
This checklist details all the work that you must submit in order to get a “A” in this course. If you earn a lower grade, you may have missed several of these items. 

Click on the boxes next to the items you have completed. 
Attendance
[bookmark: Check2]|_| No more than 4 unexcused absences (MW or TTh sections) 
OR
[bookmark: Check3]|_| No more than 6 unexcused absences (MWF sections)
OR
[bookmark: Check4]|_| No more than 5 late components/drafts of major assignments
Major Assignment 1: Business Letter & Memo
[bookmark: Check8]|_| Draft
[bookmark: Check7]|_| Peer Review
[bookmark: Check6]|_| Revision Notes + Final Submission (final must respond to the instructor’s feedback)
Major Assignment 2: Extended Definition
[bookmark: Check9]|_| Draft
|_| Conference
[bookmark: Check10]|_| Peer Review
[bookmark: Check11]|_| Revision Notes + Final Submission (final must respond to the instructor’s feedback)
Major Assignment 3: Process Instructions
[bookmark: Check12]|_| Draft
[bookmark: Check13]|_| Peer Review
[bookmark: Check14]|_| Revision Notes + Final Submission (final must respond to the instructor’s feedback)
Major Assignment 4: Formal Unsolicited Proposal
|_| Proposal
|_| Annotated Bibliography
|_| Draft
|_| Conference
|_| Peer Review
|_| Revision Notes + Final Submission (final must respond to the instructor’s feedback)
Weekly Assignments
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[bookmark: Check16]|_| Weekly Assignment 1
[bookmark: Check17]|_| Weekly Assignment 2
[bookmark: Check18]|_| Weekly Assignment 3
[bookmark: Check19]|_| Weekly Assignment 4
[bookmark: Check20]|_| Weekly Assignment 5
[bookmark: Check21]|_| Weekly Assignment 6
[bookmark: Check22]|_| Weekly Assignment 7
[bookmark: Check23]|_| Weekly Assignment 8
[bookmark: Check24]|_| Weekly Assignment 9
[bookmark: Check25]|_| Weekly Assignment 10
[bookmark: Check26]|_| Weekly Assignment 11
[bookmark: Check27]|_| Weekly Assignment 12
[bookmark: Check28]|_| Weekly Assignment 13
[bookmark: Check29]|_| Weekly Assignment 14
[bookmark: Check30]|_| Weekly Assignment 15


