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	Excellent
	Proficient
	Satisfactory
	Limited

	Format
	· I have placed the header, opening, and closing in the correct places, and all of the information is correct.

· My presentation is effective.
	· I have placed the header, opening, and closing in the correct places, and most of the information is correct.

· My presentation is organized.
	· I have placed the header, opening, and closing in the correct places, and some of the information is correct.

· My presentation could be better.
	· I have not placed the header, opening, and closing in the correct places, and the information contains many errors.

· My presentation is poor.

	Organization
	· My whole letter is easy to read and flows smoothly from one topic to the next.


	· Most of my letter is easy to read and flows smoothly from one topic to the next.
	· My letter is readable but does not flow smoothly from one topic to the next.


	· My letter is somewhat confusing and would be difficult for someone else to read and understand.

	Quality of Ideas
	· My letter contains an effective number and choice of ideas and topics.

· My descriptive details make my letter effective.


	· My letter contains an appropriate number and choice of ideas and topics.

· My descriptive details make my letter interesting.
	· My letter contains appropriate ideas and topics, but I have too many or too few ideas and topics.

· I have not given enough descriptive details to make my letter interesting.
	· My letter contains too many or too few ideas and topics, and many of these are not appropriate.

· I have not included descriptive details.



	Tone and Style
	· My tone and style are appropriate for my audience and purpose.

· My letter is written in a very engaging manner.
	· My tone and style are usually appropriate for my audience and purpose. 

· My letter is written in an interesting manner.
	· My tone and style are sometimes appropriate for my audience and purpose.

· My letter is not written in a very interesting manner.
	· My tone and style are not appropriate for my audience and purpose.

· My letter is not written in an interesting manner.
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