Grade 3
Third Prompt
Personal Letter
Writing to a Pen Pal
English/Language Arts Content Standards:
1.0 Writing Strategies
2.0 Writing Applications (Genres and Their Characteristics)
2.3 Write personal and formal letters, thank-you notes, and invitations.
a. Show awareness of the knowledge and interests of the audience and establish a purpose and
context.
b. Include the date, proper salutation, body, closing, and signature.

Writing Situation
A pen pal is a person you write to in another town, state, or country. Writing to your new pal can be
great fun. Pen pals may live in different geographical areas, eat different foods, and participate in
different after-school activities. Through letters you can learn how you and your new friend have
many things in common. (Allow an opportunity for discussion.)
Directions for Writing
Pretend you are going to write a letter to a pen pal in another state and introduce yourself to him or her.
Include information about your school and community that would interest another third grade student.
When you are finished writing, be sure to check for all the elements of a friendly letter.
Writing and Convention Standards
For this writing task, students will write a personal letter that:
a. shows awareness of the knowledge and interests of the audience and establishes a purpose and
context.
b. includes the date, proper salutation, body, closing, and signature.
c. uses fluid and legible cursive or jointed italic.
d. demonstrates grade level appropriate sentence structure, grammar, punctuation, capitalization,
and spelling.
Resources:
Reading/Language Arts Framework for California Public Schools, pp. 93-94
Write On Track Handbook, pp. 92-95
Write On Track: Lesson Plans and Assessments, pp.42-45, 50-53
Write On Track Program Guide: The Forms of Writing, pp. 21-26
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Writing to a Pen Pal
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Fully addresses the prompt.
Is clearly organized in a logical sequence with all the elements of a friendly
letter, in correct letter format.
Is a single paragraph with a topic sentence, sentences that support a central idea
with interesting facts and details, and a concluding sentence.
Has complete, coherent sentences that use a variety of patterns and lengths.
Has effectiveness and variety of word choice.
Has vivid, interesting language with well-chosen sensory images that are
relevant for the proposed audience.
Has grade- level appropriate spelling, grammar, capitalization, and punctuation;
contains few, if any, errors that do not interfere with understanding the writing.
Has legible handwriting using cursive or joined italic.
Responds to the prompt.
Is organized in a logical sequence with most of the elements of a friendly letter,
in correct letter format.
Is a single paragraph with a topic sentence, simple supporting facts and details,
and a concluding sentence.
Has mainly complete sentences that use more than one pattern.
Has some variety in word choice.
Has some descriptive language and sensory images with details appropriate for
the proposed audience.
Has mainly grade- level appropriate spelling, grammar, capitalization, and
punctuation; contains some errors that do not interfere with understanding the
writing.
Has legible handwriting with appropriate spacing and most letters formed
correctly.
Attempts to respond to the prompt.
May lack organization, the elements of a friendly letter, and/or correct letter
format.
May lack proper paragraphing and/or details.
May have incomplete or incoherent sentences that may use only one pattern.
Contains little descriptive language or few details and may not consider the
proposed audience.
May have little or no variety in word choice.
May contain many errors in spelling, grammar, capitalization, and/or
punctuation that may interfere with understanding the writing.
Has handwriting that is mostly le gible with errors that may interfere with
meaning.
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May not respond to the prompt. (May be off topic.)
Lacks organization, the elements of a friendly letter, and correct letter format.
Lacks paragraphing, a central idea, and/or does not include details.
Has mainly incomplete or incoherent sentences.
May not consider the proposed audience.
May contain frequent and numerous errors in spelling, grammar, capitalization,
and punctuation that interfere with the understanding of the writing.
Handwriting may be mostly illegible.
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Grade 3
Third Prompt - Student Page
Personal Letter
Writing to a Pen Pal
Writing Situation
A pen pal is a person you write to in another town, state, or country. Writing to your new pal can be
great fun. Pen pals may live in different geographical areas, eat different foods, and participate in
different after-school activities. Through letters you can learn how you and your new friend have
many things in common.
Directions for Writing
Pretend you are going to write a letter to a pen pal in another state and introduce yourself to him or her.
Include information about your school and community that would interest another third grade student.
When you are finished writing, be sure to check for all the elements of a friendly letter.

Writing and Convention Standards
For this writing task, you will write a personal letter that:
a. shows awareness of the knowledge and interests of the audience and establishes a purpose and
context.
b. includes the date, proper salutation, body, closing, and signature.
c. uses fluid and legible cursive or jointed italic.
d. demonstrates grade level appropriate sentence structure, grammar, punctuation, capitalization,
and spelling.

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 4 high
Characteristics that make the paper a high 4:
a. Contains complete coherent sentences with some details that engage audience.
b. Includes grade-level appropriate grammar, spelling, capitalization, and punctuation.
c. Is clearly organized in a logical sequence with all the elements of a friendly letter.
d. Has errors with apostrophe usage.
e. Includes errors with syllabication.
f. Lacks proper paragraphing.
Additional instructional steps for the writer’s growth would include:
a. Reviewing the rules for using an apostrophe in a contraction.
b. Teaching the student the rules for hyphenating words.
c. Instructing the student on the elements and structure of a paragraph.
Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 4 anchor
Characteristics that make the paper an anchor 4:
a. Fully addresses the prompt.
b. Has a variety of sentence patterns.
c. Has grade-level appropriate spelling, grammar, capitalization, and punctuation.
d. Is organized in correct letter form.
e. Has legible cursive handwriting with errors in letter formations.
Additional instructional steps for the writer’s growth would include:
a. Reviewing the cursive letter formation of the “m” and “f”.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 4 low
Characteristics that make the paper a low 4:
a. Fully addresses the prompt.
b. Has complete, coherent sentences.
c. Has grade-level appropriate grammar, capitalization, and punctuation.
d. Has discernible paragraphs with most of the elements of a friendly letter.
e. Lacks cursive handwriting.

Additional instructional steps for the writer’s growth would include:
a. Practicing cursive writing and encouraging the student to use it when writing his/her
essay.
b. Reviewing the elements of a friendly letter.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 3 high
Characteristics that make the paper a high 3:
a. Responds to the prompt.
b. Has mainly complete sentences.
c. Has some descriptive language.
d. Has legible handwriting using cursive.
e. Has mainly grade-level appropriate grammar, capitalization, and spelling.
f. Has almost all components of a friendly letter.
g. Needs more descriptive language.
Additional instructional steps for the writer’s growth would include:
a. Reviewing the elements of the friendly letter format.
b. Modeling how to improve descriptive language.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 3 anchor
Characteristics that make the paper an anchor 3:
a. Has some variety in word choice and descriptive language.
b. Has descriptive paragraphs.
c. Is organized in correct letter form.
d. Has mainly grade-level appropriate grammar, capitalization, and punctuation.
e. Lacks consistent subject-verb agreement.
f. Fails to address all elements of the prompt.
Additional instructional steps for the writer’s growth would include:
a. Teaching the student to use the same subject-verb agreement throughout the entire
essay.
b. Reviewing the writing prompt and teaching the student to return to it to be sure that all
elements are addressed in his/her essay.
c. Teaching the student some prewriting techniques and structures.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 3 low
Characteristics that make the paper a low 3:
a. Responds to the prompt.
b. Contains discernible paragraphs.
c. Has grade-level appropriate grammar and capitalization.
d. Has several misspelled words (i.e., football, science, our).
e. Includes run-on sentences.
f. Leaves main idea when describing Bakersfield and reverts back to self (favorite
sports) in final paragraph.
Additional instructional steps for the writer’s growth would include:
a. Practicing correct spelling and punctuation usage by completing DOL daily.
b. Instructing the student on the rules for using a period and then modeling how to apply
those rules when writing.
c. Modeling how to write a topic sentence with supporting details.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 2 high
Characteristics that make the paper a high 2:
a. Responds to the prompt in correct letter form.
b. Contains discernible paragraphs.
c. Has mostly legible writing with few errors that interfere with meaning.
d. Has little variety in word choice.
e. Lacks a variety of sentence patterns.
f. Some proper nouns lack capitalization.
g. Has frequent errors in spelling.
Additional instructional steps for the writer’s growth would include:
a. Modeling how to improve word choice variety.
b. Demonstrating a variety of ways to begin sentences.
c. Teaching the student basic spelling rules and patterns to increase his/her personal
dictionary.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 2 anchor
Characteristics that make the paper an anchor 2:
a. Attempts to respond to the prompt.
b. Has writing that is legible with e rrors that may interfere with meaning.
c. Contains few elements of a personal letter, not organized in correct letter form.
d. Contains random spelling errors.
Additional instructional steps for the writer’s growth would include:
a. Reviewing the correct friendly letter format.
b. Reviewing the writing prompt and teaching the student to return to it to be sure that all
elements are addressed in his/her essay.
c. Teaching the student some techniques for proofreading.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 2 low
Characteristics that make the paper a low 2
a. Attempts to respond to the prompt.
b. Includes the elements of a friendly letter.
c. Has mostly legible writing.
d. Contains random capitalization.
e. Lacks end marks.
f. Has little variety in word choice.
g. Confuses “in” for “and”.

Additional instructional steps for the writer’s growth would include:
a. Reviewing the capitalization rules for proper nouns.
b. Instructing the student on the elements and structure of a complete sentence.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 1 high
Characteristics that make the paper a high 1:
a. Attempts to respond to the prompt.
b. Written in correct letter form.
c. Lacks end marks.
d. Lacks proper capitalization.
e. Contains mainly basic sight words with no descriptive language.
Additional instructional steps for the writer’s growth would include:
a. Instructing the student on the elements and structure of a complete sentence.
b. Reviewing the capitalization rule for the proper pronoun, “I”.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 1 anchor
Characteristics that make the paper an anchor 1:
a. Does not respond to the prompt.
b. Has mainly incomplete, incoherent sentences.
c. Is not in correct letter form.
d. Writing is mostly illegible.
e. Contains an attempt at a friendly letter.
Additional instructional steps for the writer’s growth would include:
a. Practicing correct letter formation in cursive and manuscript.
b. Teachi ng the student basic spelling rules and patterns to increase his/her personal
dictionary.
c. Instructing the student on the elements and structure of a complete sentence.

Teacher Notes:

District Writing Sample Scoring Rationale
Third Prompt, Grade 3
Personal Letter
Writing to a Pen Pal

Rubric Score Point: 1 low
Characteristics that make the paper a low 1:
a. Does not respond to the prompt.
b. Has mainly incomplete or incoherent sentences.
c. Contains numerous misspelled words and inventive spellings that interfere with
meaning.
d. Writing is mostly illegible.
e. Attempts correct letter form.
f. Includes random capitalization and numerous grammatical errors.
Additional instructional steps for the writer’s growth would include:
a. Practicing correct letter formation in cursive and manuscript.
b. Teaching the student basic spelling rules and patterns to increase his/her personal
dictionary.
c. Instructing the student on the elements and structure of a complete sentence.

Teacher Notes:

