Memo 02 RUBRIC

                      
Name_____________________________




     

Section__________

	Expected Level (E)
	Impressive Level (I)
	

	· □  Assignment was submitted through Blackboard correctly

· □  Each observation in the survey data spreadsheet has a unique ID 
· □  Each observation in the attendance data spreadsheet has a unique ID 
· □  Each cell contains only one entry

· □  Each variable name is written correctly

· □  Each column is headed with a variable name (or identifier)

· □  EXCEL variables are adequately and accurately coded

· □  The type of variable is identified as required in the HW02 assignment

	· □  Sample data are provided that are consistent with the variables’ codes and units
· □ Types of variables are mostly correct 

· □  Each row in a survey EXCEL spreadsheet contains one person’s responses

· □  Each row in an observation EXCEL spreadsheet contains the results of a single observer’s observations of an event at a specified time and place

	M & T

0  E-  E  E+  I-  I

	· 
	
	

	· □  There is an observational data collection form and associated spreadsheet 
· □  There is a survey data collection form and associated spreadsheet
· □  The relationship between the data collection forms and spreadsheets makes sense, e.g. the data in the collection form appears on a spreadsheet (in coded form, perhaps) 

· □  The coded data in the spreadsheet were originally collected in a data collection form.

· □  The wording and choices in the data collection forms are clear and unambiguous

	· □  The data collected is specific enough to identify the problem situation

· □  The data collected is relevant enough to identify the problem situation
· □  The questions/observations are sufficiently focused so as to clearly identify the possible causes of the problem
· □  There are no problems with any of the items under “Additional Comments” below
	A & R 

0  E-  E  E+  I-  I

	· 
	· 
	

	· □  Assignment was submitted on time

· □  The writing is competent (grammar, spelling, and sentence structure are basically correct)

· □  The presentation of your proposal is adequate and complete (must address everything the Marketing Director’s memo requires).
· □  Proposal is directed to the Marketing Director, not to Ms. Way, e.g., “your problem,”  “as you said in your RFP.”

· □  The EXCEL spreadsheet was embedded in Microsoft Word

· □  The assignment is written as a memo

· □  There is an adequate introduction that lets the Marketing Director know what the memo is about and what it contains

· □ Scored at least 5 out of 10 on quiz

	Memo addresses everything the Marketing Director’s memo requires:

· □  Data collection forms

· □  Test data provided in each spreadsheet

· □  There is an EXCEL spreadsheet for each data collection form and vice versa
· □  Explanations of codes/units are provided

· □  Each variable is identified by type

· □  Understands the communicative situation; for example, understands that this memo is part of the proposal process, not a report of the results of a completed study

· □  Memo incorporates sufficient analytic detail to reflect professional quality writing
· □ Scored at least 8 out of 10 on quiz
	C & P 

0  E-  E  E+  I-  I

	· 
	· 
	


Additional Comments:

· □ Wording is ambiguous on the data collection form – more than one answer could be given 

· □ Question is too general to be useful in identifying the problem or a possible cause for it; eg  the question, How would you rate the entertainment?  (doesn’t get at which venues are problematic--some may be good) or Which was your favorite entertainment? (there may more than one) or Did you like the cruise? (by itself, doesn’t get at why a customer might be dissatisfied or doesn’t get at any possible problems with the entertainment).

· □  It is not clear why certain data is being collected
· □ Need more information or related questions in order to get useful data

M&T = Mechanics and Techniques
A& R = Application and Reasoning
C&P = Communication and Professionalism 0 = Not sufficient to pass

E = Expected level of performance
I = Impressive level of performance

Boxes are marked according to the following system (inner boxes for revision)

□ = Criteria not met
[/] = Criteria partially met
 [X] = Criteria met

