Score sheet for Cover Letter


Score Sheet for Cover Letter

Return Address

4 pts. _____

Return Address

4 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




1st paragraph

Who you are

1pt. _____

Who you are

1pt. _____



Why you would be a 



Why you would be a 

good employer

1 pt._____

good employer

1 pt._____
Position


1 pt._____

Position


1. pt._____

How were you informed    1 pt_____

How were you informed    1 pt._____

When were you informed  1 pt._____

When were you informed  1 pt._____

2nd paragraph




2nd paragraph

Qualifications

1 pt_____

Qualifications

1 pt._____

Skills- experience

2 pt._____

Skills-experience

2 pt._____
Mention  resume

1 pt._____

Mention resume

1 pt._____

3rd Paragraph




3rd Paragraph

Thanking them

1 pt_____

Thanking them

1 pt_____

Ask for interview

1 pt._____

Ask for interview

1 pt._____

Contact date (10days)
1 pt _____

Contact date (10 days)
1 pt._____

Phone Number

1 pt._____

Phone Number

1 pt._____

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 _____

Enclosure

1 pt _____

Enclosure

1 pt._____

Typed 


2 pt _____

Typed


2 pt _____

Format


1 pt _____

Format


1 pt _____

Total points
      5 pts       _____

Total Points
35 pts.
       _____



