Ms. Kirst

Contemporary World Issues

Public Policy Project
Letter Rubric

Formatting (10 points)
1. Heading & Inside Address includes
_____/2
· your name, return address

· date

· representative name and address is correct

2. Salutation & Representative Choice
_____/2
· Proper salutation

· Appropriate choice of representative

3. Closing
_____/2
· Appropriate closing words (ex. Sincerely, )

· Signature & printed name

4. Alignment, Font & Margins
_____/2
· Proper spacing between paragraphs

· Proper indentation
· 12 point Times New Roman

· Single Spaced & 1-inch margins
5. Spelling, Grammar, & Transitions
_____/2
· Uses transitional words and phrases smoothly throughout

· There a few or no errors in mechanics, usage, grammar, or spelling

Content (15 points)
6. Statement 1
_____/3
· Persuades the representative to pay attention to the problem

· Is a minimum of two compound/complex sentences

7. Statement 2
_____/3
· Introduces the current policy

· Is a minimum of two compound/complex sentences

8. Statement 3
_____/3
· Discussion as to why the current policy is “broken”

· Is a minimum of two compound/complex sentences

9. Statement 4
_____/3
· Introduces the policy alternative

· Persuades the representative to take into consideration the proposed policy alternative

· Is a minimum of two compound/complex sentences

10. Statement 5
_____/3
· Demonstrates gratitude for their time and work as your representative.

· Is a minimum of one compound/complex sentence
Total: ______/25
Template for your letter to your 

Congressional RepRESENTATIVE:

Your name

Your address

Date, year

Congresswoman / Congressman their name
Local District office address

Dear Congresswoman / Congressman their name,

Statement 1: 
This letter is to urge you to...

OR 
I am writing to request that you…

OR
The reason for this letter is to encourage you to...

(persuade the representative to pay attention to the problem)

Statement 2: 
I understand that… 

OR 
My information is that…

OR 
It is expected that…

(introduce the current policy)

Statement 3: 
I am personally concerned that...

OR 
I strongly feel that…

OR
It is time that we….

(discuss why you believe the policy is a failure) 


Statement 4: 
A remedy to this problem would be the adoption of _________ …

OR 
The proposed _______________________________ would…

OR 
The ________________ contains provisions to…

OR     I believe that the United States should adopt ________ policy to…

(statement urging the representative to adopt your policy proposal)
Statement 5: 
I genuinely appreciate the role you play in shaping our country.

OR 
Thank you for all you do as our representative in Washington.

OR 
Thank you for your efforts to make ______ a reality in our lifetime. 

Respectfully, OR Warm regards, OR Sincerely,

Sign here

Print your name legibly under your signature.

Example business letter format:
Ms. Linda Jones

421 Liberty St.
Kenyon, MN 55021

June 7, 2007 

DTI
111 Riverfront Ste 325
PO Box - Box 157
Wabasha, MN 55946 

Dear Ms. Carlson: 

Your recent advertisement in the Herald made it clear that customer satisfaction is an integral part of DTI. In addition, my close friend, Paula Chavez who is in your employ, suggested that my special talents might benefit your customer service department. 

Part of my success is because I place a high value on personal integrity and represent both my employer and myself in an ethical and respectable manner. Added to my diligence in paying close attention to detail, as a representative of your company I would bring focus not only to the value of your services, but also to quality customer service and the ease of doing business with DTI. Furthermore, I am a hard, smart-working, self-starter who works equally well in a team environment or individually. 

I will call you on June 15 to answer any questions about this letter or my resume in the hope of scheduling an interview. If you prefer, please contact me by phone (555) 454-1307 or e-mail, ljones@nowhere.com. 

Thank you for your time in considering my qualifications. 

Sincerely, 

Signature 

Linda Jones

