COVER PAGE – PARENT/GUARDIAN EVALUATION FORM

Directions:  Give your parent/guardian your typed Cover Letter and this evaluation sheet.  After they have evaluated the cover letter staple to the evaluation sheet and turn into the basket.

Parent/Guardian:  Please read your students Cover Letter and make any correction marks on the paper where needed.  Then complete the evaluation checklist by checking yes or no and then making a need for improvement comment at the bottom.
Students Name _____________________











     Yes
      No

	1.  The Cover letter is typed, neat, and orderly?
	
	

	2.  Does the cover letter have a business letter format?
	
	

	3.  There is an opening statement expressing the purpose of the letter?
	
	

	4.  A statement that shows where the job advertising was listed?
	
	

	5.  A paragraph that includes one or more of the following:  job skills, job experience, education/training, and personal attributes?
	
	

	6.  A statement that tells why would be good at this particular job?
	
	

	7.  Free of spelling, grammatical, capitalization, and punctuation errors?
	
	

	8.  Contains a statement that requests and interview and has a phone number with times available?
	
	

	9.  Well-organized?
	
	

	10.  Signed?
	
	


Need for Improvement Comment:

