September 15, 2010

Catherine Braithwaite1
Rotman School of Management

University of Toronto

105 St. George Street

Toronto, ON  M5S 3E6

Dear Catherine,2
After our phone conversation about writing me a Letter of Support I have decided to write to you3 to ask you to write for me.

I know you remember me4 from your class a few year’s5 ago.  I was the one you said should6 market my hand raising as one day I could make millions off of it7.
I got8 into Oxford University in England so9 I need your support in writing me a10 Letter of Support.

As11 I don’t12 have a lot of money13 and need lots14 to go to England that is why I need you to write me a Letter of Support.  Actually I need three of them15.

My details16 are;17 I was in your British/Canadian Marketing class in 2008, My18 final paper was called Can19 a Colony Market the Motherland?, you20 gave me an 85%.

I have enclosed21 with this letter;22 Oxford’s proposal, my essay, my transcripts, and the application pkgs23.

You can reach me at my phone24 (416) 547-3624 or at my email25 kstewart@utoronto.ca.

Can you make sure27 you get these letters in by Oct. 1528.  I will much29 appreciate it and be eternally grateful.

Talk to you soon30.
Yours truly,31
Katie32
Katie Stewart
21-104 Ulster Street

Toronto, ON  M6G 1E533
1When writing to a person you know casually, and in this case it has been a few years since the writer last spoke at any length to this person, then the formal business approach is required. Also, in this case, you are writing to a past professor and most likely the chances of being on a casual first name basis (even if you called them by their first name in class) is slim.  Professor Braithwaite earned her title; she deserves the respect she is due.

2Again too informal.  Proper business format (Block Letter format) requires: Dear + Title + Initial (if available) + Last Name + colon.

3The previous line states that a conversation took place and the writing of Letters of Support were discussed.  This second sentence contradicts the first sentence, as if the conversation never happened.  Wordiness here.

4Never assume anything.  A professor can technically have up to hundreds+ of students per term.  There are three terms in a year.  In every class there are students that come to “visit” often; others email frequently; and still others are the ones who are outspoken in class.  While each class is memorable, not every student falls easily out of the professor’s gray matter.  Therefore, if you are one of the aforementioned memorable ones, then you need to remind the professor of who you are.  

5Spelling/Grammar  Incorrect use of an apostrophe.  The apostrophe here indicates possession of ago.  Ago does not belong to year, therefore the use of the apostrophe does not fit.  Grammar checker would have caught this.

6This starts a quotation, or at least a paraphrase of what the professor said.  It should be noted as such with quotation marks.  It should read … you said, “should …

7The ending of the quotation … of it.”  Note the end period goes inside the quotation marks.

8Word Choice  “Got” is a colloquial term.  Careful of how it is used in a professional paper.  Here it is inappropriate.  Choose another word.

9Sentence Fragment  This sentence should be joined with the last one to make a complete thought.  This is a compound-complex sentence with the first sentence being the complete thought, and the second sentence as an independent thought which needs to be attached to the first sentence to make full sense.

10The assignment said you were to ask for three letters to be written.  This is an example of not reading the question properly, or assuming you know the answer before you have fully read the question, or not double-checking if you have answered the question fully after you have written the answer.

11Run-on sentence.

Tone is extremely poor here.  It is almost a “poor me” statement.  Not appropriate for this situation.

12Contractions  Some say do, some say don’t.  It depends on the formality of the message.  For the casual tone of this message it would be acceptable; the problem is this should be formal in tone, therefore a contraction is not the best course of action.
13Focusing the lack of money on the writer versus the situation.  Do not put too many personal emotions and feelings into a situation like this.  This is professional and formal.  The lack of money is a result of going to a foreign institution.  I imagine if she stayed in Canada, money would not be an issue.

14Tone  Inappropriate.  This is disrespectful to the reader of the paper, and also to the writer.  This information is not required.

15Surprise!  It is as if all of a sudden the writer realized they needed three letters and not one.  As a student writing this paper, and going back to link #10, it appears that you have all of a sudden recognized you did not answer the first part of the question correctly so you have thrown this in just to cover your bases.  Poor form.

16Details about what?  Clarification is needed here.

17Colon  A colon is used when a list follows.

18Punctuation  This should be a period.  Otherwise this sentence is a comma splice.  It is the end of one complete thought and the beginning of another.

19Quotation Marks  When you are indicating a paper, you need to put quotation marks around it, as it is a proper title.  It should look like this … called, “Can …

20Quotation Marks  To follow up the quotation and to correct another comma splice, the end of the sentence should be as follows: … Motherland?”  You …

21These should also be mentioned at the bottom left of the letter, as Encl.  This was not done.

22Colon  Again improper use of semi-colon versus colon.  When a list follows, a colon is placed at the beginning of the list.

23Grammar  Do not use short forms of words, unless it is a grouping of words and it is part of the required style of the document.  This is too casual.  

Parallelism  There is a problem with parallelism in this sentence.

24Spelling  Correct spelling is “a hold.”  Spell and Grammar Checker would have caught this.

25Wordiness  Are all of these words necessary?  How could you make this concise?

26Wordiness  Repetition of wordiness.

27Tone  Tone is a little harsh here.  Consider rewording.

28Date  Write the month in full, as well the number 15 should be followed by the superscript th.  Grammar Checker would have caught this.

29Word Choice  Incorrect use of verb.  This is the regular verb, but what is required here is the past tense of the verb “will” which is “would.”

30Tone  Too casual.  Also, this could be construed as being a bit phony.  If you haven’t talked to this professor in a considerable length of time, why would you think you will start now?

31Closing  When signing off business messages, it is advised to use “yours sincerely” or “cordially.”  “Yours truly” is suited for casual messages, which fits for the style this writer chose to write in.

32To keep with the formality of the letter, the full name should be signed.

33Format  The address should go before the date at the top of the letter.  This area should include the Encl. section, which unfortunately is missing from this letter.

