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Letter ing Checklist

Yes No

Heading:
Q Doestheletterhgvea ight corner?

co m?g

o xam o
Body:
Q Poesy: letternfive

o Paragraphs?

o Top Sgntence’
Detail

o ConcluSr

Closing:
Q Isthere aclosing on aline by itself?

Signature:
Q Isthe letter signed on aline by itself?

Conventions:
o Does the letter have capital letters at the beginning of
every sentence?
o Doesthe letter have question marks and periods in the
right place?
o Haveyouspell checked all words you’re not POSTIVE
about?

“The wastebaskef is a writer’s best friend.”
Isaac Bashevis Singer (1904 — 1991)




