COVER LETTER RUBRIC (DONE BY TEACHER)
	Evaluation Question
	Possible
	Earned

	Return address and date
	2
	

	Name and address for a company
	3
	

	First paragraph explain how you found out about the job
	5
	

	Second paragraph mention your resume
	5
	

	Third paragraph mention how you can be contacted
	5
	

	Closing like Sincerely or Cordially?
	2
	

	Name of the sender at the bottom with a place to sign above the name
	3
	

	Total:
	25
	

	Comments:














