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	Cover Letter

	CATEGORY 
	E

application quality
	P
minor improvements needed
	S
edit prior to use
	L
needs substantial work

	Format
	Consistent style is used throughout and each element is correctly spaced. 
	Style consistency and/or spacing have 1-2 errors. 
	Style consistency and/or spacing have 3-4 errors. 
	Style consistency and/or spacing have more than 4 errors. 

	Heading
	Includes complete address of applicant as well as date. Information is in correct order and location. 
	Includes complete address of applicant as well as date. Information is either in wrong order or wrong location. 
	Address and/or date are incomplete. 
	Address and/or date are missing. 

	Inside Address
	Includes complete title, name and address of the potential employer. Information is in correct order and location.  
	Includes complete title, name and address of the potential employer.  Information is either in wrong order or wrong location.  
	The inside address is incomplete.
	Inside address is missing.

	Body
1st introduces self and states purpose of letter
2nd provides supporting details

3rd includes final thoughts and rsvp information
	Three paragraphs are written.  Each paragraph contains the required information with significant and meaningful detail for this letter of application. 
	Three paragraphs are written.   Each paragraph contains the required information but more meaningful supporting detail would enhance this letter of application.   
	Three paragraphs are written. Each paragraph contains the required information but much more meaningful supporting detail is required for this letter of application.
	Three paragraphs are not written or the paragraphs do not contain the required information for this letter of application. 

	Salutation

and

Closing
	Salutation and closing are complete. Your name is printed and signed in blue or black ink. 
	One piece of information is missing.
	Two pieces of information are missing.
	Three or more pieces of information are missing. 

	Conventions
	Writer makes no errors in grammar, spelling, capitalization or punctuation. Excellent word choice and paragraph construction.
	Writer makes 1-2 errors in grammar, spelling, capitalization and/or punctuation. 
Solid word choice and paragraph construction.
	Writer makes 3-4 errors in grammar, spelling, capitalization and/or punctuation.
Adequate word choice and paragraph construction.  
	Writer makes more than 4 errors in grammar, spelling, capitalization and/or punctuation.  Inferior word choice and/or paragraph construction.

	Neatness
	Letter is typed, clean, smooth, and is easy to read with no distracting error corrections. It was done with pride. 
	Letter is neatly hand-written, clean, not wrinkled, and is easy to read with no distracting error corrections. It was done with care. 
	Letter is crumpled or slightly stained. It may have 1-2 distracting error corrections. It was done with some care. 
	Letter looks like it was shoved in a pocket or locker. It may have several distracting error corrections. It looks like it was done in a hurry or stored improperly. 


