Ms. McLeod

ELA B10

Business Letter
Outcome: C.C. B10.4 Business Letter:
Writing a Business Letter

Task: Your assignment is to create your own business letter using the format that is outlined below. 
The formal business letter is used to communicate between companies, used to interact between individuals, and is used to communicate or offer complaints between an individual or a company.  The formal business letter has its own specific format. 

Your business letter must include the following:

· Heading

· Inside address

· Salutation

· Body (approximately 300 words)
· Closing

· Signature

· Your printed name


Possible situation:

Imagine that you have recently purchased a product, such as one of the following four:

· Hair dryer

· Calculator

· Skates

· Bluetooth speaker

The product that you purchased has become defective in some way. You have used this product for only a short period of time. The company that made the product included a guarantee statement that stated the following:
“We want you to be completely satisfied with your new purchase. If you are not entirely satisfied with this product, return it to us along with proof of purchase and an explanation of the problem you have experienced. We will gladly refund your money or replace the product.”

Write a business letter to the manufacturer identifying the product you are returning and providing your reasons for doing so. Explain how the product was used appropriately and request a refund or replacement.
Ms. McLeod
Teacher at Ecole St. Mary High School

380 4th Street West

Prince Albert, Sk

S6V 3L5
September 11, 2019


Write City Grammar School

1234 Writing Lane

Write City, In

123456



Dear Mr. English

RE: A few brief words summarizing the purpose of the letter

The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly transition into the purpose of your letter. Feel free to explicitly state the purpose of your letter right off the start. Use a couple of sentences to explain the purpose, but do not go into detail until the next paragraph.

Beginning with the second paragraph, state the supporting details to justify your purpose. These may take the form of background information, statistics or first-hand accounts. A few short paragraphs within the body of the letter should be enough to support your reasoning.

Finally, in the closing paragraph briefly restate your purpose and why it is important. If the purpose of your letter is employment related, consider ending your letter with your contact information. However, if the purpose is informational, think about closing with gratitude for the reader’s time.

Sincerely,

Your signature

Ms. McLeod
Jennifer Wilson
7 Half Moon Drive
Bayberry Heights, Massachusetts 02630
555-555-5555
email@email.com

November 14, 2018

Michelle Price
Manager
The Yarn Company
324 Central Ave
Bayberry Heights, Massachusetts 02630

Dear Ms. Price:

Thank you so much for taking the time to meet with me to discuss selling my handmade sweaters in your wonderful shop.

As I mentioned in our conversation, I’ve been a customer of your store since I used my third-grade allowance to buy my very first pair of knitting needles. I’m honored that you’d consider selling one of my original creations at The Yarn Company alongside your own work.

We discussed a trial consignment arrangement in which a portion of the sales would go to the store. This is more than agreeable to me.

Let me know how you want to proceed. I’m available most afternoons at 555-555-5555, or you can email me at email@email.com, and I’ll respond to your message ASAP.

Thanks, and best,

Jennifer Wilson

ELA B10 Business Letter – Specific Criteria         Name _________________

	
	
	Established- 4
	Progressing-3
	Developing-2
	Beginning-1

	Message
	Purpose stated immediately 

	Your purpose is clarified clearly and immediately, and is engaging, informative and succinct.
	You independently establish your purpose in the beginning and represent a clear central message.
	 With help your purpose is mostly clarified immediately. Spend a little more time in the pre-writing stage, developing your message and ensuring your purpose is stated immediately.
	Even with help you struggle to present a purpose immediately. Always keep your main idea in mind and build onto it. Ensure your purpose is clarified right in the beginning so the reader knows what to expect.

	Organization
	Includes all parts of a business letter
	You confidently work with all aspects of a formal business letter. You understand the purpose of this kind of writing and your organization attends to a strong and fluid presentation of your important message.
	You have included most of the necessary parts of a business letter. You have organized your message in such a way that you will be taken seriously.
	You are missing several aspects of the business letter. Work on practicing this style of writing so you can remember the parts on your own. How you organize your message will affect how seriously you are taken.
	You are having trouble with the parts of a business letter. Look at examples to remind you of all the parts. Perhaps a checklist would help. Think about how you want to organize the things you need to say so it has the most impact.

	Language Choice and Conventions
	Respectful and courteous language
	You intuitively use language choices that add respect, richness, power and clarity to your message. You have stated your purpose while maintaining and courteous tone.
	Your language choices are suitable to your message. You have used language effectively to maintain a respectful and courteous tone.
	With help you choose some language that is suitable to your message. Explore new ways to express ideas respectfully. Spend time before writing exploring words and phrases.
	You are having trouble choosing language that is suitable to your message. Think about how you can make choices for respectful communication. 


General Writing Criteria 

	
	Relevant, logical details to support message, and suited to audience and purpose
	You have shared engaging and thorough details to support your message. Audience and purpose were clearly part of your writing process.
	You independently use relevant, logical details to support your message, which are suited to your intended audience and purpose.
	With help, you provided some details to support your message. How can you build on your ideas to make your narrative be more substantial?
	You are having trouble providing enough details to support your message. Consider your audience and purpose. How can you give substance to your story? Spend more time in the pre-writing stage.

	Language choice and conventions
	Smooth transitions


	Your topic flows eloquently from one part to the next enhancing the overall enjoyment of the text. You took some risks, trying new transitions.
	Your writing smoothly flows from one part to the next.  You effectively use transitional words and phrases.
	With help you create basic transitions from one part of your writing to the next.  How can you take some risks and try some new transitions?
	You are having trouble creating a flow from one part of your writing to the next. Include your plans for transition in your map. Explore ways to move from one idea to the next.

	
	Other cues and conventions attended to 
	Appropriate use of language conventions: sentence structure, vocabulary, punctuation, spelling and capitalization. The few errors in mechanics are likely the result of risk taking. 


	Appropriate use of language conventions: sentence structure, vocabulary, punctuation, spelling and capitalization. The few mechanical errors do not impede communication.
	With help, you can make sense of language conventions: sentence structure, vocabulary, punctuation, spelling and capitalization. Minor errors, though noticeable, do not impede audience understanding.
	You are having some trouble using appropriate language conventions: sentence structure, vocabulary, punctuation, spelling and capitalization. Some of the errors in mechanics may impede understanding.


Feedback:

/24

Your full address goes first.  





Full Address of the person you are sending it to.





Address the letter to the person personally or use To Whom It May Concern. Don’t forget the “:”








