Business Letter Criteria Sheet








        Name________________________Date________

Heading


___
your name


___
your address


___      today’s date


___
correct position


___
skipped  4 lines between HEADING and INSIDE ADDRESS

Inside Address


___
name or position of person to whom you are writing


___
complete address


___
skipped 2 lines between INSIDE ADDRESS and SALUTATION


Salutation


___
Dear_________ followed by a  colon (:)


___
skipped 2 lines between the SALUTATION and the BODY  of the letter

Body of the Letter


___
followed full-block business letter style


___
did not indent


___
skipped 2 lines between each paragraph


___
letter is in ink or on a word processor


___
letter is on appropriate paper



Mechanics of Letter




___
spelling




___
punctuation




___
capitalization

Closing


___
skipped 2 lines between the BODY of the letter and the CLOSING


___
correctly capitalized


___
CLOSING followed by a COMMA

Signature


___
skipped 4 lines between the CLOSING  and the SIGNATURE


___
either PRINTED  or TYPED your full name


___
signed your name between the CLOSING and the SIGNATURE

Envelope


___
business size envelope


___
correctly addressed


___
return address done correctly
