Letter Writing Check List
	
	YES
	NO

	Are relevant contact details included?
	
	

	Is the letter dated?
	
	

	Is the letter addressed to a named recipient?
	
	

	Does the letter state the reason for writing in the first paragraph?
	
	

	Is a suitable introduction to the candidate made?
	
	

	Does the introduction reflect a considered awareness of/research into the business/individual that is being contacted?  Has the candidate done their homework?
	
	

	Is the letter politely phrased?
	
	

	Does the letter ramble?
	
	

	Does the content of the letter fit within one A4 side?
	
	

	Does the candidate use appropriate language?
	
	

	Is it well pitched?
	
	

	Too formal? – Please highlight
	
	

	Too casual? – Please highlight
	
	

	Are there spelling errors? – Please highlight 
	
	

	Are there grammatical errors? – Please highlight
	
	

	Is the tone of the letter upbeat and positive?
	
	

	Would you get back in touch with this candidate?
	
	

	If so why?
	


	

	If not why?
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