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Score ___________________

	Required Elements
	Mastery Indicators – Each element…
	Possible Points
	Score

	Transmittal Memo
	Establishes context for plan

Clearly conveys purpose of plan and writer’s intentions

Displays appropriate header (to, from, date, subject)

Uses standard business format

Reflects professional tone

Closes graciously with contact information

Has appropriate length
	10
	

	Cover Page
	Includes all required elements

Represents writer in professional way
	2
	

	Table of Contents
	Lists all sections and subsections with correct page numbers
Represents each heading exactly as it appears in the document

Presents information neatly with appropriate formatting

Balances text and white space effectively
	3
	

	Executive Summary
	Offers comprehensive overview of entire report

Establishes purpose of report clearly and understandably

Includes information from each section that follows

Provides adequate information to substitute for entire plan

Presents information concisely in a well-organized fashion
	10
	

	Introduction
	Details strengths and weaknesses in narrative style (not a laundry list)
Describes what was learned about current skills by completing Part 1

Demonstrates objectivity and honest self-reflection

Provides solid foundation for subsequent sections
	5
	

	Leadership Communication Development Plan
	Builds logically on information presented in previous section

References strengths and weaknesses previously mentioned

Details development goals and plans for achieving them based on Part 2

Explains how plan will develop targeted skills
	15
	

	Conclusion
	Unifies the information that has been presented

Reflects what has been learned about writer

Reiterates key points of plan

Describes what achieving the plan will mean for writer and/or organization
	5
	

	Action Plan
	Includes required number of goals and action steps 

Lists goals as complete sentences

Describes realistic, feasible activities that address developmental needs

Lists measurable outcomes

Features a well-formatted table with appropriate headings
	10
	

	Comments – Required Elements:
	Subtotal Elements
	60
	


	Writing
	Mastery Indicators – Report…
	Possible Points
	Score

	Style & Tone
	Reflects positive ethos

Uses business style, doesn’t sound academic

Uses active voice and lively verbs

Varies word choice to maintain reader’s interest

Avoids flabby expressions, redundancies, nominalization and jargon
Displays appropriate creativity, humor, and personality
	10
	

	Mechanics
	Displays correct grammar 

Uses correct punctuation and capitalization

Uses correct tenses

Demonstrates agreement of subjects, verbs, and pronouns

Avoids sentence fragments and misplaced modifiers
	10
	

	Formatting
	Formats each section as required

Uses appropriate subheadings to guide the reader

Features paragraphs of appropriate length (not too short or too long)

Uses block layout with left justification

Aligns page endings cleanly (no widows or orphans)
	3
	

	Headers & Footers
	Displays running headers and footers as required
	2
	

	Other Writing Skills
	Demonstrates coherence within and between paragraphs

Avoids excessive wordiness

Maintains reader’s interest
	5
	

	Subtotal Writing
	30
	

	
	
	

	Compilation 
	Mastery Indicators – Report…
	Possible Points
	Score

	Organization
	Includes all required elements

Presents required elements in correct sequence

Displays logical development of report elements

Demonstrates alignment of key concepts—common threads run throughout
	4
	

	Thoroughness
	Develops each required element adequately

Provides appropriate level of detail for each element
	3
	

	Presentation
	Maintains clarity of purpose throughout report

Contains very few, if any, typographical errors

Represents writer as polished professional

Transmits materials in appropriate binding
	3
	

	Comments:
	Subtotal Compilation
	10
	

	Total Score
	100
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