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Introduction 

The artifact chosen to be evaluated during my Instructional Design and Technology 

(IDT) Master’s project course, Composing Professional Emails, is an interactive learning object 

(LO) designed for English Language learners, particularly incoming international students, to 

harness academic writing skills in email setting prior to or during their first semester’s study in 

the U.S.. The LO: Composing Professional Emails was the final learning product I designed and 

developed in the IDT 7120 course: Tools for Online Learning Creation and Assessment. This 

course addresses the theory behind online learning object design and creation of online 

assessments, learning object implementation, and the requisite knowledge to create effective 

online learning experience. (Breen, 2019)  After exploring various types of learning object and 

assessment creation tools including lecture-capture tools, e-learning authoring programs, and 

open source software, I have adopted a variety of tools from using google drawings for the initial 

action mapping (Liu, 2019), Twine for the low-fidelity prototype (Liu, 2019), PowerPoint for the 

high-fidelity prototype (Liu, 2019) and Storyline 2 and 3 for the next iterations of product 

development (Liu, 2020).  

This lesson features interactivity and scenario-based learning through modeling, quizzing 

and practicing, featuring Gagne’s information processing theory and “Nine Events of Learning,” 

as he stated in The Conditions of Learning (Gagne, 1965). Gagne believed the nine key events 

need to be planned and implemented into a complete learning experience to best achieve 

learning: gain attention, inform learners of objectives, stimulate recall of prior learning, present 

the content, provide learning guidance, elicit performance, provide feedback, assess performance 

and enhance retention and transfer to the job. (Kruse, 2009, p. 1) As a case-based scenario 

learning object, learners are guided to interact with a character named Lynn in the first section of 

the training. They analyze Lynn's needs to draft an email and make choices while composing the 
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email. Throughout these interactive questions and scenarios, learners get introduced to five major 

components of professional emails (Subject line, Greeting, Main body, Closing and Signature). 

The second section of the learning object is designed as a knowledge check where learners will 

be given choices of four scenarios to compose emails and compare their written emails with an 

example to perform self-check. The final revision of the artifact will be published to my portfolio 

artifacts page at Puruiliu.com [On or before 03/29/2020]. 

Needs Finding 

 Stephen, Howser and Cowen’s (2009) study on email demonstrated that students who 

compose email which their professors see as overly casual are more likely to receive a negative 

response from their professors in regard to the specific request of their email, as well as 

negatively damaging their long-term relationship, which could have led to mentoring and 

recommendation letters. (p.3-18) International students who identify as English Language 

Learners will be at a disadvantage when communicating with their peers, professors, and job 

recruiters while on campus.  

Target Audience 

The target audience for the learning object is primarily the enrolling international student 

who identifies the needs with language, academic and cultural barriers on campus. Ideally, a 

series of trainings would be developed and provided through the international student office. 

Similar to this professional email composing lesson, other topics would be included, such as 

academic participation, research presentation, class registration, campus activity, housing & 

transportation, etc. For the specific topic taught in this lesson, it can also be considered as a 

supplementary writing resource at the university writing lab or a university-required English 

course for international students. Because the scenarios in modeling and practice of this lesson 

are closely related to international students, the target audience will not be generalized to the 
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entire upcoming students. However, knowledge and skills used in this course series could be 

beneficial for any students who are adapting themselves to the college environment.  

Learning Performance Goal 

As a case-based scenario lesson, learners will be interacting with a character named Lynn 

in the first section of the training. By the end of this short training course, learners will learn how 

to draft their emails in a professional and concise way. More specifically, learners will learn to 

analyze their needs for communicating through emails and follow the five major components of 

professional emails (subject line, greeting, main body, closing and signature) as well as 

proofreading techniques when composing emails. The practice and assessment will also help 

learners to learn from the feedback and self-reflection after composing emails.  

Instructional Design Models  

Prior to this formative evaluation, I adopted an iterative approach through my initial 

design & development phase of this learning object. Instead of the traditional linear ADDIE 

approach (See Figure 1), I sought for a more agile eLearning Development model, SAM 

(Successive Approximation Model) (See Figure 2), to modify my design with iterative 

prototyping and revisions.  

 

Figure 1. ADDIE’s Waterfall Method 
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Figure 2. Iterative eLearning Development with SAM 

In Allen & Site’s Leaving ADDIE for SAM: An agile model for developing the best 

learning experiences (2012), they critique the ineffective and costly analysis phase in ADDIE. 

Often time, the SMEs and the instructional designers fail to actually involve learners in the 

consideration and falsely believe their analysis of learner prior knowledge, characteristics, 

motivation in learning etc. (p.7) Instead, the proposed SAM model guarantees successful 

learning to be developed through “investigation of the alternatives, tight-timeline project 

managements, budget consideration, multiple delivery resources, labor-saving tools and actively 

keeping stakeholders involved and informed at all stages”. (p.4) Therefore, when planning on 

this LO: Composing Professional Emails, I followed the agile SAM design system from 

analyzing the background to design and develop iterations of prototype to the formative and 

summative evaluation on the alpha, beta and gold product. (See figure 2)  

The SAM model values interactive process and repetitive review and revise process from 

prototyping to updated versions of design (Allen & Sites, 2012, p.172). It also suggests a five-

parameter checklist to evaluate design proof (Allen & Sites, 2012) from navigation, media, 

interaction, content to feedback as appendix I & II indicates. The evaluation stage of SAM 

stretches across at least three iterations, according to Allen & Sites (2012), where in the initial 

evaluation looking at the situation, need and alternative solutions, the next several successive 

cycle of design and development examines the appropriateness and effectiveness of the learning 
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object (p.34) As confidence builds and problems are solved, the instructional designer should 

place more and more focus on development than design.  

Learning Theories 

A learning theory, as defined by Driscoll (2005) “specifies the link between what is 

learned and the conditions under which learning occurs” (p. 352).  The main learning theory 

setting the foundation for this LO design and development of Composing Professional Emails is 

the Cognitive Information Processing (CIP) theory. As an eLearning experience, it is particularly 

important to activate and engage learners in every step of the lesson. In CIP, practical 

implications include providing organized instruction, linking new materials with prior 

knowledge, and recognizing the limits of the sensory register (Mayer, 2003). Specifically, I 

followed Gagne's nine events of learning when planning and outlining the LO. These nine 

events, from gaining attention to informing learners of objectives, stimulate recall of prior 

learning, present the content, provide learning guidance, elicit performance, provide feedback, 

assess performance and enhance retention and transfer to the job (Kruse, 2009, p. 1), will help 

harness professional email writing skills to targeted learners in a motivating and engaging way. 

Another learning theory branched from the cognitive information processing theory is the 

cognitive load theory where short-term and long-term memory are studied in the sensory registry 

system. According to Mayer and Moreno (2003), strategies such as segmenting, weeding, 

signaling, aligning, and synchronizing can significantly reduce cognitive overload depending on 

types of overload identified. When designing the LO, I tried to eliminate any unnecessary 

information that can cause cognitive overload to learners and used the concept of “chunking” and 

“elaboration” through multiple contexts. (Mayer and Moreno, 2003) 
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Data Analysis and Results 

As stated in the evaluation plan, the formative evaluation on LO: Composing 

Professional Emails was divided into three stages of one-to-one or small group evaluation 

sessions with the following three groups of evaluators: three instructional designer peers, two 

subject matter experts, and four targeted end users. Following each stage of evaluation, I planned 

to make immediate revisions and changes in responding to the data collected from the previous 

group and self-analysis from observing interviews. This strategy was recommended in the Dick 

& Carey’s system design for instruction to best test out the revised product. (Dick, Carey & 

Carey, 2015 p.287) By conducting at least three rounds of evaluations, I can also carry the design 

proof from alpha to beta stage before field trial to learners.  

Stage I: One-to-One Interview with Instructional Designers  

The purpose of the peer reviewers usability test is to identify any faulty instructional 

analysis including goal analysis, learning analysis (learning entry skills, learner characteristics, 

etc.), judgement about entry skills of learners in the target population, any inadequate 

information presentation and examples during the learning activities, and all errors regarding the 

words and grammatical aspects. (Dick, Carey & Carey, 2015, p. 302) 

The peer evaluation worksheet includes nine categories of questions to be evaluated. 

Under each category, there are 2-4 measurable and clear-stated sentences describing one aspect 

of the learning object. Both quantitative (5 degree Likert scale rating system, strongly 

disagree=1, strongly agree=5 ) and qualitative results (specific feedback and suggestions for each 

category) were collected. The overall quantitative data came to be surprisingly positive in all 

nine categories of the survey (the mean for all questions are above 3.66/5). Therefore, most of 
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my revision suggestions were coming from qualitative data and during the three one-to-one 

interviews. Below is a list of specific evaluation results from the three instructional designers I 

picked for the first round of the evaluation.  

Figure 3. Navigation results in peer usability evaluation.  

In the first category, I received an average of 4.44 out of 5 from the evaluators and I have 

adopted one suggestion to remove the forward buttons on several slides because it was 

unnecessary and may cause navigation confusion.  

 

 

 

 

 

 

Figure 4. Objective results in peer usability evaluation.  

The learning object scored a mean of 4.5 on the objectives writing. I have revised the 

design based on instructional designer's suggestion to list learner’s objectives at the welcome 

page of the LO. This revision was viewed as an effective change by one of the SMEs in the 

second round.   
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Figure 5. Activity results in peer usability evaluation.  

The activity design of the LO also received a 4.58-point high satisfaction rate. I did 

receive one suggestion to create a different case than Lynn in the interview with an instructional 

designer because it was in my original plan and low-fidelity prototype. However, as for the scope 

of this project, I decided it is not necessary to spend extra 10+ hours adding a new character for 

learners just to have the option to go through the similar content.  

 

Figure 6. Assessment results in peer usability evaluation.  

The assessment of the LO was liked by most of the instructional designers. It was praised 

that I used a simple coding in storyline 3 to allow learners to type in their email assignment then 
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get to send and review their emails with an example on the side. I was recommended by an 

instructional design peer to add more rubric and instruction in the assessment for learners to 

review their emails. This feature will be added in my final revision.  

 

Figure 7. Accessibility results in peer usability evaluation.  

The accessibility of the LO was reviewed by all three instructional designers. Both the 

text scripts and voice narration were liked by those designers. I receive a high overall score in the 

accessibility. However, one instructional designer reminded me to check images alt-text used in 

this LO. I will indicate how I plan to make my LO more accessible in the revision section below. 

 

Figure 8. Interactivity results in peer usability evaluation.  
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All three instructional designers reviewed this LO have indicated that the interactivity of 

this LO is great in terms of getting learners engaged and involved in a scenario. It is encouraged 

to continue using animated figure and a storytelling structure to unwind the learning scenario.  

 

Figure 9. Graphics results in peer usability evaluation.  

The graphics of the LO received a near perfect score among the three instructional 

designers. As I tried to follow the four deign principles (alignment, proximity, contrast and 

repetition) and the cognitive load theory, I have created a streamlined and pleasing visual 

experience for the learner.  

 

Figure 10. Design results in peer usability evaluation.  
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Like the graphics element, the design element of the LO also received a near perfect 

score among the three instructional designers. When making revisions, I will continue maintain 

and/or improve the quality of design. 

 

Figure 11. Communication results in peer usability evaluation.  

The last aspects of the survey focus on the communication (grammar, spelling, logical 

flow, etc). I received notes on look more into typos and some grammar issues during one-to-one 

interview. I will also look at instructions and sentences I used in every slide to make sure it 

clearly communicates the purpose.   

Stage II: One-to-One Interview Subject Matter Experts (SMEs) 

Due to scheduling reasons, I was only able to conduct very short exchange on the content 

of the LO with the SMEs. Both the SME were selected from the University of Cincinnati 

Academic Writing Center (AWC). One SME had particular teaching experience to ESL&ELL 

students and covered topic on professional communications such as email writing. The chart 

below (See Figure 12) shows the worksheet result I received from these two SMEs. All statement 
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regarding the LO received a 4 or above on this 5-point Likert chart system. Not many specific 

suggestions were provided at this point before I proceed to field study with learners.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12. Results from SME worksheet 
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Stage III: Field Study with End Users  

The field study results came from two sets of data. The selected five learners were first 

given a google survey link  to complete a 15 question pre-test. Once the pre-test results were 

received, I emailed the LO link I generated from tempshare.com to share the course to learners 

with instructions on how to complete the LO as well as a survey link to complete after they 

complete the course.  

Below is the data collected form the pre-test survey. The data shows that the selected 

learners are slightly less likely to feel more comfortable communicating through text than emails. 

I have viewed this data as insignificance because of the small sample size. The number of 

students reporting to be nervous when writing emails to their professor is also lower than my 

expectation.  Only one student agreed on this statement. However, when asked about more 

specific questions regarding professional emails, such as subject line, greetings, main body, 

closing and signatures, students are more likely to be less confident. Lastly, I surveyed on 

learners’ attitudes towards this workshop course and received positive response for more similar 

trainings and workshops in place for the international student population. 
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Figure13. Field study pre-test results 

The next charts indicate student’s satisfaction of the course after taking the LO on their 

own. Overall, this LO had great results among the five selected learners. (See figure 14) More 

than half of the learners said strongly agree on all of the questions regarding the course quality. 

One outlier came from one student who left all “neutral” response to all questions. In the five 

open-ended questions, students all indicated that the LO is effective and helpful for them to write 

more professional emails in the future.  
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EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    20 

 



EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    21 

 



EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    22 



EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    23 

 

Figure 14. Post-LO Satisfaction Survey 
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Recommendations 

Based on the data collected in three-stage formative evaluation from peer instructional 

designers, SMEs and end users, I have listed my revision plan for the final product as well as 

revisions I have made during the evaluation on the following aspects: 

1) Learning objectives. To better convey learning objectives to the target learners, I have 

added the learning objectives at the welcome section of the LO by displaying learning goals in a 

learner-centric language. This was a suggestion I received from an instructional designer. The 

emphasis on presenting learning objectives was also listed in the evaluation worksheet to assess 

our learning object. 

Besides the three learning objectives that focus on building learner confidence and 

knowledge in components of professional emails, I am also planning to add proofreading skills 

and self-evaluation skills as a learning objectives so that learners can evaluate if they've achieved 

their goal in composing professional emails or not after completing this learning object. It could 

be that they are able to draft emails to articulate their goals, identify information needed to be 

included or not, etc. 

2)Accessibility. I have added the script from the "lightbox" slide to the notes panel so 

learners can read the direction in script. Another accessibility consideration brought by a 

instructional designer peer is to ensure that all images that include text have detailed alt text. 

3) Content. As one user pointed out, the instructions on assessment can be ‘confusing’ 

and learners might fail to write the email in the designated area and submit to see their 

comparison. To ease up this design, I am planning to provide more detailed and clear instructions 

on how to write emails in the final assessment. I also plan to add these instructions in audio and 
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note panel. Another visual aid I will pair with the instruction is a red arrow to the ‘send' button 

on the slide. 

4) Feedback & Enhance Retention. As I examine all Gagne’s nine events of learning, I 

realize the initial design proof’s lack of personalized feedback and didn’t lead learners to more 

resources and further learning. Therefore, I have added a resource link at the end of the LO. I 

decided to provide learners with the option of more information available online. They could 

also save the information for future reference when writing emails because it takes time and 

practice to improve writing skills. 

4) Navigation and User Interface Design. I received mostly positive feedback on the flow 

of this learning object and the clean and simple UI design. However, I would fix the excessive 

buttons on the course page and maybe add more correlating posture and animation to the 

characters to improve the UI design.  

Reflections 

 I am thankful for the opportunity to extend my learning object design in this Master’s 

project course and conduct systematic evaluation and make revisions. As an artifact created 

initially in Fall 2019 IDT 7120 Tools for Online Learning and Assessment course, I only had 

limited opportunities to conduct self and peer evaluation during several prototypes of the design 

and receive instructor’s feedback on my design proof. It is extremely valuable for me to practice 

formative evaluation design by drafting the evaluation plan and ensuring a research-based 

approach in the design process.  

 Since I have followed the Successive Approximation Model from day one of this project, 

I was actually able to constantly reflect on my design and make revisions based on such 

reflections. It was no surprise that most of the evaluation participants, including instructional 
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designers, subject matter experts and targeted end-users, have provided relatively positive 

responses. This positive feedback has reassured me the importance of constant reflection and 

modification before rolling out the gold product. As an instructional designer with quite less 

experience in the field, I am determined even more by this iterative agile design model.  

I am particularly satisfied with the results indicating the learners are highly motivated and 

engaged during my lesson and responded highly on the interactive design feature. Being learner-

centric has always been my number one design principle. However, I did realize that as an 

international student and ESL learner myself, I understand the learner characteristics and needs 

with professional email writing more easily. I can’t say if the same successful learner analysis 

will take place again if my targeted audience are people who I don’t identify with or have 

minimum contact with. How to conduct effective and accurate needs and learner analysis 

become the big challenge for my future instructional design projects.  

 Overall, I am pretty surprised by a lot of refreshing perspectives from my evaluators. For 

example, one of the SMEs pointed out that it is important to teach the learners to be informed on 

their email writings, that means, “they should receive rubric and guidance about how to self-

evaluate their emails and convinced to proofread their emails with this guidance every time they 

write to achieve quality achievement”. This great suggestion leads me to the conclusion to be 

more closely engaged with the SMEs in early stages of the design especially when designing 

instructions in an unfamiliar field for the instructional designer.  

 Lastly, I couldn't ignore the fact that being a great technical writer is key to a successful 

instructional design. When reviewing my script and instruction in this LO, I have received 

multiple suggestions for typos and grammatical errors as well as unclear sentences. It is 
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necessary for me to keep improving my writing skills and always go through multiple rounds of 

proofreading to eliminate any possible errors.  

 

Appendix I  

Design Proof Evaluation Checklist for e-Learning Projects 

Navigation ☐  Is the navigation compliant with the organization’s standards or 
consistent with other applications in use? 
☐  Are the navigational elements recognizable and understandable? 
☐  Are universally accepted conventions being used where appropriate? 
☐  Does the menu effectively convey the course structure and content? 
☐  Does the navigation provide access to required parts of the course 
with appropriate effort? 
☐  If there are course resources, can the learner access them from 
everywhere they might be useful? 
☐  Is it always clear to learners where they are within the application, 
how much they’ve learned, and how much remains? 
☐  Can learners browse to look ahead or to review previous 
interactions? 
☐  Are quit and resume functions working properly and available 
everywhere they should be? 
☐  Are NEXT and BACK buttons working properly and available 
everywhere they should be? 
☐  Are there “dead-ends”? (If so, make a note and describe them on a 
separate sheet.) 
☐  Are any helpful navigational functions missing? (If so, make a note 
and describe them on a separate sheet.) 
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Media 

☐  Are the representational media appealing and of appropriate quality? 
☐  Are the representational media appropriate for this content and 
audience? 
☐  Are media consistent with the organization’s image and branding? 
☐  Are media in compliance with the organization’s style guide and 
media standards? 
☐  Are sound effects helpful, consistent, and appropriate? 
☐  Are any media not being displayed or presenting too slowly? 
☐  Are media synchronized with each other on playback? 
☐  Are media elements, including text, externalized for simplified 
maintenance or localization? 
☐  Is display space allowed for future language translation and cultural 
adaptation? 

  
  
  
  

Interaction 

 ☐  Is it always clear what options the learner has? 
☐  Do learners know what they are supposed to do and how to respond? 
☐  Do the interactions work properly and respond promptly? 
☐  Are the interactions relevant? 
☐  Are the interactions engaging? 
☐  Can users detect and correct their own errors before they are judged? 
☐  Are the learning activities meaningful? 
☐  Are the learning activities appropriately challenging? 
☐  Are the learning activities memorable? 
☐  Are the learning activities motivational? 
☐  How does interacting with the course make learners feel? (Are the 
emotional reactions appropriate and helpful?) 

  
  

Content 

☐  Does the content address targeted behaviors effectively? 
☐  Are scenarios relevant and appropriate to learners and the learning 
objectives? 
☐  Is content worded correctly and readable at an appropriate level? 
☐  Are there content elements that need to be added or removed? (If so, 
make a note and describe them on a separate sheet.) 

  
  
  

Feedback 

☐  Is the feedback complete and clear? 
☐  Does the feedback make learners think? 
☐  Does the feedback reflect the consequences of learner actions and 
decisions before expressing judgments? 
☐  Does the feedback provide additional resources for help or 
exploration? 
☐  Does feedback reinforce a change in behavior? 
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☐  If feedback is delayed, is it presented at the most effective time? 

 

Appendix II 

Project Milestones & Deliverables schedule 

Deliverable Description Process to Create Date for Delivery 
for Approval 

1. Project Management 
Plan 

Summarizes the project as 
initially understood. 
Establishes the framework for 
managing project. 

Prepare draft for discussion. 
Obtain approval. 

  
date 

2. Statement of 
Business Need 

Summarizes problems and 
opportunities addressed by this 
project from perspective of 
represented stakeholder 
organizations. 

Interview SMEs during 
analysis meetings. 
Prepare draft statement for 
review and comment.Submit 
for approval. 

  
  
date 

3. Delivery Platform Defines hardware and software 
characteristics of delivery 
workstations and networks. 
Defines testing procedures to 
assure eLT SPC operates 
without error and with 
adequate performance for 
defined platform(s). 

Interview for general 
parameters, benefits and 
trade-offs. 
Conduct internal research and 
establish minimum platform. 
Prepare draft statement for 
review. 
Refine and submit for 
approval. 

  
  
  
date 

4. Learning 
Environment 

Describes processes by which 
end users are invited/assigned 
to enroll in eLT CBT and 
outlines likely conditions in 
which eLT CBT may be used. 

Interview SMEs during 
analysis meetings. 
Prepare draft statement for 
review and comment. 
Submit for approval. 

  
  
date 

5. 
Assessment/Tracking 
Plan 

Defines the role of testing / 
learner assessment. Defines 
data to be tracked and 
procedures for data collection 
and analysis. 

Interview HR. 
Prepare draft statement for 
review and comment.Submit 
for approval. 

  
  
date 
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6. Audience 
Characteristics 

Defines audience(s) by job 
function. 
For each audience, identifies 
demographic characteristics / 
motivational factors that may 
constrain or guide design. 
Also identifies assumed 
prerequisite knowledge and 
skills. 

Interview HR, project 
sponsor, and managers. 
Prepare draft statement for 
review and comment. 
Submit for approval. 

  
  
  
date 

7. Target Performance 
Outcomes 

For each audience, defines 
target performance outcomes 
and related learning objectives 
in measurable terms. 

Interview HR, project 
sponsor, and managers. 
Prepare draft statement for 
review and comment. 
Submit for approval. 

  
  
date 

8. Skills 
Hierarchy/Content 
Scope 

For each audience, determines 
range and depth of content 
coverage and skills to be 
taught. 

Interview HR, performance 
managers, and SMEs. 
Prepare draft statement for 
review and comment. 
Submit for approval. 

  
  
date 

9. Objectives x 
Treatments Matrix 

Shows how learning activities 
and objectives are related (i.e., 
which learning activities 
address specific objectives). 

Prepare draft statement for 
review and comment. 
Submit for approval. 

  
date 

10. Content 
Preparation Plan 

Defines style and usage 
guidelines for text including 
approved technical 
terminology 
Defines file formats and other 
technical standards for images, 
audio, video, animation, 
drawings, illustrations, etc. 
Establishes structures and 
formats for instructional 
narrative scripts, video scripts, 
etc. as used in specific 
interaction formats. 
Establishes guidelines for 
preparing case studies and 
scenarios, test questions, 
simulation exercises, etc. 
Describes procedures for 
content preparation, editing, 
and approvals. 

Collect sources of text style 
and usage guidelines and 
approved technical 
terminology. 
Identify standards for media 
and procedures for working 
with video supplier. 
Determine formats for 
preparing scenarios, case 
studies, etc. to assure ease of 
review by internal SMEs. 
Prepare draft statement for 
review and comment. 
Submit for approval. 

  
  
  
  
  
  
  
date 
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Appendix III 
Learning Object Peer Review Worksheet Results [Instructional Designer] 

Navigation Mean (SD=1 
SA=5) 

1. Learners have a clear sense of how to navigate the learning object. 4.66 

2. Navigation is consistent. 4.33 

3. Where appropriate, learners have the freedom to choose their own path. 4.33 

Feedback for Navigation improvement: 
“The navigation works logically and easy to get hands on” 
“Did not spot any navigation flaws or error, good Job!” 
“Consider removing the forward buttons on storyline” 

Objectives SA 

4. The learning object has objectives/outcomes that are measurable. 
 

4.66 

5. The learning object has objectives/outcomes that are clearly stated. 3.33 

Feedback for Objectives improvement: 

“Add evaluation emails as part of the learning objectives since you ask the learners to evaluate 
their writings” 
“Mention the learning objectives to learners somewhere in the beginning of the LO” 
“You need to present learners the learning objectives so that they get a clear understanding of 
the learning object.” 

Activity SA 

6. The learning object activities align with learning objectives. 4 

7. The learning object activities are appropriate for learners. 4.66 

8. The learning object activities provide opportunities to apply new 
knowledge to real world situations. 

5 

9. The learning object activities give learners low-stakes opportunities to 
practice what they will do in the assessment. 

4.66 

Feedback for Activities improvement: 
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“I like the interactivity of the design. The feedback for false answers is great! Very interesting 
and engaging” 
“Nicely designed practice with the scenarios” 
“If you do have the time for another modeling, consider adding a different case study to 
learners (Add options)” 
 

Assessment(s) SA 

10. Learning object assessment(s) aligns with learning objectives.  4 

11. Learning object assessment(s) asks learners to demonstrate mastery. 4.33 

12. Clear directions for assessment(s) are provided. 3.66 

Feedback for Assessment(s) improvement: 

“I liked the ability to write emails in the assessment but I was a little confused at first. The 
instruction can be clearer” 

“Great assessment! I liked how learners get to actually write and compare their emails. It would 
also be great to provide more feedback to their emails and guidance for how to grade/evaluate 
their emails instead of just the sample email”“The review before the assessment is great, 
consider adding more choices and rubric to the email” 

Accessibility SA 

13. Learning object uses a clear format for text 4.66 

14. Learning object uses clear pictures and graphics  4.66 

15. Learning object uses an accessible layout and design (colors)  4.33 

16. Learning object content is close-captioned or text equivalent  5 

Feedback for Accessibility improvement: 

“The script is a great accessibility feature together with the voice over. It’s appropriate for your 
target learners” 

“I liked you provided the voice over on all storytelling in the scenarios. Some students may prefer 
reading the text. So it’s great to have the script as well” 
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“You did a great job on voice over. Don’t forget to update the alt-text of all images you 
used. ” 

 Interactivity SA 

17. The learning object requires the learner to interact with the content in a 
meaningful way. 

4.5 

18. The learning object requires the learner to interact with the content in a 
way that is likely to result in the learner meeting the objectives.  

4.66 

Feedback for Interactivity improvement: 

“Great interactivity! See comments above” 
“The learning object is interactive and asks learners to not just sit and watch but actually engage 
in selections and writings. Well designed” 
“Great job on interactivity. The animated figure really helped with the design”  

Graphics (images, charts, illustrations) SA 

19. Graphics are engaging.  4.66 

20. Graphics are relevant.  5 

21. Graphics complement the learning object content. 5 

Feedback for Graphics improvement: 

“Very streamlined and clean design. All buttons and images look really pleasing” 

“Nice visual design. You used great image and visual design elements.” 

“Good visuals” 

Design (Colors, fonts, layout) SA 

22. The design (colors, fonts, layout) of the learning object appears 
professional. 

4.66 

23. The design (colors, fonts, layout) of the learning object is consistent. 4.66 

24. The design (colors, fonts, layout) of the learning object is well suited to 
its content. 

5 

Feedback for Design (colors, fonts, layout) improvement: 
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“Design features are great in this learning object. Very appealing” 

“Good visual design” 

“The visual elements used in this learning object are professional and educational. There’s no 
extraneous distractions in your pages” 

Communication SA 

25. Grammar and spelling are flawless. 3.66 

26. The flow provides a logical pathway of ideas. 4.33 

27. The style is consistent and engaging throughout. 4.33 

Feedback for Communication improvement: 

“Minor grammatical errors as we discussed” 

“Some of the communication might sound confusing” 

“Check for typos and grammatical errors. There were a few change (chage)” 
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Appendix IV 

Subject Matter Experts (SMEs) Evaluation Worksheet [Academic Writing Center] 
 

Name of Subject Matter Expert:___________________________ 

Directions: Please review the learning object on writing professional emails from the subject 

matter perspectives. Under each heading, you are presented with a prompt and a list of 

the following responses Strongly Agree (SA), Agree (A), Disagree (D), Strongly Disagree 

(SD), and Not Applicable (NA). Select the degree to which you agree or disagree for each 

prompt by typing an “X” under your selection. 

Questions SA A D SD NA 

1. The learning objective is presented clearly and concisely.      

2. The Learning object (LO) is engaging.      

3. The LO’s content helps achieve the learning objective.      

4. The example exercises are relevant to the learning 
objective. 

     

5. The learning object is free from typos, misspelled words or 
grammatical errors. 

     

6. The learning object is easy to navigate.      

7. The content is arranged in a clear and logical way.      

8. The quality of the overall visual design was pleasing.      

9. The quality of the audio was good.      

10. All of the buttons and links worked properly.      

11. The lesson engages students in critical and abstract 
thinking. 

     

12. The design is clear and consistent with appropriate 
directions. 

     

13. The timing and pace of the course is appropriate.      

14. The content follows the objectives.      
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15. Rate your overall impression with the course.      

Open-ended Questions 

1. After reviewing the Composing professional Email Learning Object (LO), what are your 

overall thoughts?   

 

 

 

2. What improvements could be made to help the learner achieve the content of the course? 

 

 

 

3. Did you encounter any technical problems in the course?  If so, what were the problems? 

 

 

 

4. Please list any additional feedback you would like to provide.  

 

 

 

Adapted from Pappas (2013), Legault (2018), and Laskaris (2015)  
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Appendix V 

End-User Pre-Survey Questionnaires [Target Learners] 
Name:___________________________ 

Directions: As an international student, how are you feeling about composing professional 

emails with you professors, classmates, departments staff, or in a work environment? 

Share your experience by responding Strongly Agree (SA), Agree (A), Disagree (D), 

Strongly Disagree (SD), and Not Applicable (NA) to each statement below. Select the 

degree to which you agree or disagree for each prompt by typing an “X” under your 

selection. 

Questions SA A D SD NA 

1. I feel more comfortable communicating through text than 
email.  

     

2. I get nervous when I have to email my professor.      

3. I don’t know what is a subject line and what to put as 
subject line. 

     

4. I don’t know the best way to greet and address the person I 
am writing to. 

     

5. I have missed opportunities because of not responding to 
others' emails. 

     

6. I am confused by greetings and closing greetings 
sometimes. 

     

7. I am afraid my email is too long /short      

8. I was told that I am not polite enough when writing emails.      

9. I want to learn useful tips about writing professional 
emails. 

     

10. I think writing professional emails is important in my 
university.   

     

11. I always proofread my emails before sending.      
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12. I don’t know how to write a professional signature in my 
email 

     

13. I need a writing coach to give feedback on my writings.       

14. I think there should be more international student 
workshops on campus. 

     

Open-ended question: What do you wish to learn from composing professional email 

courses?  
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Appendix VI 

 
End-User Satisfaction Questionnaires [Target Learners] 

 
Name:___________________________ 

Directions: Upon completing the learning object on writing professional emails, you will be 

reflecting on how you enjoyed learning this content. Under each heading, you are 

presented with a prompt and a list of the following responses Strongly Agree (SA), Agree 

(A), Disagree (D), Strongly Disagree (SD), and Not Applicable (NA). Select the degree to 

which you agree or disagree for each prompt by typing an “X” under your selection. 

Questions SA A D SD NA 

1. The learning objective is presented clearly and concisely.      

2. The Learning object (LO) is engaging.      

3. The LO’s content helps me achieve the learning objective.      

4. The example exercises are relevant to the learning 
objective. 

     

5. The learning object is easy to navigate.      

6. The content is arranged in a clear and logical way.      

7. The quality of the overall visual design was pleasing.      

8. The quality of the audio was good.      

9. All of the buttons and links worked properly.      

10. The timing and pace of the course is appropriate.      

11. The learning materials are relevant to my experience.      

12. I am confident about writing professional emails to my 
professors. 

     

13. I am confident about writing professional emails in a 
work environment.  

     

14. I will refer to this training resources when I have 
difficulty writing a professional email. 
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15. I think this course will be beneficial for other 
international students as well.  

     

Open-ended Questions 

1. After learning the Composing professional Email Learning Object (LO), what are your 

overall thoughts?   

 

 

 

2. What do you like about this learning experience? 

 

 

2. What are your suggestions for improvements to this learning object? 

 

 

3. Did you encounter any technical problems in the course?  If so, what were the problems? 

 

 

4. Please list any additional feedback you would like to provide.  

 

 

5. What other types of training/ support do you wish to receive as an international student?  
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EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    42 

 

References 

Allen, M., & Sites, R. (2012). Leaving ADDIE for SAM: An agile model for developing the 

best learning experiences. American Society for Training and Development. 

Baehr, M. (2004). Evaluation Methodology [PDF] (pp. 1-4). Pacific Crest. Retrieved from 

https://www.webpages.uidaho.edu/ele/scholars/practices/Evaluating_Projects/Resources/ 

Evaluation%20Methodology.pdf 

Branch, R. M. (2009). Instructional Design: The ADDIE Approach. New York: Springer. 

Dick, W., Carey, L., & Carey, J.O., (2015), The Systematic Design of Instruction (8th edition),  

New York, NY. Pearsons 

Kruse, K. (2009). Gagne's nine events of instruction: An introduction. 10. Retrieved from: 

https://psu.pb.unizin.org/app/uploads/sites/88/2018/06/Gagne-Nine-Events-of-Instructoin.pdf  

Laskaris. J. (2015). Post-Course Evaluation Checklist for eLearning Developers. Retrieved 

from       https://www.efrontlearning.com/blog/2015/07/15-point-post-course-evaluation-

checklist-for-elearning-developers..html 

Mayer, R. A. (2003). Elements of a science of e-learning. Journal of Educational Computing 

Research, 29(3), 297-313. Library Portal 

Access.https://www.vista.ubc.ca/webct/urw/lc5116011.tp0/cobaltMainFrame.dowebct 

Taherdoost, H. (2016). Sampling Methods in Research Methodology; How to Choose a 

Sampling Technique for Research. SSRN Electronic Journal, Vol. 5(No. 2), 18-27. doi: 

10.2139/ssrn.3205035 

  



EVALUATION REPORT - COMPOSING PROFESSIONAL EMAIL    43 

Revision Notes 
 
 Based on the peer feedback, Dr.Seo’s specific comments and the evaluation plan rubric, I 

made the following revision changes to the paper: 

Generally, the majority of my peer reviewers’ feedback focuses on the English grammar 

as well as correct APA formatting. I have carefully reviewed the writing of my evaluation plan 

and accepted most of the suggestions/ change the phrasing of the sentences in paragraphs. The 

main issue of my writing is the inconsistency in punctuation, headings and subheadings, italics 

and capitalization for titles. I also had a few sentences that are considered repetitive or run-on. 

Therefore, I chopped off a great amount of unnecessary filler words and broke long sentences 

into shorter and more concise sentences that are easier for understanding.  

Per the recommendation of Dr. Seo, I added more supporting literature to the evaluation 

methodology section to present stronger arguments for the evaluation decisions. I took a more 

careful review of the evaluation plan rubric and targeted specifically on the replicability of the 

evaluation plan. I added a more step-by-step procedure in the evaluation instruments section. I 

changed the tone of describing the evaluation in general to a more accurate and more specific 

way.  

Another important revision I made is the transitioning between paragraphs. As Dr. Seo 

suggested, I rethink the purpose of my evaluation which is to spot and usability and design flaws 

to the targeted use to achieve that learning goal. I re-read each paragraph to the make sure they 

all align with the goal of the plan and took way sentences that are not supporting this goal.  

 
 


