EVALUATION FORM

Email:  Asking a teacher to be a reference

Organization

· Is there a clear subject line?

· Is there a salutation (Dear _____,   or   Hi _____,) with the teacher’s first name (informal) or Ms./Mr./Mrs. +  last name? (formal)
· For students not currently in the teacher’s class, is there a reminder of who the student is?

· Is there an explanation of what kind of job the student is applying for?

· Is there a request for the teacher to be a reference?

· Does the student tell the teacher what to expect?

· For students not currently in the teacher’s class, is a phone number given?

· Is there a thank you?

· Is there a closing?

Grammar

· Is the correct word order used for questions?
Punctuation

· Is a question mark used after a question?
· Is a comma used after the name in the salutation?

· Is a comma used after “Sincerely”?

Spelling

· Is “reference” spelled correctly?

· Is “Sincerely” spelled correctly? 
