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Business Letter Assignment
1. Review the Business Letter Parts below.  

Business Letter Parts
(Block Style Format):  Everything begins at the left with a 1 inch margin.  There are several sections of a letter that are required.  See the sample on the next page.  They are listed in order from top to bottom here:
· Return address – address of letter writer.
First and last name, address, city, state and zip code.  This can be done as a letterhead also. 
· The date – typed fully out Month day, year
· Inside address – of recipient (who you are writing the letter to) First and last name, title, Company, address, city, state and zip code.
· Subject Line (optional) if you have a subject line, it appears 2 lines below the inside address and before the salutation
· Salutation – If the person is not a friend, write “Dear Mr. Smith”. If the person is a friend, you may say “Dear Sally”.
· Three paragraphs of the Letter minimum

· Opening – Summary of why you are writing. This is the purpose of the letter.
· Body of Letter – Supporting facts, details, or necessary information about your letter purpose.  Could include a bullet list of items.  Should be clear and concise, grammar and error free.
· Closing Paragraph – Call to action, provide what needs to be done, or thank them for taking the time to read the letter
· Complimentary Closing – “Sincerely”, or “best regards”, “yours truly”, etc.…
· Space for a handwritten signature – 4 blank lines so you may sign.
· Writer:  Typed name of writer, their title, and any contact information not in the Return address (i.e., phone number, email address etc.).
· Enclosure:  Types 2 lines below the letter writers name and title if something is being sent along with the letter.
2. Review a typed letter sample with the proper spacing and format below
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FRIENDS AND NEIGHBORS
516 W. lowa Stieet Levsiieg
Dermott, AR 71638-2039
(8705550183
December 7,200 About 2 inches or 2 lines below letterhead Date
4
Letter
Mr: Alex P Perkla
Homemade Construction Autises
571S. Pecan Street
Dermott, AR 71638-2225
12
Dear Mr. Perkla Salutation
12
Thank you for helping to make this year's Friends and Neighbors Dinner Body
a success.

‘The tables and benches your crews built, delivered, and set up were put to
good use. Meals were enjoyed by 376 people who might otherwise have
spent their holiday alone and hungry.

Homemade Construction has a pos
reputation is well deserved.

ive reputation in the community. That

+2 Complimentary
Sincerely s

14
Chuck L. Fosgate, Chair f:g::'""
Friends and Neighbors Dinner

42
Enclosures Enclosure

Notation

H P Type here to search




3. The enclosure means that there is something being mailed along with the letter and should be indicated in the letter by stating something like “Enclosed is a picture of our table setup for your review”.  If you are seding only a letter with nothing else, you do not need the enclosure.


Read the sample above.  Does this letter need an Enclosure?  




4. Type the letter as shown above (nothing in green text as that is for teaching).  Use your name as the sender in the clossing and hand it into google classroom.  Use today’s date. 
5.  Below is sample letter 2.  You work for Home National Bank.  Your title is Loan Officer.  Review and type the letter in proper letter format.  Use today’s date and sign it from you.  If an enclosure is needed, please add it. 
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Sample Sales Letter

Home National Bark
902 Home Avenue.
Portland, Oregon 97207

March 8, 2008

Mr. George W. Marion
Boston Transit Authariy
57 West City Avenue Bosion, MA02110

Subject: Magic Loans

Dear Mr. Marion,

At this time, each year, everyone thoughts turn o vacation plans and home improvements. If you
are considering a major recreational purchase or home mprovement the year, you may wart to find
out about Magic Loans Home National Bark

Magic Loans s loan that s made against equiy that you have in your home. Magic Loans can be
usedto buythe car or anything you have always wanted. They can ako be used for conventional
FHANome improvement loans, such a priate swimming pool. Of course. a Magic Loans does
nothave 1o be used only for recreational flems. You may want to se money that is now equity
10 pay for college expenses for your chidren.

So i you have equity in your home and would lke to tak with someone about the possibiliy of
borrowing agairst that equiy, please ~ complete the posage-paid replay card included with this
letter. Just dop it in the mail and a Home National Bark loan oficer wil call you to explain
Magic Loans possibilties as wel as to answer any uestion you may have. Let us help make
your dream come true.

Sincerey,





Put it into Practice: 
Letter 3:  Business Letter Assignment

Purpose:  To learn the correct and appropriate format for writing and sending business letters.

Your task:

1. Choose a company/business with which you’ve done business in the past.  It can be a restaurant, a store, a web site, etc.  You must choose for yourself…because in your letter, you’re going to be telling them about your experiences there.

2. Decide if you’d like to compliment this company or complain to this company.

3. Write a business letter – at least 3 paragraphs – in which you either complain or compliment them.  

4. Follow correct business letter format – see opposite.

5. Be sure to include accurate contact information for you and the business you are writing too.  Normally you would call and ask the manager’s name to mail this and direct it to the correct person.  As you will not really mail this to the company, make up a name or use your instructor as the manager.

6. Hand this into the Google Classroom “Business Letter Compliment/Complaint
Business Letter Parts
(Block Style Format):  Everything begins at the left with a 1 inch margin.  There are several sections of a letter that are required.  See the sample on the next page.  They are listed in order from top to bottom here:
Typed from Scratch Letter 1

	Graded
	PTs
	Score

	Return address – address of letter writer.
First and last name, address, city, state and zip code.  This can be done as a letterhead also. 
	1
	

	The date – typed fully out Month day, year
	1
	

	Inside address – of recipient (who you are writing the letter to) First and last name, title, Company, address, city, state and zip code.
	1
	

	Salutation – If the person is not a friend, write “Dear Mr. Smith”. If the person is a friend, you may say “Dear Sally”.
	1
	

	Body of Letter – this is the purpose of the letter. Should be clear and concise, with an opening, body, and closing to your letter
	1
	

	Complimentary Closing – “Sincerely”, or “best regards”, “yours truly”, etc…
	1
	

	Space for a handwritten signature – 4 blank lines so you may sign
	1
	

	Writer:  Typed name of writer, their title, and any contact information not in the Return address (i.e. phone number, email address etc).
	1
	

	Enclosure:  Types 2 lines below the letter writers name and title if something is being sent along with the letter.
	1
	

	Line Spacing
	5
	

	Accuracy – 

4 or more spelling errors 0 out of 4 

3 errors 1 out of 4

2 errors 2 out of 4

1 error 3 out of 4

Zero errors 4 out of 4.
	4
	

	Total Point
	18
	


	Graded
	PTs
	Score

	Return address – address of letter writer.
First and last name, address, city, state and zip code.  This can be done as a letterhead also. 
	3
	

	The date – typed fully out Month day, year
	3
	

	Inside address – of recipient (who you are writing the letter to) First and last name, title, Company, address, city, state and zip code.
	3
	

	Subject Line (optional) if you have a subject line, it appears 2 lines below the inside address and before the salutation
	3
	

	Salutation – If the person is not a friend, write “Dear Mr. Smith”. If the person is a friend, you may say “Dear Sally”.
	3
	

	Body of Letter – this is the purpose of the letter. Should be clear and concise, with an opening, body, and closing to your letter
	3
	

	Complimentary Closing – “Sincerely”, or “best regards”, “yours truly”, etc…
	3
	

	Space for a handwritten signature – 4 blank lines so you may sign
	3
	

	Writer:  Typed name of writer, their title, and any contact information not in the Return address (i.e. phone number, email address etc).
	3
	

	Enclosure - :  Types 2 lines below the letter writers name and title if something is being sent along with the letter.
	2
	

	Line Spacing
	5
	

	Accuracy – 

4 or more spelling errors 0 out of 4 

3 errors 1 out of 4

2 errors 2 out of 4

1 error 3 out of 4

Zero errors 4 out of 4.
	4
	

	Total Point
	38
	


Where it shows a 2 this is one blank line between.  Begin typing on the 2nd line down





(three lines between, begin typing on the 4th line down)








1

