BA 1020
Writing Assignment Key

Length:  Keep it short—about 250 words (this is shown at the bottom left side of your screen), and double space your work.


· Tone:  Your writing should be at a business level, using Standard English. 
· Content:  There should be an introductory paragraph and a concluding paragraph.  Both paragraphs should be approximately the same weight.
	Techniques:   

Use comments (while in View / Print Layout, select the text then use Word’s Review / New Comment feature) to indicate each of the grammar techniques requested in the specific assignment:  (As a sample, the 
following applies only to assignment #1)
· a comma after a dependent clause.

· a semicolon to join two independent clauses.



Marking:  25% of your grade is based on writing these writing assignments; there
 will be a number of writing assignments. 

Key:

	Following all instructions, double spacing, length, handed in on time, etc.
	/1

	Balloon—as specified 
	/1

	Balloon—as specified
	/1

	Final product—writing (1 weak) (2 not mailable), (3 mailable), (4 outstanding)
	/4

	Content
	/3

	Total 
	/10


�Comma after a dependent clause.


�Two independent clauses joined by a semicolon 





