Name ____________________________ Per.__

Prince Escalus Business Letter         +     /130
___ Your address & date

___  Prince’s address

___  Salutation (Capitalize Dear, title & name ends with : )

___  Apology paragraph (not indented, single-spaced)

___  Plan paragraph (not  indented, single-spaced)

___  Contact info. on how to contact you

___  Thank you final paragraph

___  Sign-off (only 1st letter capitalized & ends with , )

___  Your first and last name typed & capitalized correctly

___  Double spacing between ea. chunk.  (Quadruple between

         “Sincerely,”   and where you typed your name)

___  Capitalize all names, first words of sentences, pronoun I, cities

___  Plan paragraph contains the following:

Speech Grade                                                +    /40
___ Appeared rehearsed

___ Good eye contact  (__ needed more)

___  Loud & clear  (__louder   __clearer    __ slower)

___  Good straight posture (__keep feet still  __ keep hands on podium

         __ keep hands away from your face  __ get hair out of your face)
Name ____________________________ Per.__

Rough Draft                    +   /20

___  Apology paragraph (Feb. 22)

___  Plan paragraph (Feb. 22/23)

