Rubric for Email – “C” Paper
Note: Failure to answer the question asked or task required results in an automatic Failing Grade.
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	Purpose
	Identification of Purpose

Clearly answers question asked or task required.
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	Primary & Secondary Purposes Determined
Clarity; Articulation; Positioning.
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	Audience
	Rhetorical Strategy

Purpose is suited to Audience.

Can “reverse-identify” audience by reading finished document.
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	4

	
	Direct/Indirect

Uses correct strategy for document style.
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	Information
	Opening

Meets criteria of document style.
	14, 18
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	Closing

Meets criteria of document style.
	14
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	Clear Supporting Details

Clear; Concise; Easy to understand.
	31, 32
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	Sufficient Supporting Details

Adequate; All necessary ones present; References or Citations if required.
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	Analysis

Reflects strong understanding of Purpose & Audience.
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	Benefits
	Sentence Structure Style

Range of Styles & Structures.
	27
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	Transitional Words

Use of transition words; Good choice of; Good employment of.
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	Paragraph Style

Correct structure; Flow (transitions from sentence to sentence).
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	Flow of thought

Cohesive thoughts; Does it flow from beginning to end?; Is there a clear transition of thought throughout document?
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	3.5

	
	Active/Passive Voice

Appropriate use of; Meets purpose requirements.
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	Objections
	Spelling

Canadian (unless otherwise instructed)

Clear spell checker was used.
	1, 4
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	Punctuation

Clear grammar checker was used.
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	Grammar

Control of; Attempt at corrections obvious; Impact of grammar on quality of document.
	1, 3, 4
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	Tone

Word choice; Clarity; Appropriateness.
	14
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	Proofreading

Clear proofreading was employed.
	33-38
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	Context
	Format

Appearance; Font; Spacing; Meets document format criteria.
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	Comments: A good attempt.  The following are serious problems, affecting the overall grade considerably:

1. Conciseness – extreme problem with wordiness; repetition of words is detrimental to the overall reading of the email.

2. Tone – opening line is too casual for the situation; huge problem with negativity & judgment in the middle of the document.
3. Details – too many words make this confusing & overwhelming to read; some areas lack details.
	60.5
/100
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