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 Unacceptable Needs Improvement Competent Exemplary

Description of improvements that
could be made to the routine
business communication and
explanation of your rationale using
examples.

0 (0.00%)
Descriptions of improvements were
brief and missed most of the routine
communication, identified some of
what needs improving (but not all).
No suggested changes offered.

23.25 (15.00%)
Descriptions of improvements
covered some of the routine
communication, identified some of
what needs improving (but not all).
May offer suggested changes, but no
rationale for the changes was
included.

26.35 (17.00%)
Descriptions of improvements
covered most of the routine
communication, identified what
needs improving and offered
suggested changes, most of which
included rationale for those changes.

31 (20.00%)
Descriptions of improvements
covered the entirety of the routine
communication, identified what
needs improving and offered
suggested changes along with
rationale for those changes.

Description of improvements that
could be made to the persuasive
communication and explanation of
your rationale using examples.

0 (0.00%)
Descriptions of improvements were
brief and missed most of the
persuasive communication, identified
some of what improving (but not all).
No suggested changes offered.

23.25 (15.00%)
Descriptions of improvements
covered some of the persuasive
communication, identified some of
what improving (but not all). May
offer suggested changes, but no
rationale for the changes was
included.

26.35 (17.00%)
Descriptions of improvements
covered most of the persuasive
communication, identified what
needs improving and offered
suggested changes, most of which
include rationale for those changes

31 (20.00%)
Descriptions of improvements
covered the entirety of the
persuasive communication, identified
what needs improving and offered
suggested changes along with
rationale for those changes.

Rewritten routine business
communication that incorporates
the improvements described.

0 (0.00%)
Incomplete revision of the routine
communication that incorporated
less than 50% of the stated
suggestions to improve the
communication overall.

29.0625 (18.75%)
Incomplete revision of the routine
communication that incorporated
only 50%–70% of the stated
suggestions to improve the
communication overall.

32.9375 (21.25%)
Full revision of the routine
communication that incorporated at
least 90% of the stated suggestions
to improve the communication
overall.

38.75 (25.00%)
Full revision of the routine
communication that incorporated
each of the stated suggestions to
improve the communication overall.

Rewritten persuasive business
communication that incorporates
the improvements described.

0 (0.00%)
Incomplete revision of the persuasive
communication that incorporated
less than 50% of the stated
suggestions to improve the
communication overall.

29.0625 (18.75%)
Incomplete revision of the persuasive
communication that incorporated
only 50%–70% of the stated
suggestions to improve the
communication overall.

32.9375 (21.25%)
Full revision of the persuasive
communication that incorporated at
least 90% of the stated suggestions
to improve the communication
overall.

38.75 (25.00%)
Full revision of the persuasive
communication that incorporated
each of the stated suggestions to
improve the communication overall.

Write in a professional manner
using proper grammar and
spelling.

0 (0.00%)
More than 6 errors present.

11.625 (7.50%)
5–6 errors present.

13.175 (8.50%)
3–4 errors present.

15.5 (10.00%)
0–2 errors present.
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