	[bookmark: _GoBack]Content/Organization
	· Does your message contain an identifiable purpose? 
· Does your message address the audience effectively?
· Is your information accurate, relevant, and sufficient?
· Are all your points presented in logical order?
· Are all your points relevant and exclusive?
· Do you present enough information to make the main idea interesting and convincing?
· Is the beginning of your message effective?
· Is your information organized effectively?

	Readability
	· Does your message include a variety of sentence constructions?
· Are your paragraphs unified, coherent, and concise?
· If used, do your bulleted lists emphasize key points?
· If used, do your headings and subheadings make your message easy to skim?

	Conciseness/Style
	· Did you delete unnecessary words or ideas?
· Did you shorten long and convoluted ideas or phrases?
· Have you eliminated redundancies?
· Is the style, tone, language appropriate for the audience?

	Format
	· Does your message adhere to format requirements?
· Are quotes/paraphrases cited correctly?



