Letter Rubric               Name:

_____Starts at 2” top margin

_____Has 1” side margins

_____Correct return address (with , for city,
           state)

_____Correct date format (formal with ,)

_____QS after date

_____Correct salutation with :

_____DS to body of letter

_____All paragraphs are DS

_____Closing includes , (Sincerely,)

_____QS to typed name

_____Letter is signed
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_____Properly typed title and/or _____Enclosure/Attachment

_____ Saved properly in
          Keyboarding/Letters folder
          by page number

_____Spelling/grammar
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