Persuasive Letter: Self-Editing Check List
Letter and Works Cited Page DUE Thursday!!!


Check that your letter meets the following minimum requirements:

YES  /  No     Letter contains at least three paragraphs:  introduction, body, and conclusion

YES  /  No     A clear claim statement appears in the first paragraph

YES  /  No     Standard block business letter format is used

YES  /  No     At least two pieces of research are used—UNDERLINE BOTH!

YES  /  No     An MLA works cited page is attached to the letter

Your persuasive letter should NOT contain any of the following: 

_____ abbreviations

_____ contractions (aren’t, don’t, isn’t, etc.)

_____ references to your paper (In this letter, this quotations shows/proves)

_____ vague terms (“stuff,” “things”)

_____ sentences that begin with “So” (so is an adverb or a conjunction)

_____ sentences that begin with “And,”“But,” or “Well”

_____ no “I think,” “I feel,” or “In my opinion”—we know already; you are the writer

_____ avoid 2nd person pronouns (you, your) unless thanking your reader for his or her time

Reminders:

_____  If a sentence begins with a number, unless it is a year, spell it out 

_____ All other numbers under 10 need to be written in words

_____ Use the number and spell percent (40 percent, for example)

_____ 1920s (no apostrophe); twenties

_____ Use consistent verb tense—only switch intentionally.

_____ Use transitions between ideas

_____ Pronouns must be clear and agree with antecedents (the nouns to which they refer)

_____ If you provide a list, make sure it is parallel (Ex:  I like running, biking, and singing.)

_____ Spell-check and proofread your letter!  

_____ Double-check your draft for fragments and run-ons!!!  When you combine sentences, please remember to use a comma AND a conjunction.

_____If your sentence begins with an introductory phrase or clause, (like this one) be sure to place a comma between the intro piece and the independent clause, the main sentence.
_____ Avoid sentences that begin with “This” or “That” (when possible, replace “This” with what “This” stands for)


Checklist for a claim statement:

· It is contained in a single sentence (not a question).

· It appears near the end of the introduction paragraph, just before your call to action.

· It contains ONE controlling idea for the whole letter.

Incorporating Research into your Writing:

​​​​​_____  Blend quotations into one of your sentences using a comma if it is completing your sentence or a colon if it is attached to one of your sentences.  Don’t leave a quotation out there by itself!

_____  Provide your reader with a context for the quotation. Think:  What does a reader need to know in order to understand how/why this piece of information is important?


_____  Explain exactly how your research supports the idea you’re trying to prove.  This explanation needs to tie the quotation back to the main idea.

_____ Don’t say: “This quotation shows…,” use the word “quotation,” or say “I think this means…”
Example of an incorporated quote:  NOTICE the quote is incorporated and explained.

According to the National Safety Council, “alcohol is a factor in 40 percent of all fatal car crashes.”  This is a truly startling fact when one considers that avoiding the lethal combination of alcohol and driving could prevent almost half of all fatal crashes.


Final Drafting Day Checklist
_____  Read your letter from beginning to end and ensure all necessary parts are included.  It should be three paragraphs in length and have a clear introduction, body, and conclusion.


_____  Run through the editing checklist AGAIN in a final editing check.


_____  Review the example letter provided in your packet and check on the following:


· Is your letter suited to your purpose:  write a persuasive letter to a school official requesting a change/new program that would help students at Owen Valley High School deal with an important teen problem.


· Is your letter in Times New Roman 12 pt. font?


· Is your letter formatted to look like the example?


· Have you included the mailing address of the person to whom you are writing?  This should be the school address.


· Have you signed the letter?


· Does your letter contain two pieces of research?


· Are those pieces of research punctuated correctly?


· Is the research incorporated smoothly and blended into your own sentences?


· Is the research clearly explained?


· Is your research underlined?

Check that your letter meets the following minimum requirements:


YES  /  No     Letter contains at least three paragraphs:  introduction, body, and conclusion

YES  /  No     A clear claim statement appears in the first paragraph

YES  /  No     Standard block business letter format is used

YES  /  No     At least two pieces of research are used—UNDERLINE BOTH!

YES  /  No     An MLA works cited page is attached to the letter
















