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Informative Writing Checklist
(Example, for Teacher Reference)

W.3.2

	Standard
	Characteristics of an Effective Informative Piece
	Characteristics of My Invitational Letter
	Yes? No?

	RI.3.1
	The focus of my piece shows that I understand the topic or text. Evidence from the text helps the reader to clearly understand my focus.
	The letter contains information about my particular water issue.
	

	W.3.2a
	I state my focus clearly, and my writing stays focused.
	The focus of the letter is inviting a guest to the PSA live launch.
	

	W.3.2a
	I have an introduction that gives the reader important information needed to understand the piece.
	The introduction gives some background information and introduces the water issue.
	

	W.3.2d
	I have a conclusion that restates the focus of the piece.
	The conclusion encourages the guest to come.
	

	W.3.2a
	My information is grouped to explain a main idea.
	The information is grouped to introduce the topic, and then the logistics of the presentation.
	

	W.3.2c
	I use linking words to connect ideas.
	
	

	W.3.2b
	I use facts, definitions, and details from the text to explain my ideas.
	I use facts from the texts to provide a brief introduction to my water issue.
	

	L.3.6
	The words I use show that I am knowledgeable about this topic.
	I use domain‐specific vocabulary about the water issue.
	

	W.3.4 
L.3.3
	My writing is appropriate for this purpose and audience.
	My writing is an invitational letter to a guest.
	

	L.3.1
	Words and sentences follow the rules of writing.
	
	

	L.3.2
	Spelling, capitalization, and punctuation are correct.
	
	


Directions for Peer Critique
W.3.5
1. Partner A: Read letter aloud to partner B and show it to him or her.
2. Partner B: Consider the criteria on the Criteria for an Effective Invitational Letter anchor chart.
3. Partner B: Identify one star (one thing your partner did well) and record your star on a sticky note.
· For example: “I noticed that you used abstract nouns to show excitement and enthusiasm to encourage your guest to come.”
4. Partner B: Identify one step (one thing your partner could improve) and record your step on a different‐colored sticky note.
· For example: “I would review your use of capital letters in the address. Are some missing?”
5. Repeat the process with partner B’s letter.
6. Explain your feedback—partner A first, then partner B.
7. Ask your partner clarifying questions if you don’t understand.
8. Revise your letters.[image: image1.emf]
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Drafting an Invitational Letter
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