Attachment 2

Criteria for Evaluating Memos

As instructors read your memos, they will evaluate the memos based on some or all of the following criteria.  Also note that, depending on the class and the assignment, these criteria can be changed or added to, as needed.

· Includes appropriate and accurate content (as required by the instructor).

· Presents complex ideas and technical information clearly.  

· Includes a good opening paragraph that presents the purpose/topic(s).

· Includes a brief summary paragraph.

· Accessible to all readers.  A reader should be able to easily locate the information he or she seeks.

· Professional in appearance.

· Consistent in tone, sentence style, etc.  It should not read like several people wrote it.

· Uses action headings.

· Uses bullets to highlight important lists.

· Repeats important information, when appropriate.

· Includes appropriate information in attachments.

· Employs correct spelling, word usage, mechanics, and grammar.

