Some questions to ask yourself to help you revise a letter…

	PURPOSE/AUDIENCE
	· Have you thought about whom the reader is and what that person would like to know?

· Have you narrowed your topic?

· Have you stayed focused on the reason for writing?

· Have you looked at models of letters to guide you in your writing?

· Are your voice and/or tone appropriate for the reader, your purpose, and the letter you are writing?

	IDEA DEVELOPMENT/SUPPORT
	· Does your letter have a main idea?

· Have you supported that idea in a variety of ways?

· Have you used idea development strategies appropriate for the letter you are writing?

· Have you anticipated and taken care of readers’ needs/questions?

	ORGANIZATION
	· Have you organized the letter so the reader can make sense of it?

· Did you give the reader some “reststops” (paragraphs)?

· What organizational strategies have you used to help the reader move through the letter, e.g., do you use transition words and phrases, etc.?

	SENTENCES
	· Do your sentences start in different ways?

· Are some long and some short?

· Are they complete?

	LANGUAGE
	· Are the words interesting?

· Are the verbs lively and the nouns specific?

· Are the words used correctly?

· Have you used language appropriate for the content, purpose, and reader?

	CORRECTNESS
	· Have you spelled the words correctly?

· Have you used capital letters where they are needed?


