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Symbol 

  
Writing Focus 

Suggestion 
Is the Writing Focus achieved effectively?  If the 
answer is NO, offer a suggestion on how to fix it. 

 
 
 
 

 

 

Quick Check 
Check and see if the items below have 

been included in the letter. If not 
please make note of it on the paper: 

 

1. Begins “Dear Editor,” - aligned left 
2. 12pt. Font 
3. Double Spaced 
4. Indented Paragraphs 
5. Proper MLA Heading 
6. Signed “Sincerely,” + Name – aligned left 

 

  

Focus 
 

What is the writer’s Purpose?  
Does the writer take a stance/establish 

his/her point of view? Highlight, in 
the introduction paragraph, the 
Thesis Statement and major 
issues the letter will address. 

 

 

  

Arguments 
 

Does the writer use Arguments that 
make sense and support  

his/her Claim? Highlight, in  
the body paragraphs, the Arguments 

the writer makes. 
 

 

  

Parenthetical Citations 
 

Are the quotes Properly  
Cited?  Does the writer use a variety 

of effective verbs for lead-ins?  
 

Example: Jeremy Rifkin asserts that 
“…(pigs) crave affection and are easily 
depressed if isolated…” (15). 
 

 



 

 

 
 
 

  

 

Opinions 
 

Highlight, in the body paragraphs, the 
Opinions the writer expresses.  Has 

the writer responded to each idea 
expressed in the textual evidence by 
agreeing or disagreeing with it and 
explaining why? Are the writer’s 

Opinions clear and understandable? 
 

 

 

  

 
Rhetorical Devices 

 

Where has the writer included Ethos, 
Pathos, or Logos?  Highlight  
all of the examples that you can  
find in the letter and label them. 

 
 

 

  

 
Word Choice 

 

Highlight any “Key” words or phrases 
that have been repeated or words that 

are weak or words that are used 
incorrectly by the writer. 

 
 

 

  
Conventions 

 

Put a box around any words that you 
believe are misspelled.  Change any 

words that you know are wrong.   
Add in words that are missing.   

Rewrite sentences so they make 
sense.  Put 3 lines under the beginning 
of each word that you believe should  
be capitalized.  Put a line through  

any word that shouldn’t be 
Capitalized.  Check for punctuation 

(commas, periods, semi-colons).  
 

 

Reviewed By: _________________________________________________________________ 




