
Letter Format: 
First Name Last Name 
123 Sesame Street 
Your City, ST, 00000 
  
Date 
  
(skip five lines) 
  
  
The Honorable (Rep/Sen) First Name Last Name 
Street Address 
Secondary Street address 
City, ST, 00000 
  
Dear (Full name) 
  
You start by setting your margins at 1 inches all around. Then you start typing at the top of the 
page. Do not hit return and then begin typing. In order to make your letter cleaner, keep all of 
your text on the left margin as shown in this example. Don’t indent. This looks more professional 
if you do it this way. Keep your font to Times New Roman ... Use 10-12 ... Thus, no 13 or above 
font sizes. 
  
Put one line of space between paragraphs and as shown above. Be sure that you go in and 
spell check and read over everything. If your letter has errors it makes you look less 
professional. Be sure, though, that you not only spell check, but that you read over your entire 
letter so that you see things that the spell check will not find. For example, spell check will not 
find if you use their instead of there. Mixing these up is bad, very bad. 
  
Make sure your letter is concise and has impact. If you are criticizing, tell the person to whom 
your are writing what you want to see happen, what you want him to do. This restatement goes 
in the last paragraph. If you write a good letter, when you are finished it will fill the paper up just 
like this one does. 
  
Sincerely yours, 
  
  
(hit return and then type) 
  
Your name 
 
 

Source: 
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Scoring Rubric: 
 
Group Names:  
 

 Excellent  Good Average Needs Work Poor 

Spelling and 
Grammar 

5 4  3 1-2 

Letter Format 5 4  3 1-2 

Persuasive 
Content (Ethos, 
Pathos, Logos) 

10 8-9 7 6 5> 

Structure (Intro, 
Body, Conclusion) 

5 4  3 1-2 

Answered the 
ENTIRE prompt 

10 8-9 7 6 5> 

Backed up by info 
from resources, 
any resources 

directly quoted or 
ideas referenced 

are included at the 
end of the letter 

5 4  3 1-2 
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