
Policy	Memo	Rubric	

 
 Less than 

Adequate 
C B A 

Addressee (the TO: 
line on your memo) 

Not specific as to 
both person and 
organization 
addressed. Or the 
organization 
doesn’t address 
the topic under 
discussion. 

Addressee and 
organization are 
related to the 
subject matter of 
the organization, 
but have limited or 
no ability to 
address the 
specifics in the 
recommendation. 

Addressee and 
organization are 
related to and 
responsible for 
the subject matter 
of the memo, but 
they either aren’t 
the best choice or 
they can carry out 
part, but not all of 
what is 
recommended. 

Addressee is a 
specific person in 
a specific 
organization 
directly 
responsible for 
addressing the 
subject matter of 
the memo and 
able to carry out 
the 
recommendation 
in the memo. 

SUBJECT: The subject line is 
unclear. The 
reader cannot tell 
what the subject 
matter is or what 
to expect in terms 
of a 
recommendation. 

The subject line 
gives the general 
subject, but is 
either much too 
lengthy (extends 
beyond a single 
typewritten line) or 
doesn’t convey 
much beyond the 
general subject. 

The subject line 
gives the topic, 
but is less than 
completely clear 
about the 
direction of the 
memo. 

The subject line is 
clear and succinct. 
It informs the 
reader the issue 
under discussion 
as well as very 
briefly what the 
recommendation 
will be. 

BACKGROUND: The background is 
either not 
provided, is not 
clear as to the 
specific problem 
and the role of the 
organization, or is 
too lengthy. More 
than one 
paragraph means 
that the 
information is not 
brief or it should 
be considered 
analysis. 

The background is 
useful to the 
reader, but it not a 
tight paragraph or 
is missing key 
points about either 
the problem itself 
or the 
organization’s 
role. 

The background 
information is 
useful, and 
generally provides 
the reader with 
the key 
information on the 
problem or the 
organization’s 
role. But either 
there are still 
some big 
questions or the 
paragraph should 
be tighter.  

The background 
provides key 
information so the 
reader knows – 
what is the 
problem we are 
addressing and 
why is this the 
organization that 
should address 
this problem? 
There are still a lot 
of smaller 
questions about 
how we will do it 
that belong in the 
analysis section, 
but these two 
questions are 
addressed fully 
and succinctly. 

ANALYSIS: Does not clearly 
explain the 
problem, the 
solution and the 
relationship 
between the 
solution and the 
problem it 
proposes to 

Gives a general 
explanation of the 
problem and the 
solution, but there 
is some lack of 
clarity as to how 
the solution 
addresses the 
problem. Pros and 

Gives a clear 
statement of both 
problem and 
solution and how 
the solution 
addresses the 
problem. But 
there is either 
some lack of 

A tightly worded 
and clear 
explanation of the 
problem, the 
proposed solution, 
how the solution 
will actually 
address the 
problem and the 



address. Wording 
is not clear and 
concise. 

cons are not fully 
considered. 

preciseness in the 
explanation or 
some missing 
analysis in the 
pros and cons or 
some weakness 
in the wording.  

pros and cons of 
your proposal. 
This is the core of 
yourmemo. 

Language There are issues 
with format, 
grammar, syntax, 
spelling and word 
choice. The memo 
fails to explain the 
key points clearly 
and succinctly. 

There are issues 
in two or three of 
the following 
areas: format, 
grammar, syntax, 
spelling and word 
choice. The memo 
is either not 
concise or fails to 
convey the full 
analysis within the 
word limit. 

There are issues 
in one of the 
following areas: 
format, grammar, 
syntax, spelling 
and word choice. 
The memo is 
basically 
complete, but 
could be more 
tightly and clearly 
worded. 

Format, grammar, 
syntax, spelling 
and word choice 
are all clear and 
professional. The 
memo is complete 
and concise within 
the word limit. 

RECOMMENDATION: There is no 
recommendation 
or the choices are 
unclear or 
ambiguous. 

The 
recommendation 
is stated, but 
some of the 
options are 
unclear or have 
not been 
explained in the 
text. 

There is a clear 
recommendation 
with two or three 
choices, but there 
could be greater 
clarity either in the 
recommendation 
or in the 
explanation of the 
options within the 
text. 

The 
recommendation 
is clearly stated 
with two or three 
specific choices 
for the supervisor, 
including a choice 
to remain with the 
status quo. All of 
the options make 
sense and have 
been explained in 
the text. 

 


