Thank You Letter/Envelope Rubric 
Evaluator ____________________________________ Student________________________________

Class ________________________ 


Period _________ 


Instructions: Evaluate each section and circle the points earned 
	Quality 
	Ready for Delivery 
	Points 
	Needs Revision 
	Points 

	Format and 
Organization 
	1 page 

Spacing is correct 

Includes: return address (without name), date, employer address 

Addresses interviewer and includes title 
	3 
	Longer than 1 page 

Spacing errors 

Does not address the interviewer 

Does not include complete contact information 
	1 

	Content 
	¶1 Thank for the shadow

 ¶ States reason for the shadow, states a lesson learned
¶3 Lists contact information 
	3 
	Any of these elements is missing 
	1 

	Grammar 
Punctuation 
Capitalization Spelling 
	No errors 
	3 
	Has errors (note and correct) 
	1 

	Envelope 
	Return address in upper left corner 

Name, address with zip code 

Employer address in center of envelope 

interviewer’s name, company name, address 

Neat, clear writing in ink 
	3 
	No return address, or missing information 

Employer address does not include name of 

interviewer 

Messy, smudged writing 

Pencil 
	1 

	Add total circled points
	  Add total circled points 


TOTAL POINTS (add all totals) ____________ 

