How to write a portfolio letter
1. compose it at the end of term; give the date
2. write one to two pages 

3. start your text like a real letter: “Dear readers, enclosed you will find …”

4. talk about your strengths and your weaknesses and how you have developed your skills during the last year

5. find a conclusion to finish your letter; maybe you refer to what you have learned this year in general

6. check structure and language:

· ideas and arguments clear?

· voacabulary and grammar correct?

· spelling correct?

· layout nice and tidy?

