
Requirement Below Expectations Meets Expectations Above Expectations Excellent
D C B A

Format (5)

The memo does not meet 
the formatting requirements. 
It doesn't use the sections 
and headings specified in the 
assignment prompt.

The memo either does not 
meet the formatting 
requirements or it does not 
use the sections and headings 
specified in the assignment 
prompt.

The memo conforms to page 
limits and formatting (2 
pages, single spaced, 12 point 
font, 1 inch margins). It 
deviates slightly from the 
headings and sections 
described in the assignment 
prompt.

The memo conforms to page 
limits and formatting (2 
pages, single spaced, 12 point 
font, 1 inch margins). It 
contains all relevant sections, 
with headings to match the 
assignment prompt.

Subject Line (5)

The subject line does not 
preview the body of  the 
memo.

The subject line is relevant 
but is either too lengthy or 
not sufficiently informative.

The subject line is succinct 
and informative, but it is less 
clear about the direction of  
the memo.

The subject line is clear, 
succinct and informative. It 
also previews the direction of  
the memo. 

Summary (15)

The summary is missing or 
does not accurately reflect 
the rest of  the paper. It fails 
to preview the key points and 
the recommendation.

The summary provides some 
information about what will 
be addressed in the rest of  
the paper. It fails to preview 
either key points or the 
recommendation. It could be 
more concise.

The summary introduces the 
issue and provides details 
consistent with the rest of  
the paper. It could provide 
more central information or 
be more tightly worded.

The summary introduces the 
issue, summarizes key points, 
and previews the 
recommendation. It is well 
worded and matches with the 
rest of  the paper.

Background (15)

The background section is 
either not provided, off  
topic, not case specific or too 
lengthy. 

The background section 
provides some useful 
information but is either too 
broad (doesn't convey 
information above the 
general concept) or not 
concise (longer than a 
paragraph). 

The background section 
provides a general overview 
of  the issue area, but is 
lacking essential, case 
specific, information.

The background section 
provides key information, is 
case specific, and clarifies the 
major points of  contention 
in the issue area. 



Analysis (30)

Analysis meets few of  the 
following requirements: 
address all given policy 
options including the counter 
argument, provide evidence 
and examples that enhance 
the central argument, 
incorporate course material, 
is original, clear, and concise. 
Three or more of  these 
elements is missing.

Analysis meets some of  the 
following requirements: 
address all given policy 
options including the counter 
argument, provide evidence 
and examples that enhance 
the central argument, 
incorporate course material, 
is original, clear, and concise. 
Two of  these elements is 
missing from the memo.

Analysis meets most of  the 
following requirements: 
address all given policy 
options including the counter 
argument, provide evidence 
and examples that enhance 
the central argument, 
incorporate course material, 
is original, clear, and concise. 
One of  these elements is 
missing from the memo.

Analysis meets all of  the 
following requirements: 
address all given policy 
options including the counter 
argument, provide evidence 
and examples that enhance 
the central argument, 
incorporate course material, 
is original, clear, and concise.

Recommendation (10) 

There is no clear 
recommendation or the 
recommendation is outside 
the scope of  the memo.

There is a recommendation, 
but it is unclear and poorly 
explained in the text.

There is a clear 
recommendation but it could 
be more concise, explicit, or 
explained further in the text.

There is a clear 
recommendation. It is well 
justified in the text, aligns 
with the available options, 
and is concisely and explicitly 
stated in the appropriate 
section.

Language (10)

Writing is inadequate. There 
are many problems with 
grammar, spelling and word 
choice. Memo fails to convey 
a central point and is not 
concise.

Writing is adequate but 
contains several grammatical, 
spelling and world choice 
errors. Language is either not 
concise or fails to effectively 
convey the main points.

Writing is adequate. Contains 
few grammatical, spelling, 
and world choice errors. The 
main points are clear but 
writing could be more  clear 
or succinct.  

Writing is professional 
quality and no grammatical 
or spelling errors are 
apparent. Writing is also 
clear, concise and persuasive.

Think Tank Session (10)
There is no active 
participation.

Participation includes an 
explanation of  the memo's 
main recommendation. 

Participation includes an 
explanation of  the memo's 
main recommendation and 
engagement with others' 
recommendations.

Participation includes an 
explanation of  the memo's 
main recommendation, 
engagement with others' 
recommendations, and 
connection to other course 
topics.


