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~ ENG 1PI ~

Informal Letter Assignment
Write a properly formatted informal letter for the topic listed below.  First, complete a rough copy of your letter.  Then, use time given in class to type up a good copy to hand in for marking.  When finished, hand in both for evaluation and marking.
LETTER TOPIC:    Write a thank you letter to someone who has influenced your life in a positive way.  Review the role he/she has played in your life and explain the effect his/her actions have had on it.  Tell him/her about what has happened since your experience with him/her and how you have been changed or influenced by it.

Letter Format
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· date written properly in the upper right-hand corner

· recipient’s name and address written properly

· letter contains appropriate salutation

· letter consists of FOUR (4) paragraphs

· introductory paragraph says “hello” and introduces the letter’s topic

· second and third paragraphs explain and discuss the topic

· concluding paragraph says “goodbye” and brings the letter to an end

· all paragraphs are indented

· letter contains appropriate closing statement

· student’s name is neatly signed at bottom of letter

Letter Content
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· ο letter content meets assignment requirements
· ο explanation and discussion of topic is detailed and thorough

· ο specific examples have been used to support explanation

· ο use of language is appropriate for the letter’s recipient

· ο content sounds sincere and honest

Mechanics
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· correct use of spelling
· correct use of grammar

· correct use of punctuation

· letter is neatly typed
· rough copy is completed and handed in along with the good copy
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