
Guidelines for Proofreading Your 
Letter 

 
 

1.  Reread your letter to be sure it 
makes sense. 

 
2. Be sure you have responded to 
what the teacher or a peer wrote to 
you. 

 
3. Write the date. 
 
4. Check the greeting and the 

closing. 
 

5. Check your spelling, 
capitalization, and punctuation. 


