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	5
	4
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	Analysis: Breaking down a situation, concept, or argument into its individual parts to examine how they relate to one another. 
	
	
	
	
	
	

	Purpose: The specific reason explaining why the document, correspondence, or report is necessary. 
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	Syntax: Creating active or passive sentence constructions. 
	
	
	
	
	
	

	Concision: The ability to infuse the greatest amount of information into the least amount of words.
	
	
	
	
	
	

	Accuracy: 1) Using flawless spelling, punctuation, grammar, and mechanics; 2) fairly representing credible sources using course requirements.
	
	
	
	
	
	

	
	
	
	
	
	
	

	Organization: Convey data in a logical and streamline fashion. Transitions from each component smoothly without notice or abrupt shifts.
	
	
	
	
	
	

	Information Security: Clearly marking classified documents and utilize special handling instruction for protection of classified information. (In place of mechanics not being the catch all) 
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total:
	
	
	
	
	
	
	

	Average:
	
	
	
	
	
	
	

	Instructor Comments:
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