
Write a Letter: Teacher Checklist 

Student Name:  ___________________________________        Date: __________________ 

Subject: _________________________________________        Grade: _________________ 

Letter Structure 

●​ Introduction 

[     ] Includes a proper greeting 

[     ] Clearly states the purpose of the letter 

●​ Body 

[     ] Explains the concept accurately 

[     ] Uses simple and clear language 

[     ] Breaks down the concept into understandable parts 

[     ] Includes relevant examples or analogies 

●​ Conclusion 

[     ] Summarizes the main points 

[     ] Includes a closing statement or question 

 

Content Accuracy 

[     ] The explanation of the concept is factually correct 

[     ] Key terms and definitions are used appropriately 

[     ] Includes all essential components of the concept 

 

Clarity and Coherence 

[     ] Ideas are logically organized and flow smoothly 

[     ] Sentences are clear and concise 

[     ] The explanation can be easily understood by someone unfamiliar with the topic 

 

Engagement and Personalization 

[     ] The letter is engaging and holds the reader's interest 

[     ] The student has personalized the letter (e.g., using a friendly tone, including personal anecdotes) 

Language and Grammar 



[     ] Spelling is accurate 

[     ] Grammar and punctuation are correct 

[     ] Vocabulary is appropriate for the intended audience 

 

Reflection and Self-Assessment 

[     ] The student reflects on their own understanding of the concept 

[     ] The letter includes insights into what the student found challenging or interesting 

 

 

Additional Comments: 

 

 

 

 

 

Overall Assessment 

[     ] Exceeds Expectations 

[     ] Meets Expectations 

[     ] Approaching Expectations 

[     ] Needs Improvement 

 

 

 

 

 

 

By using this checklist, teachers can systematically evaluate each student's letter, ensuring that all critical 

elements of understanding and communication are assessed. This also helps provide specific and 

constructive feedback to guide students in their learning process. 

 


