BA 1020
OA1040
Writing Assignments

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.  You will need other paragraphs, as appropriate.  Use point form and tables to present information if appropriate. 

A significant percentage of your grade is based on writing; you can expect a number of writing assignments. 

Marking:
	Final product:  writing (1 Weak) (2 Not Mailable), (3 Mailable), (4 Outstanding) 

The following are taken into consideration:  grammar, word choice, paragraphing, writing strategy, double spacing, length, font, tables, point form, etc.

	Total  
	  /4

	
	

	
Key:

1 Weak
fundamental or repeated significant grammar error(s)

2 Not Mailable
minor error(s), not at acceptable business standard

3 Mailable
at acceptable business standard, including layout

4 Outstanding
exemplary 

Content is seldom marked, unless related to writing techniques covered in the course.  Suggestions are often made, but they may not be used for marking purposes.




