Editor’s Name _________________           Writer’s Name __________________
Thank-You Note
Check List for Self or Peer Review
1.  _____ Starting at 2” margin, I have started with the proper date. (this is below the return address)
2.            Typed mailing address correctly (type who letter is to)

3. _____ Colon after the greeting. 
4. _____ Used a 1” margin consistently. 
5.            Changed the date in paragraph one (do not change anything else)

6.             Leave paragraph two as is.
7. _____ Paragraph three; Made an effort to write the minimum number (3) of sentences. 
8. _____ Incorporated appropriate wording 
9. _____ Included details of what I learned from the job shadow 
10. _____ Showed appreciation for the job shadow
11. ____ Put a personal touch on this note. 
12. _____Used mature vocabulary. 
13. _____Used complete sentences (no fragments, run-on, comma splices). 

14. _____Capitalized, punctuated, and spelled everything correctly. 
15. _____Closed my letter with appropriate wording (Sincerely). 
16. _____Typed my name
17. _____I have signed my name neatly, with black or blue pen. 
18.           Do not staple this check list to the letter.
19.           Bring directly to Mrs. Meyer

20.           Tell Mrs. Meyer if this is being mailed or hand delivered
