Grading Rubric for Cover Letters 
Student Name: ________________________________________	Evaluator: __________________________________	Date: _________
	
Evaluation Categories
	5
Exceeds Requirements
	4
Meets Requirements
	3
Approaches Requirements
	0-2
Unacceptable
	
Value
	Points/
Comments

	Organization
· Follows AIDA 4-paragraph style:
· 1. Attention Getter
· 2. Interest (purpose)
· 3. Desire (why hire me?)
· 4. Action (contact soon)
	
	
	
	
	

x 3
	

	Presentation/Formatting
· Appearance consistent with profession written communication, such as Full Block Style or Modified Block Style.
· Font size no smaller than 10, no bigger than 12. 
· Font is easy to read (Ariel, Calibri, etc.)
· Appropriate white space on page (line spacing at least 1.5, page not filled with text, etc.)
	
	
	
	
	
x 3
	

	Tone
· Writer creates a positive, appropriate rapport with readers
· Is company-oriented, not self-oriented
	
	
	
	
	
x 2
	

	Grammar and Spelling
· Grammar and spelling are correct
· Word usage is appropriate
	
	
	
	
	
x 2

	

	 (50 points possible) Final Grade
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