Writing E-mails and Letters	: The World Bank Group

Assignment 4: Evaluate My Writing
For this part of Assignment 4, you are to evaluate and revise one of your own past e-mails or letters.
Choose a work e-mail or letter that you have previously written. (Do not use the same e-mail that you submitted as your assignment in Module 2.)
Copy this e-mail or letter as a Word document below. (Your tutor is not able to mark PDF or Outlook files.)
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Use this review sheet to evaluate your e-mail or letter. Consider its structure, reader focus, mechanics style, and tone. Be sure to indicate in the last column how you could improve it.

Structure, Reader Focus, and Mechanics 
	Effective writing
	Yes/ No
	Comments
	How could I improve?

	Good organization
	
	
	

	The purpose is clearly stated.

	
	
	

	The main message is stated up front, close to the beginning of the document.

	
	
	

	Similar information is grouped and labeled.

	
	
	

	The text has an established and evident hierarchy of organization.
	
	
	

	The text has one idea per paragraph.

	
	
	

	Reader focus
	
	
	

	The document anticipates questions the reader might ask.
	
	
	

	The reader’s questions are answered in a logical sequence.

	
	
	

	The document sets up and fulfills expectations for the reader.
	
	
	

	Mechanics
	
	
	

	Spelling, grammar, and punctuation are consistent and appropriate.
	
	
	

	The document uses visual techniques to support the logic of the text.
	
	
	



Style and Tone
	Effective writing
	Yes/ No
	Example
	How could I rephrase?

	The document is concise with no redundancy.
	
	
	

	The document uses verbs (rather than nouns) to express actions.
	
	
	

	The document uses mostly active-voice verbs.
	
	
	

	The document uses an appropriate and consistent tone.
	
	
	




Now that you have evaluated your document, please write the revised version below:


