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Exceptional

Meets The Standard

An exceptional letter

has a clear, thoughtful, and consistent focus and covers all necessary information.
has a logical organization. -

uses transitions to connect ideas.

supports ideas with detall,exmnp!w,and/oroﬂnmewdmcemthoutpadﬂmg.
exhibits weil-formed sentences varymg in structure.

exhibits a rich vocabulary uu:ludmg precise language appropriate for the purpose
and audience of the letter.

contains almost no erors in usage, mechanim, and spelling.

contrios all parts of the letter heading/inside addrwnlsalutanon/bodylc!osﬁlg (no
signature).

Commendable

Meets The Standard

A commendable letter has the same generat features of organization and elaboration as
a 6-point lettes, but it represents a somewhat less accomplished performance. A
commendable letter
lacksthodeplhandsophlstmatonofa&pomﬂemrmpmenmgvdmam
supporting evidence.
exhibits appmatesenmee variety and voenbulary but without the control and
ﬁclmwsofa&pomlm

- contains a few emrors in usage, mechanics and spelling.

contains all parts of a letter. |

Proficient

Meets The Standard

A proficient letter
- has a fairly clear focus thntmay occasicnally becomie obscured because the wmer

may not fully understand what he or she is u'ymgto say.

- shuwsannrgamnﬁonalpamerehnmshmsbaweenxdeassomeum&sma)be

difficult to understand.

Conmmsmppmtmgevidenoezhatmy lackeﬂ’mandsoonlysuperﬁma.ly
develops ideas.

- hmmmﬂemammsmnmmwofmvmm.
. umlamssumemmsmusag&,mecmnm andspmmgwhmhdomomﬁse

meaning.

- wntamsaﬂpansofthelennr

Basic

Meets The Standard

A basic letter '
- basa vague focus and so may contain irrclevant details.
shows an attempt at organization but with few clear connections between ideas.

lacks some important supporting information or the information does not always
support ideas.

- shows little sentence variety.

contains several serious emors in usage, mechanics, and spelling which cause some
distraction and confusion ebout meaning.

- contains all parts of the letter.

Limited

Does Not Meet
‘The Standard

A limited letter

has a topic but does not include any elaboration.

- lacks plausible support for ideas.
- shows limited word choice.

contains serious and numerous errors in usage, mechanics, and spelling which lead
to confusion about meaning.

does not contain all parts of the letter.

Minimal

Does Not Meet
The Standard

A minimal letter

minimally addresses the topic and lacks a discernible idea.

has only a few simple sentences.

shows minimal word choice.

may be incoherent and/or has serious errors in almost every sentence.
does not contain all parts of the letter.
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