GRADING GUIDELINES FOR DOCUMENTS
Guidelines

 SEQ CHAPTER \h \r 1Assessment tests are graded by subtracting 5 points for each typographical errors and 5 points for other mistakes. UNMAILABLE COPY WILL NOT BE CONSIDERED IN SCORING. (Zero points will be given if unmailable.) If there are three documents in the test, points for each document are 33 points, and the test should be completed in one and a half hour. If there are four documents, the maximum time is 2 hours, and each document is 25 points. If the test is completed after the allotted time, the test will be lowered a letter grade.
The following will make the copy unmailable:
1.
Failure to follow specific directions
2.
Inserted or omitted words that change the meaning of the sentence

3.
Transposed words that change the meaning of the sentence

4.
Word-division errors (incorrect word division will result in lowering test grade one letter grade)

5.
Omission of essential parts of a document (Examples: date, inside address)

6.
Incorrect style

7.
If a document is determined unmailable, you will receive zero points for that document
Grading

I will check each document to review your work. Usually GDP will show in blue formatting errors and all others (typos, etc.) in red. I will send you an annotation exactly where the error is. Review them. Then five points will be deducted for each error and the total amount is deducted from 100 %. Normally, your grade will be sent to you as an annotation.  
