Business Letter 6+1 Traits Rubric
	
	Five (5)

STRONG
	Three (3)

DEVELOPING
	One (1)

NOT YET

	Ideas 

and

Content

(Development)
	My paper is clear, focused, and filled with details not everybody knows.  I have narrowed my topic.
(a) My introductory paragraph gives information as to why I may be writing to my person/company; gives background
(b) My middle paragraph makes it clear as to why I am writing: request, praise, or complaint.
(c) My final paragraph thanks the reader, may give a time line if appropriate, and possibly has a line about a SASE.
	Even though my writing grabs your attention here and there, it could use some spicy details.  My topic may be too broad/general.
(a) One of my paragraphs is not clear and has limited information.
(b) I have omitted one aspect of the letter
	I’m still figuring out what to say.  I'm not even sure what my topic is.
(a) Most of my paragraphs are not clear and have very limited information.
(b) I have omitted several aspects of the letter

	Organization
	My paper is as clear as a good road map.  It takes readers by the hand and guides them along every step.
(a) My paragraphs are in the order as explained (introduction, purpose, thank-you)
(b) I may have multiple paragraphs of introduction or purpose, and they are done correctly

(c) All sentences connect to each other; nothing is repetitive
	You can begin to see where I’m headed.  If you pay attention, you can follow along pretty well.

(a)   My order of paragraphs is not clear.  Information that may be introductory is in the purpose paragraph or visa versa.
(b)    

(c)   There is repeated information.


	Where are we headed?  I’m lost myself.
(a)   Many sentences have no connection

       to the next sentence. 

(b)   There is much too much repeated 

        information.

(c)    My greeting is not appropriate at all.

	Voice

	I have put my personal, recognizable stamp on this paper.

(a) You can hear my voice booming through.  It's me.
(b) I care about this topic--and it shows.
(c) I speak right to my audience, always thinking of questions they might have.
(d) I wrote to please myself, too.
        My writing rings with 
        confidence.
	What I truly think and feels shows up sometimes.

(a) You might not laugh or cry when you read this, but you'll hang in there and finish it.

(b) I'm right on the edge of finding my own voice--so close!

(c) My personality pokes out here and there.  You might guess this was my writing.

(d) I didn't think about my audience all the time.  Sometimes I just wrote to get it over with!
	I did not put much energy or personality into this writing.

(a) It could be hard to tell who wrote this.  It could be anybody's.

(b) I kept my feelings in check.

(c) If I liked this topic better or knew more, I could put more life into it.

(d) Audience?  What audience?

	Word Choice
	I picked just the right words to express my ideas and feelings.

(a) The words and phrases I've used seem exactly right.

(b) My phrases are colorful and lively but not overdone.

(c) I used some everyday words in new ways.  Expect a few surprises.

(d) Specifically, all greeting/closing wording is appropriate.
	It might not tweak your imagination, but hey, it gets the basic meaning across.

(a) It's functional, and it gets the job done, but I can honestly say I stretched.

(b) Okay, so there are some clichés hiding in the corners.

(c) I've also got a favorite phrase lurking around here someplace. 
(d) Specifically, there are mistakes in either the greeting or closing wording.
	My reader might go, "Huh?"

(a) See, I'm like this victim of vague wording and fuzzy phrasing.

(b) It's, you know, kind of hard to get what I'm talking about.  I don't even remember what I meant, and I wrote this stuff!

(c) Maybe I misused a word or two.
(d) Specifically, there are multiple mistakes in the greeting or closing wording.

	Sentence 

Fluency
	My sentences are clear and varied--you'll WANT to read it aloud.

(a) Go ahead--read with expression!  You won't need to practice.

(b) If not all, almost all my sentences are under control

(c) Sentence variety is my middle name.
	My sentences are clear and readable.

(a) My writing is pretty smooth--you can get through it all right.

(b) My control of sentences is obvious although there might be a few errors here and there.

(c) Some sentences should be joined together.  Others might be cut in two.
	I have to admit it's a challenge to read aloud (even for me).

(a) You might have to stop and reread now and then it just feels like one sentence picked up right in the middle of another a new sentence begins and, oh boy, I'm lost … Help!  Untangle me!

(b) My sentences all begin the same way.  My sentences are all alike.  My sentences need variety.  My sentences need work.  My goodness.

(c) Some sentences are short.  They're too short.  They're really short.  Way short.  Short.  

	Conventions
	An editor would fall asleep looking for mistakes in this paper.

(a) Capitals are all in the right places
(b) Great punctuation
(c) My grammar and usage are very good, too.

(d) My spelling (even of difficult words) would knock your socks off.

(e) I made so few errors, it would be a snap getting this ready to mail.
(f) Specifically for the greeting and closing: capitalization and punctuation are perfect.

	Some bothersome mistakes show up when I read carefully.

(a) Spelling is correct on simple words.

(b) Capitals are mostly okay.  maybe I should look again, Though.

(c)    A few pronouns do not match what 
         IT refers to.  My subjects and my 

         verbs does not always agree.
(d)    You might stumble over my 
        innovation! punctuation.

(e)    I'd definitely need to do some 
         editing to get this ready to 
         mail.

(f)     Specifically  for greeting and 

        closing:  two errors in capitalization

        and punctuation
	Better read it once to decode, then again for meaning.

(a) Lotsuv errers Mak? the going ruf.

(b) I've forgotten some CAPS--otherS aren't Needed.

(c) Look out four speling mysteaks

(d) To tell the truth, I didn't spend much time editing.

(e) I'll really have to roll up my sleeves to get this thing ready to mail
(f) Specifically for greeting and closing: four or more errors in capitalization and punctuation

	Presentation


	My method of presenting this piece is excellent.  I am really proud of how this piece looks and how well I followed all the directions.

(a)   I have typed my letter in size

       12 font.

(b)   My heading is created correctly
(c)   My inside address is created 

       correctly
(d)   I have created the correct 

       format: a consistent  left aligned
       margin (block style).
(e)   I have skipped the appropriate 

       number of lines between each 

       section of my letter.

(f)    I have NOT indented, but I 

       have skipped lines between 

       body paragraphs
(e)   I have left the appropriate 

       space between the closing and 

       my typed name
(f)    I have handwritten my 
       signature clearly in ink.
	I have tried to follow all general  directions of form and assignment requirements, but I have missed the mark in some areas.  My reader may not be bothered, but my teacher might be a little irritated.

(a) I have typed my letter in the incorrect font size.
(b) I have something wrong in both my heading or inside address.
(c) The format of my letter may have some weaknesses. I may have indented one time but not another.
(d) I have not always skipped the correct number of lines between sections of the letter.

(e) I have indented paragraphs and either skipped or not skipped lines instead of NOT indenting and skipping lines

(f) I have forgotten to sign my letter, or it is signed in pencil.
	Oh boy, did I have trouble following the directions for both general form and the requirements of this assignment.  
(a) I have numerous errors in font size, formatting and spacing between paragraphs in my letter.
(b) I have not aligned margins correctly; there is no sense of consistency.
(c) I have no room for a signature.
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