Author’s Name: _____________________    Reviewed by: ________________________

GENERAL FORMAT

1.  There is a two-inch margin between the top of the page and the date

Y/N

2.  The sender’s address contains the sender’s physical home address

Y/N

     The sender’s address does NOT contain the sender’s name


Y/N

     The sender’s address contains the sender’s email address



Y/N

3.  The inside address refers to a specific human being to whom the letter


will be mailed








Y/N

     The inside address refers to the addressee as “Mr.” or “Ms.”


Y/N

     The inside address is a specific physical address of a business


Y/N

     The inside address includes the organization to which the addressee belongs
Y/N

4.  The salutation refers to the addressee as “Mr.” or “Ms.”



Y/N

     The salutation ends with a colon, not a comma




Y/N

5.  The signature block has a professional closing (“Regards,” not “Love”)

Y/N

     The signature block contains the sender’s full name typed three to four


lines below the closing






Y/N

     The signature block contains the sender’s signature in black or blue ink

Y/N

6.  If there are any enclosures, the word “Enclosures” is written at the bottom


of the letter








Y/N

     If the letter is being sent to additional recipients, they are listed after 

the initials “CC:”







Y/N

7.  The entire letter is aligned left with no indentations



Y/N

     There is an extra line space between paragraphs




Y/N

QUALITY

1.  The letter is free from grammatical and spelling errors



Y/N

     The letter has properly formatted uses of quoted material


Y/N
OPENING PARAGRAPH

1.  The author introduces himself or herself





Y/N

2.  The author states his or her claim






Y/N

     The claim says specifically what should be done




Y/N

     The claim says specifically who should do the thing to be done


Y/N

     The claim says specifically when the thing to be done should be done

Y/N

     The claim provides three specific reasons why the thing to be done 

should be done







Y/N

     The arguments are either logical reasons or ethical reasons as to why the

thing to be done should be done





Y/N

SECOND PARAGRAPH

1.  The author frames the topic by telling who is affected by the 

current situation







Y/N

     The author frames the topic by telling how the currently affected


people are affected and how badly they are affected



Y/N

     The author frames the topic by telling what could be gained if the situation


is changed in the way he or she is suggesting




Y/N

     The author restates the first half of his or her claim, including the 


who, what, and when of the claim





Y/N

BODY PARAGRAPHS

1.  The body paragraphs each have a topic sentence laying out what the main


idea of each paragraph will be





Y/N

2.  The body paragraphs each have a transitional sentence at the end of the


paragraph that show the link between one paragraph/idea and the


next paragraph/idea







Y/N

3.  The body paragraphs each provide specific detailed evidence in support


of the main idea of the paragraph.





Y/N
     The specific detailed evidence, if it is factual information, includes a


citation indicating where the information was found, linking back to


a list of works cited







Y/N

     The specific evidence actually supports the argument that is being made
Y/N

     Any body paragraph has 5-8 sentences





Y/N

4.  A minimum of three arguments are presented in support of the claim

Y/N

     A counter-argument is presented and supported




Y/N

     The counter-argument is refuted with either logical arguments or specific


factual information







Y/N

5.  The arguments, counter-argument, and counter-counter-argument are

presented in an effective logical order




Y/N

6.  The author uses a minimum of one piece of quoted material per argument
Y/N

7.  The author lays out a plan, if possible, telling the recipient how he or she can


accomplish the goal the author has set for him or her


Y/N

CLOSING PARAGRAPH

1.  The author re-states the claim, including the reasons why the recipient


should grant the author’s request





Y/N

2.  The author makes a statement of solidarity with the recipient


Y/N

WORKS CITED LIST

1.  Letter contains a list of works cited





Y/N

     The list of works cited has a centered title





Y/N

     The works cited entries are properly alphabetized



Y/N

     Each entry is properly formatted with a hanging indent if necessary

Y/N

     Each entry is properly punctuated






Y/N

Final thoughts and suggestions: ______________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

