STUDENT:________________________________________


CRITERIA SHEET


WRITING & ANALYSIS


OFFICE MEMO FINAL DRAFT

I.
FORMAT REQUIREMENTS
A.  Does the memorandum include the following ele​ments, in order?  1) Caption, 2) Question(s) Pre​sent​ed, 3) Brief Answer(s), 4) Applicable Statutes, 5) Statement of Facts, 6) Discussion, and 7) Conclusion.

B.  Does each question presented ask a yes-or-no question about how a particular law or rule applies to certain legally significant facts?  Does each follow the “under-does-when” format?

C.  Does each brief answer provide an explicit answer to the question presented and an explanation of how that answer resulted from the application of the rule to the legally significant facts?

D.  Does the statement of facts open with context?  Is it organized appropriately?  Does it include all legally significant facts and appropriate background facts?

E.  Does the conclusion summarize all of the mini-conclusions and explain their significance to the case?

F.  Is the document typed, double-spaced, and pagi​nated, with this sheet attached? 

II.
RESEARCH & ISSUE IDENTIFICATION
A.  Did the writer accurately  identify all of the major issues in the question(s) presented & identify both issues & sub-issues within the discussion?

B.  Are all of the significant and relevant auth​orities (i.e., statutes, cases, etc.) cited?  Did the writer use the best authorities available?

C.  Did the writer provide enough information about each significant authority so that reader was able to under​stand its relevance to the writer's analysis?  Did the writer avoid overstating the strength or weakness of relevant authorities?

D.  Did the writer avoid irrelevant issues (including history) and arguments without valid support?

III.  DISCUSSION: ORGANIZATION & ANALYSIS 

A.  Did the writer organize the document around the rule(s) and subparts?  Did the writer order the sec​tions within the discussion appropriately? 

B.  Did the writer begin the discussion section, and any complex sub-sections within the discussion section, with  a roadmap or "umbrella" section designed to:

1) summarize the major rule(s) and explain how the rule(s) and the significant sub-rules relate to the issues; 

2) explain which elements of rules are not at issue;

3) clarify the order in which the remaining issues will be discussed; 

4) if needed, identify issues that the memo does NOT cover; and

5) briefly state the writer’s conclusions as to how the issues will probably be resolved in this case? 

C.  Did the writer use headings and sub-headings appropriately?

D.  Early within the discussion of each heading or sub-heading, did the writer state the rule and cite to auth​ority for that rule?

E.  Does each paragraph begin with a thesis or topic sentence that shows the reader how that paragraph is relevant to the rule or thesis being discussed in that heading or sub-heading?

F.  Did the writer explain each significant sub-part of a rule, e.g., by illustrating how it has been applied in the past? (e.g., by describing at least one auth​ority case in which the court has held that the rule applied to a set of facts and at least one case in which a court has held that the rule did not apply to a set of facts.)

G.  As needed, did the writer describe authority cases accurately, including (at an appropri​ate level of detail) the case’s relevant issue, facts, disposition, and reasoning?

H.  For each sub-part of a rule, did the writer 1) ex​plain credible applications of the rule to the client's facts, including those that might favor the opponent (i.e., "counter-analysis"), 2) state which application a court is more likely to follow, and 3) explain why a court would choose that application?

I.  Does the writer first apply the law to the facts, using appropriate analogies and distinctions only as needed to support the application?

J.  Did the writer use the "phrase that pays" when showing how a rule has been applied in the past and when applying the rule to the client's facts?

K.  Did the writer explicitly end the discussion of each rule or sub-rule with a conclusion about that rule or sub-rule (or "landing")?

L.  Did the writer avoid stretching the truth or other inaccuracies when describing the law and the facts?



IV.  WRITING STYLE & MECHANICS (Max. = 0; Min. = -20)_____

A.  Do all subjects agree with their verbs, and did the writer use pronouns (especially "this" and "it") precisely?

B.  Did the writer use understandable sentence structures and avoid misplaced modifiers and parallelism problems?

C.  Did the writer avoid burdening the reader by using effective syntax and word choice and by avoiding  wordiness, needless repetition, suspense, and other problems?



D.  Did the writer avoid sentence fragments and run-on sentences, as well as other grammatical errors?

E.  Is the document punctuated correctly?

F.  Did the writer avoid spelling errors?

G.  Did the writer use citations when needed?  Did the writer use correct citation form throughout?

H.  Did the writer incorporate citations unobtrusively by using short citation forms and citation sentences whenever possible?

I.  Did the writer avoid errors caused by lack of proofreading?

_____________________________________________

TOTAL:  (out of 65)
________

MINUS points taken off

on the MACRO draft?
________

MINUS points taken off

on the MICRO draft?
________

FINAL SCORE FOR

OFFICE MEMO

________

(Note that this is 

a RAW score)






____________________________________________

Deductions for lateness will be taken from the final grade in the course.  Please record unexcused days late below.

________Unexcused days late on Macro draft

________Unexcused days late on Micro draft

________Unexcused days late on Final draft

FINAL COMMENT:
