student
must describe the statistical approach they will
use to address the problem and why this
approach provides insight into addressing the
problem in plain language.

1.0 pts
Full Marks

The student has
the correct
format and
content for the
memorandum
header

0.4 pts
Full Marks

0.4 pts
Full Marks

0.4 pts
Full Marks

Ratings

0.6 pts
Mediocre

The student did not
format the memorandum
header correctly or did
not complete the content
correctly.

0.0 pts
No Marks

0.0 pts
No Marks

0.0 pts
No Marks

0.0 pts

The
memorandum
header is
missing or very
poorly done
The student
omitted the
memorandum
header or
completed is
poorly.

Pts

1.0 pts

0.4 pts

0.4 pts

0.4 pts
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Problem Definition - Addressee is identified

To receive points for this section the student
must provide the name and title for the person
they must address the memorandum to.

Problem Definition - Addressee need is identified

To receive points for this section the student
must what this person they must address the
memorandum to will need to know (based on the
responsibilities of their job).

Thesis Statement

To receive points for this section the student
must complete a thesis statement that describes
what the memorandum is about and the stance of
the writer.

Summary

To receive point for this section the student must
include all the required elements in the summary

0.4 pts
Full Marks

0.4 pts
Full Marks

1.0 pts
Full Marks

A complete well-

done thesis
statement is
included.

1.0 pts
Full Marks

Student
completed a
well done
and
complete
summary

0.6 pts
Mediocre

0.6 pts
Mediocre

The student had a
summary that was
weak in one way
or missing an
element

Anincomplete or
poorly written thesis
statement is included.

0.0 pts
No Marks

0.0 pts
No Marks

0.0 pts

Missing or
extremely poorly
done thesis
statement

The thesis
statement is
missing or very
poorly done.

0.0 pts
Missing or very poorly done

The student did not include a
summary or it was very
poorly done either missing
substantial content or poorly
written.

0.4 pts

0.4 pts

1.0 pts

1.0 pts
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Summary

To receive point for this section the student must
include all the required elements in the summary

Graphics

To get points for this section the student must
include a graphic that enhances the
understanding of the document and is easy to
read.

Research

To receive points for this section the student
must have provided the required credible
sources.

1.0 pts 0.6 pts
Full Marks Mediocre
Student The student had a
completeda | summary that was
well done weak in one way
and or missing an
complete element
summary
0.5pts | 0.2pts
Full Mediocre
Marks | The student provided a
graphic that did not
enhance the
understanding of the
memorandum content
or was not clearly
readable.
0.5pts | 0.2pts 0.0 pts
Full Mediocre
Marks | The student
provided poor
sources or only
one.

0.0 pts
Missing or very poorly done

The student did not include a
summary or it was very
poorly done either missing
substantial content or poorly
written.

0.0 pts
Missing or very poorly done

Student omitted the
graphics, completed them
very poorly or used a
graphic that did not enhance
the understanding of the
memorandum content.

Missing or not credible.

The student did not provide research
sources, documented them poorly,
and/or used non-credible sources.

1.0 pts

0.5 pts

0.5 pts




