Score sheet for Thank You Letter


Score Sheet for Thank You Letter

Return Address




Return Address

Street, P.O Box

1 pts. _____

Street, P.O Box

1 pts. _____


City, State, Zip

3 pts.______

City, State, Zip

3 pts.______

Date


2 pts. _____

Date


2 pts. ______

Inside Address




Inside Address

Person’s Name

1 pt. _____

Person’s Name

1 pt.   ______

Title or Career

1 pt. _____

Title or Career

1 pt.   ______

Company

1 pt. _____

Company

1 pt    ______

Mailing Address

4 pt  _____

Mailing Address

4 pt    ______

Salutation

2 pt______

Salutation

2 pt______

Body of Letter




Body of Letter

1st paragraph

2 pt ______

1st paragraph

2 pt ______

2nd paragraph

4 pt ______

2nd paragraph

4 pt.______

3rd paragraph

2 pt ______

3rd paragraph

2 pt ______

Closing





Closing

Complementary closing
1 pt._____

Complementary closing
1 pt._____

Signature of name
1 pt._____

Signature of Name
1 pt._____

Typed Name

1 pt _____
`
Typed Name

1 pt _____

Typed 


2 pt _____

Typed


2 pt _____

Format


3 pt _____

Format


3 pt _____

2 letters


4 pt _____

2 letters


4 pt _____

Total points
     35 pts       _____

Total Points
35 pts.
       _____
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