Evaluation Table 
	Evaluation Criteria 
	Score 
	Pts 
	Details 

	Formatting 
	  
	5 
	Correct header of the memo?

Title of the figure/table?

Layout of the text?

Correct numbering of the figure/table/section?

	Introduction 
	  
	3 
	Includes memo purpose, contents of the memo, and transition sentence? 

	Results
	
	13
	Bridge weight/test result included?

Explanation on how the bridge failed?

Possible reasoning for the bridge failure?

Possible solution to fix the failure?

Is the solution convincing? (Need reasoning.)

	Conclusion 
	  
	4 
	Includes no new information but only summary of findings? 

	Writing Style 
	  
	5 
	Including graphs for better understanding?

Is the memo carefully proofread (minimal errors in spelling, grammar, punctuation, etc.)? 
Is the writing concise and tone formal? 
Text arranged in suitable sections?

Is the format correct and professional? 
Are the tables and figures labeled correctly and referred to by name in the text?

	Total 
	  
	30 
	  


COMPLETE (Is any information missing - see assignment sheet for section guidelines?)  
CORRECT (Do the findings and statements logically make sense?)

CLEAR (Are the ideas fully developed? Do pictures placed effectively explain text?)
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