
Plan

9.	 Are you satisfied your letter / email  will achieve its objective?
	 •	 Are all points in a logical order? Have you avoided jargon, 
	 	 if appropriate? 
	 	 Have you used plain English?

10.	 FINAL CHECK
	 • Check the name, address and any enclosures or attachments
	 • Check grammar, spelling and punctuation
	 • Check the opening and sign-off are appropriate

Review

Write - in clear, readable English


