English10—Business Letter Notes    		1/29/13
Purpose: 
You will write a variety of business communications to an audience that includes…
a. A company of your choice (one you would presumably like to work for this summer)
b. An individual—Mrs. Simmons
c. The Beaumont Unified School District—School Board (you must know why you are writing and you must be correct and reasonable) 
Your purpose also includes providing accurate information necessary for accomplishing the goal of the letter. 
Good Business Communication Includes:
a. Format 
b. Is purposeful, clear and concise 
c. Uses a respectful and formal tone
d. Provides necessary information
e. Is grammatically correct and free of errors 
Idea Starters:
A. Write a business to request employment (a summer job/internship)
B. Write to a teacher (me) requesting something (a letter of recommendation for a scholarship, college application, job, etc.)
C. Write to a city official (school board) requesting a change, explanation, consideration, improvement to a situation at your school, etc)

Format:
a. Block Format **** (we will use this): all paragraphs are alligned along the left margin; nothing is indented. 
b. Modified Block Format: don’t worry about this. 

The format of a business letter includes 6 main parts: 
1.  Heading—the senders address and date
2.  Inside address—the recipient’s name and address 
3.  Salutation (Dear…., To Whom it May Concern, etc)
4.  Body
5.  Closing
6.  Signature 
Also pay attention to the following format details…
-Use numbers and roman numerals when necessary. Use bulleted lists or white space to separate info. 
-Use words that are clear concise and easy to understand
-Use short, well written sentences to convey ideas and facts effectively 
-Provide necessary examples and definitions for all technical terms 
NOTE: page 1124 of your textbook provides a guide for how to format your business letters. Your letters should be formatted exactly like the one on page 1124 of our textbook. 
**Following the salutation, you will use one of three punctuations (:   ;   ,) 


DUE DATES: 
-You will need to create a chart (prewrite) due tomorrow (Weds). Each column will represent one letter. You will fill in with the information you plan on writing about, etc. to the recipient. This will show me you have your ideas together. 
-Rough Draft copies
-Final (typed, perfect, amazing, awesome) copies 
BOTH due on Monday! 



SAMPLE CHART for PREWRITING: Due tomorrow…
	Letter to Mrs. Simmons
	Letter to Business you would like to work for/intern for
	Letter to Beaumont Unified School District—School Board

	Topic:  (what are you writing about?)







Content of letterwhat will the letter say, consist of, etc.?)

-

-

-
-
-
Recipient address: (look this up online and write down…)






	Topic:  (what are you writing about?)







Content of letterwhat will the letter say, consist of, etc.?)
-
-
-

-

-

Recipient address: (look this up online and write down…)
	Topic:  (what are you writing about?)







Content of letterwhat will the letter say, consist of, etc.?)

-

-

-
-
-
Recipient address: (look this up online and write down…)



