
 

 

Company Letterhead 
 

 

Current Date 
 
(QS) 
 
Ms. Terra Green 
1923 Deserama Circle 
Cottonwood, AZ 86326 
(DS) 
Dear Ms. Green 
(DS) 
This letter is keyed in block style with open punctuation.  
All lines, including the date, inside address, salutation, 
and closing lines begin at the left margin.  A double 
space is left between all letter parts except before the 
inside address and the writer’s name, where a quadruple 
space (4 returns) will be found. 
(DS) 
Sincerely 
 
(QS) 
 
Barbara Small 
Director of Education 
(DS) 
xx 

LETTER—BUSINESS 

Top Margin:  2” 
 Side Margins:  1” 
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 Block Letter Grade Rubrics 

 
Letter One:  Page 133 

 

CATEGORY 4 3 2 1 

Format  

Complies with 
all the 
requirements 
for a business 
letter. 100%  

Complies with 
almost all the 
requirements 
for a business 
letter. >75%  

Complies with 
several of the 
requirements 
for a business 
letter. >50%  

Complies with 
less than 50% 
of the 
requirements 
for a business 
letter.  

Salutation and 
Closing  

Salutation and 
closing have no 
errors in 
capitalization 
and 
punctuation.  

Salutation and 
closing have 1-
2 errors in 
capitalization 
and 
punctuation.  

Salutation and 
closing have 3 
or more errors 
in capitalization 
and 
punctuation.  

Salutation 
and/or closing 
are missing.  

Sentences & 
Paragraphs  

Sentences and 
paragraphs are 
complete, well-
constructed 
and of varied 
structure.  

All sentences 
are complete 
and well-
constructed (no 
fragments, no 
run-ons). 
Paragraphing is 
generally done 
well.  

Most sentences 
are complete 
and well-
constructed. 
Paragraphing 
needs some 
work.  

Many sentence 
fragments or 
run-on 
sentences OR 
paragraphing 
needs lots of 
work.  

Grammar & 
spelling  

Writer makes 
no errors in 
grammar or 
spelling.  

Writer makes 1-
2 errors in 
grammar 
and/or spelling.  

Writer makes 3-
4 errors in 
grammar 
and/or spelling  

Writer makes 
more than 4 
errors in 
grammar 
and/or spelling.  

Capitalization 
and 
Punctuation  

Writer makes 
no errors in 
capitalization 
and 
punctuation.  

Writer makes 1-
2 errors in 
capitalization 
and 
punctuation.  

Writer makes 3-
4 errors in 
capitalization 
and 
punctuation.  

Writer makes 
more than 4 
errors in 
capitalization 
and 
punctuation 

 
Total Points______________/20  
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Block Letter Grade Rubrics 

 
 

Letter Two:  Page 134 

 

CATEGORY 4 3 2 1 

Format  

Complies with 
all the 
requirements 
for a business 
letter. 100%  

Complies with 
almost all the 
requirements 
for a business 
letter. >75%  

Complies with 
several of the 
requirements 
for a business 
letter. >50%  

Complies with 
less than 50% 
of the 
requirements 
for a business 
letter.  

Salutation and 
Closing  

Salutation and 
closing have no 
errors in 
capitalization 
and 
punctuation.  

Salutation and 
closing have 1-
2 errors in 
capitalization 
and 
punctuation.  

Salutation and 
closing have 3 
or more errors 
in capitalization 
and 
punctuation.  

Salutation 
and/or closing 
are missing.  

Sentences & 
Paragraphs  

Sentences and 
paragraphs are 
complete, well-
constructed 
and of varied 
structure.  

All sentences 
are complete 
and well-
constructed (no 
fragments, no 
run-ons). 
Paragraphing is 
generally done 
well.  

Most sentences 
are complete 
and well-
constructed. 
Paragraphing 
needs some 
work.  

Many sentence 
fragments or 
run-on 
sentences OR 
paragraphing 
needs lots of 
work.  

Grammar & 
spelling  

Writer makes 
no errors in 
grammar or 
spelling.  

Writer makes 1-
2 errors in 
grammar 
and/or spelling.  

Writer makes 3-
4 errors in 
grammar 
and/or spelling  

Writer makes 
more than 4 
errors in 
grammar 
and/or spelling.  

Capitalization 
and 
Punctuation  

Writer makes 
no errors in 
capitalization 
and 
punctuation.  

Writer makes 1-
2 errors in 
capitalization 
and 
punctuation.  

Writer makes 3-
4 errors in 
capitalization 
and 
punctuation.  

Writer makes 
more than 4 
errors in 
capitalization 
and 
punctuation 

 
Total Points______________/20 
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