COVER LETTER SCORING TOOL
65 pts


1. There will be no header 1 pts
2. Your address and date on three lines 3 pts
3. Employer’s name, title, company name, and address on five lines 5 pts
4. Greeting to the employer 2 pts
5. First paragraph includes three sentences which contains why you are writing, the position you are applying for, and reasons you are interested in the position or organization. 5 pts
6. Second paragraph includes a minimum of five sentences that tell "why I'm qualified", Highlight some of your most relevant experiences and qualities as they relate to the position for which you are applying, cite specific jobs/internships/activities/projects and accomplishments associated with those experiences, and the final sentence is a summary of what you've discussed above. 10 pts
7. Third paragraph includes at least three sentences that refer to the enclosed resume, request an interview and let the reader know what will happen next, and that you thank the reader for his/her time and consideration. 5 pts
8. Proper closing 2 pts
9. Your typed name 2 pts
10. The words “Enclosure(s): resume`” at the bottom. 3 pts
11. Your letter should be on one page. 1 pts
12. You should have the correct spacing for and in-between each area. 6 pts
13. NO indentations.  Everything is justified to the left. 6 pts
14. NO type-os, spelling, or grammatical errors. 4 pts
15. Saved into your Computer Application folder 5 pts
16. Save into the proper drop box on time. 5 pts

