LETTER RUBRIC – Name __________________ Hour__
	ELEMENT
	POINTS
	You check
	Cleary checks

	Included a nice letterhead
	10
	
	

	No abbreviations in return address and inside address (MI is only one allowed) 
	5
	
	

	Salutation and closing are appropriate and have the correct punctuation (NO PUNCTUATION)
	5
	
	

	Explained when Bartering Bonanza is and how excited you are
	10
	
	

	Explained about your partner and your goals
	10
	
	

	Referred to your resume in the last paragraph
	10
	
	

	Last paragraph – encourage me to stop by your booth – (tell me why to stop)
	10
	
	

	Used proper grammar (also avoided overuse of the word “I”)
	5
	
	

	Used block style letter format (Everything starts at the left margin.)
	5
	
	

	Proofread carefully to remove all typographical and spelling errors
	5
	
	

	Letter has three paragraphs and is centered vertically on the page
	5
	
	

	Used your time wisely
	10
	
	

	Completed this rubric 
	10
	
	

	= Total Points 
	/100
	/100
	/100
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