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All competency criteria must be met to earn a B grade and pass this Course Outcome. 

A predefined number of mastery criteria must be met to earn an A grade, indicating mastery of the Course Outcome. See the CLA and Grade Criteria Chart below.

	GB512M1-1: Prepare documents using industry conventions and Standard English mechanics.

Criteria:
	MET
	NOT YET MET

	 “CATEGORY 1” Persuasive Researched Email
	
	

	 Competency
	
	

	Writes a persuasive email to the author of an article of choice from the options given.
	
	

	Uses viable references to justify their opinion. 
	
	

	 Mastery: 
	
	

	The email clearly persuades the intended editor as well as any third party reader regarding the points disagreed with or points agreed with in the article by justifying their viewpoint with viable references.
	
	

	 “CATEGORY 2” Audience
	
	

	 Competency
	
	

	Addresses the intended audience in a clear and appropriate manner with a clear and sustained purpose.
	
	

	 Mastery
	
	

	The email addresses the intended author in a professional and clear manner with a sustained purpose that seeks to inform rather than either antagonize or offend. 
	
	

	 “CATEGORY 3” Sources and Mechanics
	
	

	 Competency
	
	

	 Selects and incorporates no fewer than three credible sources. 
	
	

	 Uses correct Standard English mechanics.
	
	

	 Mastery
	
	

	The sources selected are considered experts in the field or topic and their opinions or facts are incorporated into the email in a meaningful and persuasive manner. The email uses correct Standard English mechanics throughout.
	 
	

	Total Competency Criteria:
	
	

	Total Mastery Criteria:
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	CRITERIA
	CLA Score
	Grade
	Points

	Meets all 5 competency criteria and 2–3 of mastery criteria
	5
	A
	1000

	Meets all 5 competency criteria and 0–1 of mastery criteria
	4
	B
	850

	Meets 4 of the competency criteria
	3
	Not Yet Competent*
	0

	Meets 3 of the competency criteria
	2
	Not Yet Competent*
	0

	Meets 1–2 of the competency criteria
	1
	Not Yet Competent*
	0

	Meets 0 competency criteria
	0
	Not Yet Competent*
	0

	No submission
	NA
	Not Yet Competent*
	0



*Not Yet Competent grades convert to an F at term end

[bookmark: _30j0zll]*If work submitted for this competency assessment does not meet the minimum submission requirements, it will be returned for revision without being scored. If the work submitted does not meet the minimum submission requirements by the end of the term you will receive a failing score.
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	Minimum Submission Requirements
	MET
	NOT YET MET

	Uses no fewer than 500, no more than 750 words, inclusive of references.	
	
	

	Follows email conventions.
	
	

	Selects and incorporates no fewer than three credible sources.
	
	

	References are viable sources.
	
	

	Uses correct grammar, spelling, punctuation.
	
	




