Business Letter Writing
Name___________________________________________________________

Learning Goal:  To write a professional business letter using persuasive and polite language and proper letter writing format.

[bookmark: _GoBack]Success Criteria

· I can follow proper business letter writing format (see review below)
· I can choose a real business or person I want to write to
· I can decide upon my purpose for writing and express it clearly and politely (who I am, why I am writing, what action I hope the reader will take)
· I can maintain a professional tone in my letter.  Some of the professional words and phrases I chose include______________________________________________
· I can check my spelling and punctuation carefully 
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Review

Here is 3 quick review of the parts of a business letter.

1. Heading

*  Your address (but not your name)
* Inside address (recipient’s title and

name, place of business, and address) ———>
2. Greeting

* Choose the proper greeting ————— >

o address the r

|
3. Body

© Write a friendly greeting

+ State the main point of the letter

« Add supporting details, facts, examples,

or explanations

* Use one or more paragraphs as needed.
4. Closing

+ Choose a formal closing for your letter.
5. Signature

« Below the closing, sign your name.

« Usecursive, if you know how.
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