 
Individual Memos: Woo!

(adapted from an e-mail by Megan Balboni)

[your division may not operate in exactly this way, 
but an explanation such as this may help people 
understand how to handle individual memos]
 
Steps if I am a ranker...
 
1. I received my opposing league’s memos via g-mail email account by early Saturday afternoon.  

2. I read and rank all memos by Monday 

3. I send my feedback and rankings to each person whose memos I received, by Monday at 2:30 pm (XB class period time) 

4. I send an email of my rankings by 2:30 Monday to Control (megan@whatever.edu and/or joe@whatever.edu) or bring in a hard copy to class for them on Monday. 
CONTROL DOES NOT GET FEEDBACK, ONLY RANKS 

 
 
Steps if I'm only writing an individual memo..
 
1. I write my memo 

2. I email it to my league (either XSUXBDivBLeague1@gmail.com OR  XSUXBDivBLeague2@gmail.com) by Friday at midnight! 

3. On the wednesday following the when my friday memo was due, a spreadsheet will come around, I will check off whether or not I received ranks and feedback from each member of the designated ranking team for that week. 

 
Things to keep in mind:
 
· NO ONE SHOULD BE RANKING THEIR OWN MEMOS. The leagues are set up in such a way that only teams in League 1 will be ranking League 2 memos and vice versa. 

· If you are ranking, when sending feedback to each person, you can chose to attach or copy and paste their actual memo with the included feedback. THIS IS ONLY A SUGGESTION.  

· Feedback and ranks must be sent by class on MONDAY, which means if you are a ranker you have Saturday, Sunday and anytime before class Monday to read, rank, write feedback and email them back out. Also rankings must be sent to Control by Monday class time.  

 
 
***This is not a complicated process. From now on NO errors will occur regarding how this process works! That includes errors from my department as well. This is now an efficient and green way to communicate ranks and feedback. If you have a problem with this system, feel free to contact the Communication Team or the Doing Department Head.
