**YLKWA Letter Checklist for Effective Writing**
1. **Your Address:**
- [Street Address]
- [City, State, Zip Code]
- [Email Address]
- [Phone Number]
2. **Date:**
- [Month Day, Year]
3. **Recipient's Address:**
- [Recipient's Name]
- [Company/Organization Name]
- [Street Address]
- [City, State, Zip Code]
4. **Salutation:**
- [Dear Recipient's Name, ]
5. **Introduction:**
- Briefly introduce yourself.
- State the purpose of the letter.
6. **Body:**
- **Key Point 1:**
- [Explain your first main point.]
- **Key Point 2:**
- [Explain your second main point.]
- **Key Point 3:**
- [Explain your third main point.]
7. **Conclusion:**
- Summarize the main points.
- State any actions you would like the recipient to take.
8. **Closing:**
- [Sincerely/Best regards, ]
- [Your Name]
9. **Enclosures (if any) :**
- [List of attached documents]
10. **Proofread:**
- Check for grammar and spelling errors.
- Ensure clarity and conciseness.
11. **Format:**
- Use professional formatting (font, spacing, margins).
- Ensure alignment and presentation are consistent.
**Note:** Fill in the placeholders with appropriate information as per
your situation.



