Letter Writing Grade Sheet

	 
Organization

 
Letter
/14pts
 

	The letter meets all of the following:
2          1          0      includes a heading
2          1          0      has an inside address
2          1          0      includes a personal salutation
2          1          0      consists of three or four body   paragraphs
2          1          0      contains a complimentary   closing
2          1          0      includes a hand written signature
2          1          0      is written in the correct  format
 

LEGEND: 2 = excellent    1 = good   0 = below average 

	 

Ideas and Content

 
Letter
/8pts
	The  letter meets all of the following:
4        3       2       1      information presented clearly and directly
4        3       2       1      information is presented briefly, yet in complete  sentences
 
LEGEND: 4 = excellent  3 = good   2 = average  1 = below average

	 

Voice

 
 
Letter
/10pts
	The  letter meets all of the following:
2       1       0      considers and addresses the audience
2           1           0        remains courteous
2           1           0        avoids negative implications
2           1           0        maintains focus on intended  purpose
 
LEGEND: 2 = excellent    1 = good   0 = below average

	 

Word Choice

 
 
Letter
/8pts
 
	The letter meets all of the following:
2       1       0      words are specific and easily understood
2       1       0      employs active verbs
2       1       0      avoids trite expressions such  as a lot, got, 

2       1       0      does not use deadwood
LEGEND: 2 = excellent 1 = good   0 = below average

	 
Sentence Fluency
 
Letter
/10pts
 
	The  letter meets all of the following:
2       1       0      sentences vary in length
2       1       0      sentences vary in structure
2       1       0      sentence beginnings are varied
2       1       0      employs transitions and connective phrases
2    1     0 employs parallel structure

 
LEGEND: 2 = excellent    1 =good   0 = below average

	 

Conventions

 
 
Letter
/28pts
 
 

	The letter meets all of the following:
4       3       2       1      no spelling  errors                             
4       3       2       1      no subject/verb agreement  errors
4       3       2       1      sentence punctuation is correct                              
4       3       2       1      maintains verb tense
4       3       2       1      proper nouns are punctuated correctly                   
4       3       2       1      does not overuse unnecessary commas 
4       3       2       1      eliminates usage errors (ex. there/their)
 
LEGEND: 4 = excellent  3 = good   2 = average 1 = below average


 


Letter total: ______/ 78
 
