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Business letter

Grade Level: 8

Technology Standards: 

4.1.4 The student writes business letters (E)

SAUSD Reading-Language Arts Standards: 

II. WRITING

8.2.5Write text related to career development, including business letters.

III. WRITTEN CONVENTIONS

8.1.4 Edit written manuscripts to demonstrate control of grammar.

8.1.5 Use correct punctuation and capitalization.

8.1.6 Spell correctly.

Software: Microsoft Word (Microsoft)

Content Skills: letter writing, critical thinking, problem solving, capitalization, punctuation, grammar, following directions

Introduction to the Lesson

Throughout their lives, students will have many opportunities to write business letters to companies, politicians, and organizations. In this lesson, students will write a business letter to ask for information about a product of their choice.  Students will need to find the address of the business they choose either by looking on the packaging or on the Internet.

Lesson Plan

1. Ask students to brainstorm what type of product they would like to find information about.  Some possibilities are foods, sports equipment, shoes, make-up, computers, or electronics.

2. Review the format for writing a business letter.  Although MS Word contains a template that students could use to compose a business letter, they should learn the correct format for making a business letter for those times that they might not have MS Word available. See Example on page 4.

3. [image: image2.wmf]When students are finished, they should print their letter and sign it.  You may want to have them send the letters to see if they get a reply.

4. Students should save the file as letter followed by their initials.

Assessment Criteria

The student wrote a business letter with the correct format.

The student used persuasive language in the letter.

The student spelled all of the words correctly.

The student used proper capitalization and punctuation.

The student used proper grammar.
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Activity Card

1. Open Microsoft Word.

2. Type your business letter. Be sure to use the proper format.  See the example on the next page.

3. Be sure to leave space for you to sign your letter between Sincerely and your typed name.

4. Spell and grammar check your document by clicking on the Tools menu and selecting Spelling and Grammar.

5. Print your letter.

6. Save the file as letter followed by your initials.

7. Quit or exit the program.

8. Sign your letter with your best signature.
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LA06 Write a Business Letter
Assessment Rubric

	Criteria
	4

Advanced
	3
Proficient
	2
Basic
	1
Below Basic

	Student wrote a business letter with the correct format.
	Student used the correct format and spaced the letter so that it filled the entire page.
	Student used the correct format.
	Student made one mistake on the business letter format.
	Student made several mistakes on the business letter format.

	Student wrote a persuasive business letter.
	Persuasive letter was excellent.
	Persuasive letter was good.
	Persuasive letter was acceptable.
	Persuasive letter was poor.

	Student used correct spelling.


	No misspelled words.
	One or two misspelled words.
	Three or four misspelled words.
	Five or more misspelled words.

	Student used correct capitalization and punctuation.
	No capitalization or punctuation errors.
	Only one or two capitalization or punctuation errors.
	Three or four punctuation or capitalization errors.
	More than five capitalization or punctuation errors.

	The student used proper grammar. 
	No grammar errors.
	Only one or two grammar errors.
	Three or four grammar errors.
	More than five grammar errors.
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Format
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Name of your school


Address of your school








Date








Name of person letter is being sent to


Name of their company


Address of their company








Dear Name of Person: (use Sir or Madam if you don’t know the name)





Type the body of the letter.  Do not indent paragraphs.  The first paragraph should explain who you are.





The second paragraph should describe what you want.








Sincerely,





	Leave 3-4 blank lines to sign your name








Your name


Student


Name of your school
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