             Letter-of-Request/Letter-of-Complaint Rubric

	  Task 

Features
	Beginning
	Details
	Vocabulary
	Conclusion
	Conventions

	   4

POINTS

 EACH
	Makes a clear, precise, and logical request/

complaint statement
	Includes relevant

Supporting details and appropriate elaboration for the reasons defining the request/ complaint


	Selects effective, 

Appropriate vocabulary for the request/complaint that enhances the flow of the letter
	Summarizes the request/

Complaint with a strong, relevant concluding

statement
	Contains little or no errors in spelling, grammar, mechanics, and/or letter format after editing



	   3

POINTS 

 EACH
	Makes a specific, logical request/

complaint statement
	Includes adequate supporting details and some elaboration for the reasons defining the request/complaint
	Selects appropriate vocabulary for the request/complaint that enhances the flow of the letter
	Summarizes the request/

complaint with a relevant 

concluding 

statement
	Contains a few minor errors in spelling, grammar, mechanics, and/or letter format after editing



	   2

POINTS 

 EACH
	Makes a vague, weak request/
complaint statement
	Includes supporting details and little or no elaboration for the reasons defining the request/complaint
	Selects some appropriate vocabulary for the 

request/complaint,

but incorporates overused words that do not enhance the flow of the letter


	Summarizes the request/

complaint with a vague

concluding 

statement


	Contains some
minor and major errors in spelling, grammar, mechanics, and/or letter format after editing



	    1

POINT

 EACH
	Does not make a 
request/

complaint statement OR makes a request/

complaint statement that is completely unclear
	Does not include supporting details or elaboration for the reasons defining the request/
complaint
	Does not select appropriate vocabulary for the request/complaint, and incorporates overused words throughout the letter
	Does not summarize the request/
complaint with a concluding statement
	Contains several major errors in spelling, grammar, mechanics, and/or letter
format after editing




Total Points Earned: _________     Score: _____________

Name _______________________________________________        Date: ______________
