Writing Effectively for the ILO


Message Writing Checklist

	What type of message have you written?
	Memo, letter, email, or meeting record

	Have you determined why this form is the best choice for your message?
	

	Have you analysed your readers and worked out their needs? 
	

	Have you followed an appropriate organizational pattern for your message? 
	

	Does the subject line (if included) give a clear indication of your purpose? 
	

	Does the opening paragraph make the document's purpose clear? 
	

	Is it clear what the reader has to DO? 
	

	Are all paragraphs unified and well constructed? 
	

	Do paragraphs flow easily from one to the next?
	

	Is the level of formality/informality appropriate for the reader and context?
	

	Has all unnecessary information been eliminated? 
	

	Have you been as brief as possible without leaving out any important information? 
	

	Have you created any problems for your readers by your word usage (jargon, abbreviations, unfamiliar words)? 
	

	Have you followed formatting requirements for this type of correspondence? 
	


