Name:______________________



Period:_________
Consumer Letter Grade Sheet
	
	Points Possible
	Points Earned



	Business Address & Info Sheet:

     Completed on time

     Includes all necessary info


	5
	______

	Letter:
	
	

	     Your Address:

        Written Correctly

        Includes Street, City, State, Zip

        Date is written under address


	3
	______

	     Company Name:

        Includes Name of company & full address

        Proper Punctuation


	3
	______

	     Salutation/Greeting:

        Used proper punctuation

        Capitalized correctly


	2
	______

	     Body of Letter:

        Explains problem clearly

        Gives important details

        Explains what you want done

        Paragraph form- at least 2

        Properly thanks business for their time


	14
	______

	     Closing:
        Comma used

        Space provided to sign your name

        Name typed below signature
	3
	______

	     Spelling and Grammar:
        Proper grammar structure used

        Spelling was checked and corrected

        Correct spacing for business letter format


	5
	______

	     Final Draft:
        Letter is corrected from rough draft

        Two copies turned in, signed with pen
        Completed on time


	5
	______

	Total Points Earned For Letter


	40
	________


