<Course Number>

<Last name, First name>

FIELD OBSERVATION MEMORANDUM  
To:
<Recipient’s name> 
From:
<Author’s name>
CC:

Date:
<Date written>
Subject:
<Short, specific information about the person or place you visited>
<Open the memo with an introductory paragraph.  Do not use a heading before this paragraph. Follow the guidance in the FOM genre unit for this and all sections of the memo>
Observations 
<Present the observations of your visit here.  The first paragraph in each heading should not be indented.>
<After the first paragraph in each section, the subsequent paragraphs should have a ½ inch indentation for the first line.>
Discussion 
<Discuss your observations of your visit here.  Follow the guidance provided in the FOM genre unit.>

Conclusion 
<This is where your conclusions go.  If you haven’t figured it out yet, you are to replace everything between the <  > symbols in this template (including the symbols themselves) with your own material.>
<Your instructor may ask you to include the scoring rubric on the following page as the last page of your FOM submittal.>



	FIELD OBSERVATION MEMO SCORING RUBRIC

	Scoring range for each element:  5 (Excellent) – 3 (Adequate) - 1 (Weak)

	Element
	Characteristics of a good FOM
	Score

	1.  Content
	· Clearly states purpose of memo and purpose of visit

· Provides appropriate context 

· Reflects careful observation 

· Develops focused discussion of a small number of points

· Includes specific details 

· Is concise and contains no irrelevant information

· Is factually accurate 

· Exhibits thoughtful reflection 
	

	2.  Organization
	· Follows required sequencing of information 

· Provides logical flow of information within paragraphs and between paragraphs 

· Maintains the focus of each section 
	

	3.  Vocabulary & Grammar
	· Uses effective sentence structure to convey meaning 

· Uses standard written English 

· Uses accurate and precise words

· Uses active voice + names or pronouns effectively
	

	4.  Mechanics – Formatting, Spelling, Punctuation, Capitalization
	· Follows the formatting requirements 

· Uses standard written English conventions for spelling, punctuation, and capitalization  

· Contains no errors that distract from reading

· Contains very few, if any, proofing errors
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