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	Weight

Factor
	Total Points
	Comments

	Ideas
	
	
	
	
	
	5
	
	

	Organization
	
	
	
	
	
	2
	
	

	Voice
	
	
	
	
	
	1
	
	

	Word Choice
	
	
	
	
	
	1
	
	

	Sentence Fluency
	
	
	
	
	
	2
	
	

	Conventions
	
	
	
	
	
	4
	
	

	Presentation
	
	
	
	
	
	5
	
	


Highest Score Possible = 100 
  My Total =  _____
    Grade = ____

Special requirements: 

1. Heading information is complete (street address; city, state zip; date), on separate lines with correct punctuation and capitalization; date uses words not just all numbers. (C,P)
2. There is an inside address with correct information, and it is correctly capitalized and punctuated. (C,P)
3. The salutation (greeting) has name and is capitalized and punctuated correctly; colon is used after greeting (C)
4. Block Form: No paragraphs are indented.  Instead, there are skipped lines.  Spacing between heading and inside address is at least two spaces; other spacing between parts and paragraphs is done correctly. (P)
5. There are three major paragraphs in the body.  Each paragraph has the correct information in the appropriate paragraph: par. 1=introducing and connecting; par. 2=praising, requesting, or complaining; par. 3= thanking. (O) 
6. Ideas/Content of letter is interesting; makes sense.  Information in paragraphs 1 + 2 is elaborated. (I)
7. The closing is worded, punctuated, and capitalized correctly.  If more than one word, only the first word is capitalized. (C, P) 
8. There is space for a signature.  There is a neatly written, inked signature. (P)
9. Sentence structure is correct.  There are no run-ons, comma splices, or fragments (unless effective). (SF)
10. Body of letter is free from capitalization, punctuation, usage, and spelling errors. (C)
Name __________________________





Grading Rubric for Business Letters








