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Grading Rubric - Launch Report - Cycle <N>
This rubric outlines the grading criteria for this document.  Note that the criteria represent a plan for grading.  Change is possible, especially given the dynamic nature of this course.  Any change will be applied consistently for the entire class.

	Achievement 
	
	Minimal
	Limited
	Satisfactory
	Exemplary
	Score

	Content


	
	Section(s) missing, not useful, inconsistent, or wrong. 
	Serious omissions or problems with content.  
	Some problems with completeness or details of content 
	Provides all relevant information correctly and with appropriate detail
	

	Post Mortem
	40
	
	
	
	
	

	Plan
	30
	
	
	
	
	

	Grammar and Spelling
	10
	Many serious mistakes in grammar or spelling
	Several large issues or many smaller ones
	Some small grammar or spelling issues
	Grammar, punctuation, and spelling all correct
	

	Expression


	10
	Very difficult to understand 
	Hard to follow or poor word choices
	Mostly easy to read and understand
	Clear and concise.  A pleasure to read
	

	Tone
	
	Tone not appropriate for technical writing
	Tone somewhat unprofessional
	Mostly professional tone 
	Tone is consistently professional
	

	Organization


	10
	Very hard to find information 
	Information difficult to locate
	Can find information with slight effort
	All information is easy to find and important points stand out
	

	Layout
	
	Layout makes it harder to understand and use the document
	Layout is inconsistent or not visually appealing or supportive
	Layout is reasonable, consistent and generally helpful
	Layout is attractive, consistent, and helps guide the reader
	

	Late Submission
	
	
	
	
	
	

	Total
	100
	
	
	
	
	


Launch Report - Cycle <n>
This report documents the launch of a new project cycle.  It includes a post mortem of the cycle just completed, and basic elements of a plan for the cycle being launched.
Post Mortem - Cycle <n>

Summary

Issues

Issue:

Solution:

Issue:

Solution: 
The Plan – Cycle <n>

Objectives

Schedule

The project schedule is shown on the pages that follow.

�Please use this report template as provided.  Do not change the formatting, reorganize the report, or delete sections.  You may add sections at the end or add sub-sections if needed.  You should also adjust page breaks so major headings are placed appropriately in the final document.





Items in angle brackets, < >, are parts of the report that you must replace with appropriate information.





All comments should be hidden before submitting or printing the report.





Ideas in this team launch report are loosely based on the Team Software Process (TSP) (Watts Humphrey).


�Use this report for cycles 2 and later.  There is a separate template for cycle 1.


�If you submit drafts or revisions, change this date for each submission.


�This section should document the post mortem for the cycle just ended.


�Describe the outcome of the cycle overall.  How successful was it?  What went well?  How good is the resulting product?  How well do the results of the ended cycle position you for the next cycle?


�List issues encountered and solutions for each.  The solution should discuss what you might have done to avoid the issue in the first place, and, if this will still be an issue in the next cycle, what you will do to address it.  





Be sure to consider issues with your team (skills, participation, cooperation, etc.), the product (technology, design, etc.), and project (schedule, user cooperation, quality control, etc.).





�This section should document the plan for the cycle being launched.


�Describe overall objectives for the cycle.  This might include team, process, or product objectives. 


�Define your schedule for the cycle.  Use the project plan template in the “Project Tracking” workbook for this.





Start with the mandatory milestones defined in the syllabus.  Add additional line items to describe the needed tasks.





Your schedule may change during the term.  You should submit an updated schedule as changes occur.


�For hardcopies of this document, print the schedule and attach it to this report.  For softcopy, simply be sure that the schedule document is submitted at the same time.
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