
Nonsensitive Document Rubric 
 
Document: _________________________ Name: _______________________________________________ Holistic Grade: 1  ______________ 
 

                                                 
1Instructors use rubrics to rate specific aspects of communication behavior. While such ratings will reflect the instructor’s holistic judgment, they cannot be summed to determine your overall performance quality because a 
single behavior can result in negative attention (e.g., misspelling your reader’s name on a memo is likely to result in a judgment that a document is not mailable as is—regardless of how marvelous the content and 
organization of the memo is). Instead, these rubric ratings tell you about your strengths and weaknesses so that you can work to improve areas of weakness and be more likely to receive positive attention from workplace 
audiences in the future. These specific strengths and weaknesses rather than the holistic judgment of your performance should be the focus of any discussion you have with your instructor about your performance. 

             Lack of Audience Focus -------------------------- Clear Audience Focus

Not Mailable (NM)                          Mailable (M)                         Proud to Mail (PM)

Your 
Rating 

For Future Improvement 

Review 
Content in 

RPW 
Other Suggestions 

Purpose & 
Content 

Purpose not clear or 
inappropriate. Information 
inadequate or inaccurate. Not 
memorable. 

Information is accurate and 
understandable. Sometimes 
relevant and appropriate to 
audience.  

Information is clearly relevant to 
audience.  Excellent details. 
Memorable. 

 

Ch. 1 
Ch. 2 
Ch. 3 
Ch. 4 

 

Organization 

Inefficient. Bottom line hard to 
find. Logical connections 
unclear. Inadequate chunking of 
information. 

Bottom line of document 
appears in first few sentences. 
Some appropriate chunking of 
information. Bottom line of 
sections or paragraphs not 
always clear. 

Efficient. Bottom line for 
document and for individual 
sections or paragraphs easy to 
find. Small chunks of information 
with clear logical connections. 

 

Ch. 6 
Ch. 7 
Ch. 8 
Ch. 9 

 

Verbal 
Expression 

Academic, impersonal (e.g., lots 
of passive and hedges, long & 
complex sentences, no names or 
personal pronouns) or 
unprofessional (e.g., lots of slang 
or sloppiness). 

Limited passive, hedges, 
long/complex sentences, etc.  

Business, conversational, powerful
(e.g., short sentences, imperatives, 
active voice, names, personal 
pronouns, contractions, and 
hedges only sensitive 
information). 

 

Ch. 11 
Ch. 12 
Ch. 13 
Ch. 14 
Ch. 15 

 

Visual 
Impression 

Unattractive, unprofessional. 
Inadequate layout, white space or 
font choices for information. 
Visual aids are unclear or not 
integrated into document. 

Adequate. Some good use of 
layout, white space, etc. Visual 
aids are relevant to content.  

Attractive, professional. Layout, 
white space and font choices 
greatly enhance purpose and 
content of document. Visual aids 
integrated into document with 
labels and captions.  

 
Ch. 5 
Ch. 10 

 

      

Mechanics 
(negative 
effect only) 

Run-on sentences, comma 
splices, subject-verb 
disagreement, typos/misspellings 
undermine authority of writer. 
No page numbers. Doesn’t 
follow directions. 

None of the items listed at left.    

Ch.16 
Ch.17 
Ch.18  
Ch.19 
Ch.20 

 


