CE 170 Lab:  Memo Problem Grading Tips and Procedures

Memo Grading

Is the memo complete? 
· Is the problem described?
· Are short descriptions of the tests performed included?  (Don’t reproduce the lab procedures.)
· What data were collected?
· What assumptions have you made?
· What did you calculate and how?
· What does your answer mean in the context of the problem?
· How confident are you that your answer is right?  (This isn’t about whether you made any math mistakes.  It’s about much variability there is in your lab results and how sure you are that your assumptions are correct.)
Is the memo organized?  Does the narrative flow in a logical fashion?

Is the style appropriate for the situation in the problem?  (It’s not a lab report.)

Are there mechanical errors?

· Spelling mistakes?  Grammatical errors?

· Deviations from specified format?

· ( 2 pages long; double-space; 1” margins all around; 12-pt Times or similar font
· Use the following heading format (single spaced):

MEMO

To:  
your lab instructor
From:  your name (Group name)  Handwritten initials (don’t sign)
Date:

Subject:

· Calculations referenced in the narrative.

Calculations Grading

· Are they complete?  (Sources of numbers identified?  Author identified?)

· Are they accurate?

· Are they organized and annotated so the reader can follow them easily?

· Are they legible?
· Is the author identified?

Grading Procedures
1. Submit your memo on the same day as the lab.  Do NOT staple it to the rest of the lab write-up.

2. Your submittal will be returned with comments and an initial grade (out of 20 points).  

3. Resubmit your memo within one week after the marked-up copy is returned with changes to address the instructor’s comments.  Return the marked-up original with your resubmittal.  

4. If you have adequately addressed the instructor’s comments, you will receive a final grade that is higher than the draft score (usually halfway between the draft grade and 20 points).  If you do not resubmit the memo, you will receive the initial grade or 10, whichever is lower.
Hints for maximizing your grade:  Do the best job you can on your first try.  This increases your final grade because of how the second submittal is graded.  Write a first  draft and then edit it with an eye on the checklist above.  Read it out loud to someone.  This is a good way to pick up grammar errors and missing words.  Make sure your calculations meet the standards above and can stand on their own.  Pay attention to the instructor’s comments and ask questions if you don’t understand something.   
