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	Criteria
	Exceeding Expectations
	Match Expectations
	Less Than Expectation (Fair)
	Need Improvements
	Failure

	Identified tasks are relevant to team objectives (semester goals)
	Tasks are very clearly linked to the team objectives
	All Tasks are generally   linked to the team objectives
	Some tasks are generally  linked to the team objectives
	Many tasks are not   linked to the team objectives
	Few or no tasks are  linked to the team objectives

	A technical approach to tasks is clear and achievable
	Technical approach to tasks is specific, clear, appropriate and achievable.

	A technical approach to tasks is frequently specific, clear, appropriate and achievable.
	A technical approach to tasks is usually specific, clear, appropriate and achievable.
	A technical approach to tasks is rarely specific, clear, appropriate and achievable.

	A technical approach to tasks is unclear, missing, or unrealistic.


	Task Definitions
- number
- specificity
- measurable
- timing
	Tasks are complete, clear, measurable, appropriately timed

	Tasks are mostly complete, clear, measurable, appropriately timed
	Tasks are frequently incomplete, unclear, unmeasurable, or ill-timed
	Tasks are mostly incomplete, unclear, unmeasurable, or ill-timed
	Major elements of the tasks are missing


	Linking tasks to team milestones
	Tasks are all targeted to team milestones 

	Most tasks are targeted to team milestones 
	Many tasks are targeted to team milestones 
	Some  tasks are targeted to team milestones 
	No tasks are targeted to team milestones 


	Project risk assessment

	Specific risks mitigated by tasks are identified. Unaddressed risks are identified
	Specific risks mitigated by tasks are usually identified. Unaddressed risks poorly identified
	Specific risks mitigated by tasks are not always identified. Unaddressed risks not identified
	Specific risks mitigated by tasks are poorly identified. 

	Risk is not addressed





	Structure, Style, and Editing
· Memo Elements: To, From, Date, Subject
· Spelling and
Grammar
	The memo Includes all elements and is written with the appropriate technical memo style. It is free of spelling and grammatical errors. 

	The memo Includes all elements and is mostly written with appropriate technical memo style. It contains a minimal number of spelling and/or grammatical errors.
	The memo missed few elements, such as date, and is usually written with appropriate technical memo style. It contains few spelling and/or grammatical errors.
	The memo missed some elements and is somewhat written with appropriate technical memo style. It contains some spelling and/or grammatical errors.
	The memo missed many of the elements and is not written in an appropriate technical memo format.   It contains many spelling and/or grammatical errors.
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