The following rubric will be used to evaluate your writing sample. When preparing your document,

please follow the Five C’s of Effective Business Writing. Make your writing: Clear, Concise,

Correct, Courteous, and Comprehensive.

Business Memo Rubric
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Excellent
(25 points)
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Feedback:




Evaluation Criteria

Outstanding: (90-100)

The memo demonstrates superior application of business communication concepts
and principles outlined in the readings and exercises. The assignment does not
contain errors in format, organization, language, spelling, grammar and punctuation.
Above Average: (80-89)

The memo demonstrates above average application of business communication
concepts and principles outlined in the readings and exercises. The assignment has a
few minor errors in format, organization, language, spelling, grammar and
punctuation.

Satisfactory: (70-79)

The memo demonstrates satisfactory application of business communication
concepts and principles outlined in the readings and exercises. The assignment has a
moderate number of errors in format, organization, language, spelling, grammar and
punctuation.

Poor: (1-69)

The memo has an inconsistent application of business communication concepts and
principles outlined in the readings and exercises and/or has frequent and serious
errors in format, organization, language, spelling, grammar and punctuation.
Incomplete: (0)

The memo was not submitted before the due date and/or was not completed
according to the published instructions.



