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University of Northern Iowa College of Business Administration 

Assessment Rubric for Professional Writing 
(revised Sping 2014) 

Dimension Does Not Meet Requirements  Developing  Ready!  Professional  

Focus of 

Work/Document 

- A central idea is not stated and not 

discernibly implied. 

- Content is irrelevant to the stated or 

implied central idea. 

- Multiple topics or points are 

covered that do not converge into a 

single central idea. 

- A central idea is implied but not 

explicitly stated.  

- Some content is extraneous or 

contradictory to the central idea.  

- Relevance of some content is not 

demonstrated. 

- A central idea is clearly identified. 

 

- All content provided advances the 

central idea. 

- The paper proposes a clear, 

arguable and supportable central 

idea. 

- The content provided is 

consistently relevant and 

persuasive of the central idea. 

 

Organization of 

Document 

- Content presented in a disconnected 

manner without regard to reader’s 

needs or task 

 

 

 

- Lacks a meaningful introduction  

 

 

- Lacks a meaningful conclusion 

 

- Transitions or internal previews and 

summaries are not provided. 

- Topic sequencing is random, 

redundant, or irrelevant to the 

structure previewed in the 

introduction. 

- The organizational structure is 

inappropriate for the context and 

does not adequately meet the readers’ 

needs or develop the thesis 

appropriately. 

 

- Introduction does not provide an 

adequate and accurate overview of 

the paper. 

 -The conclusion does not follow 

from organization of document. 

- Transitions are absent or incorrect. 

- Paragraphs do not clearly mark 

units of thought or related content is 

scattered across different sections of 

the document; expected content is 

lacking or unsupported.  

- Organization is generally logical 

and meets readers’ needs  

- Content is appropriately previewed 

as directed or according to implied 

context and material is discussed as 

previewed 

- Introduction is accurate and useful. 

 

 

- Conclusion provides the requested 

results. 

- Transitions are generally effective 

in leading the reader through the 

material. 

 

- Document is a cohesive piece in 

which ideas develop and support 

the thesis. 

- Appropriate and creative 

introduction captures readers’ 

attention and guides them through 

the paper accurately and 

meaningfully. 

 

- Organization of document leads 

naturally to a strong conclusion, 

tying all elements effectively in a 

creative and focused manner. 

- Organization enhances and 

showcases the thesis, drawing the 

reader through the text.  

Content/Paragraph 

Development 

 

 

- Key ideas of the central idea are not 

addressed or ideas not previewed  

 

- Claims are asserted without 

evidence or logic  

- Lack of topic sentences 

- Factual errors, misconceptions, or 

clearly irrelevant material is 

presented. 

-Supporting material is included 

without explanation or appropriate 

citation. 

- Paragraphs lack coherence, 

presenting random collections of 

content. 

- Sentence-to-sentence transitions are 

missing, abrupt, or unmotivated. 

- Selected paragraph content is 

inappropriate or inadequate for the 

task. 

- Claims are inadequate, flawed, or 

unsupported. 

- Topic sentences do not clearly or 

completely describe paragraph 

content.  

- Sources used are questionable 

- Citation format is incorrect for 

document type and/or supporting 

material. 

 

-Topics or claims are supported 

with developed paragraph content.  

 

-Claims are supported with evidence 

and/or consistent, plausible 

reasoning. 

-Paragraphs are individually 

coherent with topic sentence and 

relevant supporting content.  

-Uses appropriate sources. 

-Supporting material is relevant and 

integrated appropriately into the 

text. 

-Citation format is correct for 

document type.  

 

- The topic is developed 

comprehensively; all points from 

previewed content are fully 

supported in developed paragraph 

content. 

- Claims are well-argued and 

supported with convincing 

evidence or reasoning. 

- The paper is concise, with no 

digressions or unneeded content. 

- A smooth flow of thought is built 

with effective transitions between 

paragraphs and sections.  

- Sophisticated use of supporting 

material integrates and highlights 

ideas effectively.  
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Document Design  

- Inappropriate business format is 

used for the context or content. 

 

- Document layout and presentation 

is distracting or dysfunctional. 

 

- Elements required by the format 

(headings, subheadings, bullets etc.) 

are missing. 

 

- Unnecessary and extraneous 

exhibits or document elements are 

included. 

 

- Quotations and works cited are not 

referenced in a manner dictated by 

the format. 

- The document combines different 

types of business formats or 

misapplied elements.  

- The document is marred by sloppy, 

distracting, or inappropriate design 

elements. 

- Format guidelines (headings, sub-

headings) are not worded effectively 

or do not adhere to format guidelines. 

 

- Exhibits are not well-integrated 

with the document content. 

 

 

- Citation formats are incomplete or 

inconsistent with selected format.   

- An appropriate business format is 

used effectively as implied or 

directed. 

- Document design and execution 

are professionally businesslike. 

 

-Format rules are followed such that 

elements serve their intended 

purposes. 

 

- Elements are generally used as 

intended, integrated into the content, 

and serve its purpose. 

 

- Quotations and works cited are 

appropriately referenced. 

- The document demonstrates a 

strategically effective use of the 

selected format. 

- The document design is creative, 

highly professional, and conveys 

credibility.  

- All format elements are used to 

effectively to guide the reader 

toward a conclusion. 

 

-All format elements are well-

integrated into the content and 

effectively used 

 

- Citations are integrated into the 

document elements in a way that 

enhances credibility. 

Language Style 

and Tone  

- The language style is inappropriate 

for the audience or situation. 

 

- Communication of ideas is impeded 

by poor word choice. 

 

- There are many questionable word 

choices with incorrectly used words. 

 

-Inappropriate use of third person 

and no consistent form. 

 

- Wording or tone is impolite, rude, 

or offensive. 

- Language is vague, ambiguous, 

wordy, bureaucratic, or extravagant. 

 

- Unnecessary use of jargon impedes 

the clarity of communication. 

- Tone is inappropriately casual or 

formal. 

- Unnecessary use of prepositions, 

indirect sentence structure, passive 

voice. 

- Inappropriate use of third person or 

inconsistent forms. 

-Emotional tone is inconsistent or 

inappropriate. 

- Vocabulary and writing style used 

are appropriate for the specific 

audience, context, and document 

purpose. 

- Use of jargon and cliché is 

minimal. 

-Tone is appropriately 

formal/casual. 

- The writing uses active voice and 

direct sentence structure to achieve 

a clear, concise style. 

- Direct voice is used. 

-Emotional tone is appropriate to 

audience, context and goal. 

- Word choice is mature, correct, 

and effective, perhaps even 

inventive and creative. 

 

- Words used are specific, precise, 

economical, and accurate in 

meaning.  

-Level of formality is conducive to 

building desired relationships. 

 

 

- Language is effectively used to 

reduce conflict, build relationships, 

or negotiate compliance. 

Written Language 

Mechanics  

- Errors in spelling, punctuation, and 

capitalization impair readability or 

comprehension. 

- Errors in grammar or syntax impair 

comprehension.  

 

 

- Sentence structures are incomplete 

or obscure such that intended 

meaning is not discernible.  

- Contains spelling errors, 

punctuation, or grammar errors. 

 

- Garbled or incorrect syntax creates 

unintended meanings.  

 

 

-Excessively simple or uniform 

sentence structure impairs 

readability. 

- Document is free of spelling, 

capitalization, and punctuation 

errors.   

- Idioms, second language errors, 

and vernacular do not impair clarity 

of communication. 

 

- Sentence structure is functional 

and meaningful. 

- Sentences are effectively 

structured to convey meaning to a 

reader easily and efficiently. 

-The writer employs diverse, 

complex or creative grammatical 

structures convey sophisticated 

meaning.  

-Complex language structures are 

well-controlled with effective 

punctuation. 

 


