	Name:________________

Cover Letter Rubric
Student Evaluation
1. ____/.5 Included your full name (no initials)

2. ____/1 Included your full address (Street/Ave, City/Province, Postal Code) (capitals)
3. ____/1 Included your phone number, email (home and/or cell)  

4. ____/.5 Includes the date you sent your cover letter

5. ____/1 Includes full address of business you are applying for (Street/Ave, City/Province, Postal Code) (capitals)
6. ____/1 Uses a personal contact name (person you are applying to)
7. ____/1 1st Paragraph, explains the position you are applying for.

8. ____/3 2nd Paragraph, explains why they should hire you (soft/ hard skills and what you can bring to the company
9. ____/2 3rd Paragraph, thanks for their time and suggests when and how you can be contacted 
10. ____/.5 Respectfully closes

11. ____/.5 Signed name in PEN in space provided 

12. ____/1 Enclosures? What are you adding to the cover letter?
13. ____/2 Spelling and Grammar (.5 per mistake)
14. ____/3 Overall layout and appearance  

TOTAL: ____/18
Comment :
	Name:________________

Cover Letter Rubric
Peer Evaluation
1. ____/.5 Included your full name (no initials)

2. ____/1 Included your full address (Street/Ave, City/Province, Postal Code) (capitals)
3. ____/1 Included your phone number, email (home and/or cell)  

4. ____/.5 Includes the date you sent your cover letter

5. ____/1 Includes full address of business you are applying for (Street/Ave, City/Province, Postal Code) (capitals)
6. ____/1 Uses a personal contact name (person you are applying to)
7. ____/1 1st Paragraph, explains the position you are applying for.

8. ____/3 2nd Paragraph, explains why they should hire you (soft/ hard skills and what you can bring to the company
9. ____/2 3rd Paragraph, thanks for their time and suggests when and how you can be contacted 

10. ____/.5 Respectfully closes

11. ____/.5 Signed name in PEN in space provided 

12. ____/1 Enclosures? What are you adding to the cover letter?
13. ____/2 Spelling and Grammar (.5 per mistake)
14. ____/3 Overall layout and appearance  

TOTAL: ____/18
Comment 



