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You are thoughtful: ________________________ (Editor Name)
Thank you for taking the time and using your considerable intellect to help me.
Read Number 1: Read for understanding
Make no editing suggestions. Read for understanding, but avoid asking questions. 
Read Number 2: Underline Grammar or spelling errors (? If you are not sure)
i) Cross out all contractions and write in the more formal phrase

 (They’re should become they are.  She’s should become she is) 

ii) Circle the sentence which is the easiest for you to understand.

ii) Cross out three sentences that you find unclear or overly wordy. 

iii)Re-write unclear sentences using the same structure as the sentence you underlined. It should be shorter.

Read Number 3: Organization and Tone 
i) Circle the descriptive phrase that best describes the tone of the article.
a) polite but weak 
c)  rude and strong

b) weak and rude  
d) polite and strong  
ii) In the space provided, copy two phrases from the draft that demonstrates this tone ______________________________                                         ______________________________

iii) Locate the thesis and directional statement of this letter to the editor and copy them here.

______________________________________________________________________________________________________________________________________________________________________
iv) Circle your answer to the question: Does the letter follow the directional statement?
A) TRUE  B) FALSE 

v) Locate 3 facts that your peer uses to prove their thesis and write them here.
1




2



3.
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You are generous: ________________________ (Editor Name)
Thank you for taking the time and using your considerable intellect to help me.
Read Number 1: Read for understanding
Make no editing suggestions. Read for understanding, but avoid asking questions. 

Read Number 2: Underline Grammar or spelling errors (? If you are not sure)
ii) Cross out all contractions and write in the more formal phrase

 (They’re should become they are.  She’s should become she is) 

ii) Circle the sentence which is the easiest for you to understand.

ii) Cross out three sentences that you find unclear or overly wordy. 

iii)Re-write unclear sentences using the same structure as the sentence you underlined. It should be shorter.

Read Number 3: Organization and Tone 
i) Circle the descriptive phrase that best describes the tone of the article.

c) polite but weak 
c)  rude and strong

d) weak and rude  
d) polite and strong  
ii) In the space provided, copy two phrases from the draft that demonstrates this tone ______________________________                                         ______________________________

iii) Locate the thesis and directional statement of this letter to the editor and copy them here.

______________________________________________________________________________________________________________________________________________________________________

iv) Circle your answer to the question: Does the letter follow the directional statement?

A) TRUE  B) FALSE 

v) Locate 3 facts that your peer uses to prove their thesis and write them here.

1




2



3.
“What is written without effort is read without pleasure” 
-Samuel Johnson (poet, essayist, moralist, literary critic, biographer, editor and lexicographer)
Read 1:  Spelling and Redundancies 
Technique:  Read your Letter (silently) word for word backwards searching for spelling errors and redundant words or phrases. 
Required Action: 

i) If you use a word more than three times, select another word.
ii)  If any word has two meanings circle it and assert that it is used in the correct context.  --there, their and they’re, Two, too, to, Then, than
Read 2: Clarity 

Technique: Read your letter (out loud) slowly and quietly. Listen to yourself read.  PAUSE for 5 seconds after every sentence and consider if it was the most clear and way to express this idea.  
Required Action: 

i) Cross out a minimum of 3 sentences and re-write them using fewer words. --Ie. Simeon ate a donut VS.  The donut was eaten by Simeon.

Read 3:  Organization
Technique: Read your body paragraphs in a different order, and consider if this is superior in any way. 
Required Action: Highlight your thesis and directional statement. Write 1, 2, and 3 above the three ways you will prove your thesis.  Your body paragraphs should come in that order. 

Read 4: Tone

Technique:  Read only the first and last sentence of your letter to the editor and imagine that it was written to your grandmother.  

Required Action: If you would not like your grandmother to be addressed in this way, re-write!
