Professional Correspondence Editing Checklist
In each email, make sure you DO have the following:

· Meaningful and Precise Subject Line (ex: Torrez’s Request for Recommendation)
· Date

· Salutation/ Greeting

· Address of the reader
· Capitalization of proper nouns, first words in the sentence, etc.

· Correct grammar 

· Correct punctuation (avoid exclamation points)
· Clear purpose, audience, and message

· Paragraphs to indicate change in subject matter

· Polite and professional tone (use formal language)
· A “Thank you for your time” 

· Closing/ Signature (include full name, email, phone #) 

In each email, make sure your sentences DO NOT have the following:

· Run-ons  (ex: Ms. Kelley is my teacher crushes my dreams.)

· Comma splices (ex: Ms. Kelley is my teacher, she crushes my dreams.)

· Fragments  (ex: Wanting to discuss my English grade.)

· Misspelled words 

· Misspelled names (No one will take you seriously.)

· Nicknames

· Repetitions or unnecessary information (Honor your reader’s time.) 

· Accusatory Tone (ex: You made me fail.)

To:kat.kelley@austinisd.org
Cc: 
(Carbon copy is for sending emails to those affiliated indirectly with the subject matter.)
Bcc: 
(Blind Carbon copy used for privileged information to a source—other recipients will not see you’ve sent it to this person.)


Subject: Request for a Recommendation 

Dear Ms. Kelley:

In the introductory paragraph, you state your purpose for writing the letter.  If you are applying for a job or for college, you want to emphasize your interest and declare your general qualifications or fit for the job or school. 

In the body paragraphs, you explain your points in greater detail.  In a job application cover letter, you would address the company’s needs and your skills and experiences that fit those needs.

You may want to divide your body into a few paragraphs to emphasize separate points. Use block format so that each part of the letter begins at the left margin.
In the conclusion, you want to restate your main point or express your enthusiasm.  You should also thank the recipient for his or her time. 


Sincerely,

Your Full Name

Title (if applicable)
Company (if applicable)
Contact Numbers (distinguish cell, work, home)
Email
Write a meaningful but concise subject heading





Use a proper salutation, followed by a colon.  Use a comma for informal communication.





Finish your email with a closing and full signature, including your name and contact information.  You want to make sure the recipient can contact you.








