
	
	Pass
	Fail

	Response: Problem Identification
	Response to Sam begins with a sentence identifying the most significant error in the original memo. Statement accurately identifies a substantive error that would make Sam’s original plan unsuccessful.
	Response does not isolate the most significant error in the original memo nor does it state how said error would make the original plan of action unsuccessful.

	Response: 
Organization
	Response summarizes your general thoughts of the original memo instead of listing out all items found in the annotations. 
	Response does not summarize writer’s general thoughts OR simply lists most/all the items from the annotations.

	Response:
Argument
	Response provides evidence from the original memo in support of all points made; exact phrasing from the original memo is used to clarify and illustrate points.
	Response lacks evidence for most of the points it raises OR it fails to provide exact phrasing from the original memo to clarify and illustrate its points.

	Annotation Content
	Most annotations concisely and correctly identify a problem or something successful in the original memo. If student is identifying a problem, the change proposed is in the comment itself rather than embedded in the text. Justification for proposed change is clearly grounded in the research. Justification supporting existing content in the memo is also clearly grounded in the research.
	More than half of the annotations fail to concisely and correctly identify a problem or something successful in the original memo OR if most of the changes proposed are embedded in the text. Justification for proposed changes are not clearly grounded in the research. Likewise, justification supporting existing content in the memo is not clearly grounded in research.

	Annotation Format
	Student has 5-7 comments. Annotations are made as margin comments to the original memo. Each comment is tied to a specific phrase, sentence, or section of the original memo. Most comments have three parts:
· A statement of the problem with the highlighted material
· A quotation from a source explaining the problem, with the citation stating the author’s name and a link to the source
· A proposed correction of the highlighted material
	Student has fewer than 5 or more than 7 comments OR annotations are written in-line in the document OR comments are not tied to a specific phrase, sentence, or section of the original memo OR more than half of the comments fail to have the following three parts:
· A statement of the problem with the highlighted material
· A quotation from a source explaining the problem, with the citation stating the author’s name and a link to the source
· A proposed correction of the highlighted material


	Tone
	Student uses appropriately professional tone throughout response and annotated memo AND demonstrates sufficient cultural/global sensitivity and awareness. Nothing in the document’s tone or content would harm your credibility.
	Student uses an unprofessional or chatty tone throughout the response and annotations OR lacks sufficient global/cultural sensitivity and awareness. The general tone of the document or patterns of noticeable errors diminishes the writer’s credibility. 

	Submission Format
	Submission meets all of the following:
· Response is no longer than one page
· 12-point Times New Roman, Arial, Calibri, or Aptos font throughout
· Saved and uploaded as a .docx file
	Any of the following are true about the submission:
· Response is longer than one page
· Incorrect font size or typeface
· Not uploaded as a .docx file



