Name______________________________________AM  PM
Business Letter
Grading Rubric-25 points
Format: Block style (4 points)
· Left hand adjust
· Correct spacing
· Writer’s address & date at top
· Customer’s name & address
· Salutation:
· Closing, typed name, & signature
Grammar & Spelling (Must be perfect!-1/2 point deducted per error)
· Sentence construction errors (fragments, run-ons, etc.)
· Spelling errors
· Capitalization errors
· Other
Content & Organization (9 points)
The Beginning
· Reviews needed repairs/results of inspection
The Body
· Thanks the customer for coming by the shop for an estimate
· Expresses the company’s appreciation
· Informs the customer that your technicians are ASE certified
The Ending
· Promises to live up to the customer’s expectations, if chosen
· Expresses an interest in forming an ongoing business relationship with the customer
· Asks for the customer’s business
Overall Quality (12 points)
· Message to customer is clear
· Concise-gets right to the point
· Tone-wording is appropriate
· Thorough-Includes & explains all necessary information
