Editor’s Name _________________           


Writer’s Name __________________
Business Letter
Check List for Self or Peer Review
1.  _____ At the top left-hand side of paper, I have started the three-lined heading: my street 


    address; city, state zip; date. (C, P)

2. _____ I have skipped one/two lines before starting the inside address, also starting at left side 

               of page. (P)

3. _____ I have written the three/four-lined inside address (name/address of person writing to): 

               name; (company); street, city, state zip. (C, P)

4. _____ I have skipped one/two lines before starting greeting of letter. (P)

5. _____ Starting at margin, I have started off with “Dear Mr./Ms. …” ; all words are capitalized.


   (C, P)
6. _____ There is a colon (:) after the greeting. (P)
7. _____ There is no indenting of any lines in letter body, and a line is skipped between each 


    paragraph (block style); the left margin is used consistently. (P)

8. _____ I have three separate paragraphs: introduction, purpose, thank-you. (O)
9. _____ First paragraph (introduction) and second paragraph (purpose) are developed. (I)
10. ____ Final paragraph thanks person, gives return date if appropriate. (I)

11. ____ I have tried to put a personal stamp on this note. (V)
12. ____ I have tried to use some mature vocabulary. (WC)
13. ____ I have control of my sentences (no fragments, run-on, comma splices) and made an 


   effort to create varied structures. (SF)

14. ____ I have capitalized, punctuated, and spelled everything correctly. (C)

15. ____ I have skipped a line between the final paragraph and the closing. (P)

16. ____ I have closed my letter at the left margin, aligned with all other paragraphs and used

 
   appropriate wording. (WC, C, P)

17. ____ I have only capitalized the first word in the closing. (C)

19. ____ I have skipped two/three lines between the closing and then typed my name. (P)

18. ____ I have signed my name neatly between the  closing and typed name (not with a scrawl). (P) 
