Writing Application Letters
Revising in Action
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Revise with a checklist. 
Read each line. When you can answer each question with a yes, check it off.

Ideas
	
	
Does the letter clearly state your intentions?

	
	Does it express why you are qualified for the position?



Organization
	
	Does the beginning identify what you are applying for?

	
	Does the middle include key details about you?

	
	Does the middle also give reasons that explain why the reader should grant your request?

	
	Does the ending thank the reader and express hope for a response?



Voice
	
	Does the whole letter show a proper level of interest?



Word Choice
	
	Do I use specific nouns and verbs?

	
	Do my words reflect the formality (seriousness) of the request?



Sentence Fluency
	
	Do my sentences read smoothly?

	
	[bookmark: _GoBack]Did I combine short, choppy sentences?
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