Letter Unit
Directions:  This letter unit will go over some very specific formats.  It is very important that you follow the directions in order to get the optimum points possible.  The sample of a personal business letter is attached. 
All letters need to have the following:
No spelling errors (5 points PER error)


Proper format



Professional in appearance
The description of the letter requirements are listed below.  If you have any questions please feel free to see me.

	Grade
	Required Letters

	A
	1,2,3

	B
	1,2

	C
	1


1.
LETTER – COMPLIMENTARY TO A BUSINESS
This letter is to compliment a business of your choice. It needs to be a real compliment!  You will need to include the following:

· Introduction of yourself.

· A complete explanation of the compliment (give specific details to the situation such as time, date, location, individuals)

· End with a way to contact you if they would like to discuss the situation further.

· All parts of the business letter should be there.  Be sure to refer to the sample letter.

2.
LETTER – COMPLAINT TO A BUSINESS

This letter is to complain EFFECTIVELY to a business of your choice.  It is important to be honest.  It must be a real situation.

· Introduce yourself

· A complete explanation of the complaint (give specific details to the situation such as time, date, location, individuals)

· End with a way to contact you if they would like to discuss the situation with you further.

· All parts of the business letter should be there.  Be sure to refer to the sample letter.
3.
LETTER – INFORMATIVE 
This letter is to ask a college or business for information on education, training or a product.  This should be a real request. 
· Introduce yourself

· A complete explanation of what the request is.

· End with a way to contact you if they would like to discuss the situation with you further.

· All parts of the business letter should be there.  Be sure to refer to the sample letter.

