COMM334: Business and Professional Communication 
TRWLB RUBRIC

Name of student: 
Total Grade:   /20

	OUTLINE (5)
	SUMMARY (5) 
	THANK YOU LETTER (5)
	EVALUATION (5)

	___  Introduction, body, conclusion are included
	___ Includes clear label headers for respective sections 
	___ Letter is written formally and uses salutation language that is appropriate
	___ Evaluation includes comments from interviewee

	___ Indicates type of interview structure (moderately structured, structured, unstructured)
	___ Includes summary of interview in opening paragraph
	___ Letter is specific and indicates mindful listening during interview
	___ Evaluation includes mostly 4’s and 5’s

	___ Introduction includes rapport building language, orientation of time, and opportunity for dialogue before starting
	___Includes at least three areas of focus, e.g. “background, education, duties…”
	___ Letter has formal closing
	___ Comments demonstrate enthusiasm from interviewee and are favorable towards student interviewer

	___ Body questions indicates type of questions (primary/secondary, open/closed/bipolar)
	___ Includes reflective self-analysis, self-analysis indicates strengths and areas for improvement
	___ Letter includes pleasantries in the conclusion
	___ Evaluation is credible with signature or equivalent

	___ Conclusion includes pleasantries and follow-up opportunity 
	___ Meets length requirements of 2-3 pages (double-spaced)
	___ Letter shows evidence of receiver’s receipt (snapshot of email that indicates “sent,” or, a stamped envelope if mailed)
	___ Evaluation is included/submitted in TRWLB packet as instructed 





Comments: 



