Writing E-Mails and Letters

The World Bank

Mechanics Checklist


Punctuation

 FORMCHECKBOX 

I have used appropriate punctuation in compound sentences, both with and without coordinating conjunctions.

 FORMCHECKBOX 

I have used semicolons before transitional words in compound sentences, commas after.
 FORMCHECKBOX 

I have used commas following clauses in complex sentences.

Parallelism

 FORMCHECKBOX 

I have used correct parallel construction. 

Lists and Series

 FORMCHECKBOX 

I have used serial commas and semicolons correctly.
 FORMCHECKBOX 

I have used colons to introduce lists when appropriate.
 FORMCHECKBOX 

I have used correct punctuation following items in lists.
Relative Pronouns

 FORMCHECKBOX 

I have used that to introduce clauses essential to the meaning of a sentence.

 FORMCHECKBOX 

I have used which to introduce clauses that are not essential to the meaning of a sentence.

Capitalization

 FORMCHECKBOX 

I have checked for correct capitalization.

