CALPRO 
Optimizing ESL Instructional Planning: Management, Monitoring, and Reflection (online course)

Monitoring Strategy:

Checklist for Business Letter Format

Put a check (() if this is true about your letter:
(
It has the tenant’s address at the top.
(
It has the date.
(
It has the landlord’s address.
· It has a greeting with correct punctuation.
(
It has a closing with correct punctuation.


Monitoring Strategy:

Checklist for letter content requirements Obj. 6.3

Put a check (() if this is true about your letter:
(
It has a sentence describing the problem.
(
It has a sentence explaining how long the problem has been
        going on.
(
It has a sentence requesting a repair.
(
It has a sentence suggesting a time limit for when the repair
        should be completed and when it can be scheduled.
(
It has a signature.


Student Signature: 


_______________   
Teacher Signature:_____________________________
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