	Standard


	Meets


	Does Not Meet



	Is the letter written in an acceptable business format?  Does it include  date, inside address, salutation, body, complimentary close, signature, other necessary information


	
	

	Is the letter properly divided into paragraphs each having a topic sentence


	
	

	Is the letter divided into sentences which clearly have a topic sentence


	
	

	Is the technical information provided in the letter correct?


	
	

	Is information provided in a simple, clear, and concise manner?


	
	

	Is the letter free of grammatical errors, including misspelled words?
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