Memo Assignment

Grading Breakdown

	Category
	Criteria
	Possible Points
	Your Points

	Style
	Did you identify your audience and use an appropriate tone for that audience (i.e., write to your group members)?  Paper must follow Memo format specified in the assignment.  
	3
	

	Argument/ Content
	(1) Is it clear to the reader what your topic is?  (2) Did you clearly express scientific, social, and ethical implications? (3) Did you present relevant facts to adequately support your statements?
	15
	

	Paragraph development
	Does your paper have a logical and clear flow i.e., intro, development of argument, conclusion? Did you use of transitional sentences? Did you summarize and synthesize your main points in a conclusion section?  
	10
	

	Spelling and grammar
	Did you use correct spelling and grammar? Did you proofread and use spell-check? Did you  avoid run-on sentences and otherwise utilize proper sentence structure?  
	5
	

	References
	Have you used credible sources (e.g., government documents and peer reviewed sources) and have they been correctly cited or footnoted in the text? Did you include a list of references/citations? Can your readers find your sources? (This is the key issue here—what form your citations are in doesn’t matter as long as your readers can find your sources.)
	7
	

	Total:
	


Individual memo assignment

Your individual writing assignment is to select an environmental topic that is:

1. a local issue related to your team poster assignment, the idea being that your team poster can synthesize and draw on information from each of your individual writing assignments;

2. something you are interested in;

3. something about which there are sufficient resources for you to explore in detail; and 

4. not directly related to climate change. (A topic with an indirect connection is fine.) 

Your memo should be addressed to your fellow team-members, i.e., to people who are familiar with your topic area in general but not the specific issue that you are focusing on. (If you'd like to think of it this way, you can imagine your fellow team-members designing and/or presenting the poster in your absence, in which case the purpose of the memo is to enable them to understand your part of the project and intelligently discuss your topic in a reasonable amount of detail.) 

The memo should: 

· start with three lines: a "From:" line that has your name and section; a "To:" line that lists the group members to whom you are addressing the memo; and a "Re:" line that clearly identifies the issue you've selected;

· address the scientific, social, and ethical aspects of the issue; 

· analyze your issue using examples and supporting evidence;

· summarize and synthesize your main points in a concluding section;

· cite all sources (see above);

· be well-written, spell-checked, proof-read, and edited; and

· be 1,000-1,500 words (4-5 pages).

Research sources for the poster and report could include:

· Peer-reviewed journals (e.g. Science, Journal of Economic Principles)

· National or local news organizations (e.g. The Seattle Times)

· Government agency publications (federal, state, county, tribal)

· Interviews with local officials, citizens, or stakeholders







