Letter of Application Grading Sheet

1.  Letter is in the correct format

This should be in modified block.  Format is correct in spacing and alignment.
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__________

2.  All required elements are present:

Heading with Name and Address  (complete)

Date (spelled out)

Recipients Name and Address (complete)

Greeting

4 Paragraph Body

Closing

Signature line

Typed Name
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__________


3. Four Paragraph Body is correctly organized.


Paragraph One:  States that you are applying for a job, the job to which you are


applying, and how you found out about the job.


Paragraph Two:  Specifies skills, accomplishments, and work experience that you 


have had.  No general or vague statements.  


Paragraph Three:  Statement that resume is enclose and expresses an interest in


having an interview

Paragraph Four:  Thanks the reader for there time
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__________

4.  Word Choice

Words and Ideas are not repeated.  Sentences are fluent and vary in length.
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__________

5.  Grammar/Spelling

One point will be deducted for each grammar/spelling error found in the letter.
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__________









Total Score:     _____/40___

