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Formatting

Pre-filled information, such as team 
name, footer, and table of contents is 
accurate. All aspects of the template 
were filled in, such as the team bios, 
timeline, and abstract. Template was 
adjusted to best suit the team's project 
and information is clearly and logically 
laid out.

Pre-filled information, such as team 
name, footer, and table of contents is 
accurate. All aspects of the template 
were filled in, such as the team bios, 
timeline, and abstract. Template was 
used as-is and some pieces of the project 
could have been included in a clearer 
manner.

Pre-filled information, such as team 
name, footer, and table of contents is 
not accurate. Template was used as-is 
and is incomplete. Instruction page was 
not removed from template. 4

2

Mission Statement & 
Team Charter

Mission Statement includes 1-2 
sentences headlining the topic and 
possibly the team. The statement is 
powerful and impacts the reader's 
perspective as they review the team's 
progression from start to finish. The 
Team Charter is fully completed and has 
been updated as necessary throughout 
the program. It outlines the early team 
objectives, combination of skillsets, and 
roles of each member.

Mission Statement includes 1-2 
sentences headlining the topic and 
possibly the team. The statement is 
adequately engaging for the reader as 
they review the team's progression from 
start to finish. The Team Charter is 
completed but may be out of date.

Mission Statement does not accurately 
portray the topic/team. The statement is 
unengaging. The Team Charter is 
incomplete, or complete but out of date. 
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Weekly Meetings:
Agendas and Minutes

Meetings were held weekly, attendance 
was taken, and the date and time of 
each meeting was recorded. Each 
meeting followed an agenda. All items 
listed on the agenda were either 
addressed during the meeting or 
deferred (with reason) to the next 
meeting. 
Minutes are concise summaries of the 
key points addressed during the 
meeting, the takeaways, and the action 
items. They should be 1-2 pages in 
length and should briefly describe 
failures as well as successes, deviations 
from the plan (and why) so that history 
does not repeat itself.

Meetings were held weekly, attendance 
was taken, and the date and time of 
each meeting was recorded. Each 
meeting followed an agenda. Most items 
listed on the agenda were either 
addressed during the meeting or 
deferred (with reason) to the next 
meeting. 
Minutes are accurate summaries of the 
key points addressed during the 
meeting, the takeaways, and the action 
items. They are not of concise length and 
briefly describe mostly only either 
failures or successes. Deviations from 
the plan (and why) are not fully 
addressed.

Meetings were not held weekly, 
attendance was not taken, or the date 
and time of each meeting was not 
recorded. Meeting agendas were vague 
or nonexistent. Many items listed on the 
agenda were not addressed during the 
meeting or were deferred to the next 
meeting. 
Minutes are incomplete summaries of 
the key points addressed during the 
meeting, and do not include the 
takeaways and the action items. They 
are well over 2 pages in length and do 
not adequately describe failures or 
successes. Deviations from the plan (and 
why) are rarely or never addressed.
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Key Takeaways and 
Team Member 

Sign-Off

Each team member contributes 1-2 
sentences that highlight their key 
takeaways from the REDEVELOP 
Program. All team members reviewed 
the journal and indicated their 
agreement to its contents by signing off, 
just as they would on a Project Report.

Each team member contributes a 
takeaway, but some are longer than 
necessary. All team members reviewed 
the journal and indicated their 
agreement to its contents by signing off.

Some team members did not contribute 
a takeaway. Some team members did 
not review the journal and indicate their 
agreement to its contents by signing off. 
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