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Grading Guide
	Content
70 Percent
	Met

	Partially Met
	Not Met

	Comments:

	PART 1: Paper describes the challenges businesses have in securing data in today’s technological environment (10%).
	10
	
	
	 

	Paper includes risks and threats of company data (10%).  
	10
	
	
	

	Paper includes policies/procedures that should be implemented for the handling of data to ensure data protection and business continuity (10%). 
	10
	
	
	

	The paper is a minimum of 1,400 words in length and is saved using the following file naming convention (5%): Lastname_Course#_W2.doc (or .docx)
	5
	
	
	

	PART 2: Memo announces the new security policies to all employees taking effect in one month following mandatory training (10%).
	10
	
	
	

	Memo is written using a Microsoft® Word memo template (5%).
	5
	
	
	

	Memo includes a bulleted or numbered list of the new security policies/procedures in bold or changed font color so this list is highly visible (5%).
	5
	
	
	

	Memo includes an image that is relevant to the memo content (images must also be cited and referenced) (5%).
	5
	
	
	

	Memo includes an effective date that is highlighted so it stands out (5%).
	5
	
	
	

	The memo is a minimum of 175 words in length and is saved using the following file naming convention (5%): Lastname_Course#_Memo.doc (or .docx)
	5
	
	
	

	
	
	Total Available
	Total Earned
	

	
	70
	7
	7/7
	

	Writing Guidelines
30 Percent
	Met


	Partially Met
	Not Met

	Comments:

	Paper only is formatted using the APA Guidelines found in the link Writing and Style Guidelines (APA) for 100-299 classes on the lower right side of the Class Home page (5%).
	5
	
	
	

	Research is properly recognized with both in-text citations and a reference page (10%). 
	10
	
	
	

	Paragraph and sentence transitions are present, logical, and maintain the flow throughout the paper (5%).
	5
	
	
	

	Sentences are complete, clear, and concise (5%).
	5
	
	
	

	Rules of grammar and usage are followed including spelling and punctuation (5%).
	5
	
	
	

	
	
	Total Available
	Total Earned
	

	 
	30
	3
	3/3
	

	Assignment Total
	100
	10
	10/10
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