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❶ My introducƟon is strong and grabs the reader. 
 
 
❷ My opinion is clearly stated. 
 
 
❸ I have a minimum of 3 clearly stated reasons that are backed 
       up with details, facts and/or examples. 
 
 
❹ My leƩer has a friendly and professional tone. 
 
 
❺ I’ve used strong emoƟve language. 
 
 
❻ My ideas are organized into paragraphs. 
 
 
❼  My spelling, grammar and punctuaƟon is correct. 
 
 
❽  My leƩer is concise and to the point. 
 
 
❾ My conclusion re‐states my opinion and Ɵes everything  
       together.  
 
❿ My conclusion includes a recommendaƟon or a call to acƟon.  


