Letter Writing

· You will write 10 letters which will need to be mailed.  

· Use your contract as your guide.  You must have every box filled out to get full credit.
Follow these steps:

1. Write a letter.  Write the name of the person/company to whom your wrote in the  “Who are you writing to” column.
2. Ask someone to peer edit your letter.  You must find a different person to peer edit each letter that you write.  

3. They MUST sign your contract under the ‘Peer Edited By’ column.
4. Next, they MUST sign the bottom LEFT HAND corner of your letter.   If they do not sign it, I will not edit it, and you’ll lose a day because you’ll have to turn it in again the next day, and you can only turn in ONE a day to the ‘Letters In’ Tray.

5. Turn in your rough draft to the ‘Letters In’ tray.  I will check it and sign my name in the bottom RIGHT HAND corner and give it back to you the next day.  You may only turn in ONE letter per day to the tray.  I will throw away your letters if you have more than one in the tray, and you’ll have to start those from scratch.

6. IT IS YOUR RESPONSIBILITY TO KEEP YOUR ROUGH DRAFT, SHOW IT TO ME, AND HAVE ME INITIAL YOUR CONTRACT UNDER MY NAME.

7. Write your final draft making the appropriate corrections.  All final drafts must be typed or in black ink.
8.  Address your envelope correctly (type or use black ink).

9. Fold your letter into thirds, put it in your envelope - DO NOT SEAL THE ENVELOPE AND DO NOT AFFIX THE STAMP. Put the envelope in the mailbox – Be sure you signed your name if it’s a typed letter.
10. I will go through the mailbox and double check your envelopes and letters.  If they are perfect, I will call you up and ask you to bring me your contract.  At this time, I WILL WRITE IN THE DATE THAT IT IS BEING MAILED.  THEN, you can seal your envelope and attach your stamp.  You cannot mail your own letters; I will mail all letters.
Letter Writing Contract 

This is the only paper from your packet that you will turn in.

I, __________________________, agree to write the following letters.  I understand that each letter is valued at 20 points when it has completed the proper steps.  EACH SQUARE ON THE CONTRACT IS WORTH FIVE POINTS.  I will get the necessary signatures below and keep a record of my own progress.  This contract is due on: December 1, 2020
The only column YOU will fill in is the “WHO are you writing to” column.   The person   who edits your letter will sign in the ‘Peer Edited By’ column.  Mrs. Lusk will sign in her column when she returns your draft to you.  It is your responsibility to keep your rough draft and have her sign your contract.  MRS. LUSK WILL NOT SIGN YOUR CONTRACT UNLESS SHE SEES YOUR ROUGH DRAFT WITH HER SIGNATURE – SO AS SOON AS SHE RETURNS YOU YOUR DRAFT WITH HER SIGNATURE, HAVE HER SIGN YOUR CONTRACT.  

Go in any order!
	
	WHO are you writing to?
	Peer Edited by
	Mrs. Lusk
	Date Mailed

	1


	Personal (friendly)
	
	
	
	

	2
	College/ Vocational (business)
	
	
	
	

	3


	Complaint (business)
	
	
	
	

	4


	Compliment (business)
	
	
	
	

	5
	Request for Info (business)
	
	
	
	

	6
	Editorial (business)


	
	
	
	

	7
	Letter to a politician (business)
	
	
	
	

	8


	Tourist Destination (business)
	
	
	
	

	9


	Fan Letter (business)
	
	
	
	

	10


	Educational Opinion (business)
	
	
	
	


The types of letters you will have to write 

(you cannot write to a person/ business more than once):
· Personal Letter:  Write a letter to someone who you haven’t had contact with in a while using friendly letter format.   You cannot write to anyone who attends SACA.  You must know this person’s home address to be able to write to them (
· College/ Vocational:  Using business letter format.  Mention you are a student and your grade and write a letter to a college, university, or trade school and request information regarding admission requirements, tuition fees (how much it costs), dormitories, athletic programs, or specific academic interests.  You can ask for specific information or just for a general brochure or catalog describing their school. 
· Complaint:  Have you ever felt like you waited much too long for food at a fast food restaurant?  Have you purchased an expensive piece of clothing only to have it fall apart after wearing it just once?    Have you ever felt that you paid too much for something?   Have you been ordering a particular menu item for a long time and recently noticed that they changed it, and you don’t like it the way it is now?  Mention you are a student and use business format to write a letter complaining about a product or service that you received.   DO NOT MAKE IT UP.  Write a kind, but honest letter stating your dissatisfaction about a product or service that you received from a business.  You must know their address to be able to write to them!  Use business letter format.
· Compliment: Mention you are a student and write a letter to a business letting them know how much you appreciate their product or service.  Use business letter format.  You could write to the city expressing your love for all of the landscaping around town.   You could write to Freddy’s and tell them how much you love their fries!  Wherever you decide to write to, remember, this is a business letter and you must have the address to be able to write it.

· Request for info:  Use business letter format. Have you ever wondered how a company got started?  Have you ever wondered about the nutritional information in a product?  Have you ever wondered what certain businesses look for when they hire people?  Mention you are a student and write a letter requesting information from a business.  This is NOT your college/vocational letter (though that one will request information, too) and it is NOT a tourist destination letter (though that one will request information too).
· Editorial: Use business letter format.  Mention you are a student at San Angelo Christian Academy and write to a newspaper.  This is not a forum for you to ask questions.  This is not a letter stating how much you love the newspaper.  An editorial would be a letter published in a newspaper that states a person’s opinion regarding a controversial issue or an issue pertaining to the people who live in the community where the newspaper is distributed.  For example, when Temecula Valley Unified School District was experiencing a budget crisis during the 2002-2003 school year, they proposed to solve the problem by cutting school buses.  At that time, students could have written to the editor stating their disappointment with that proposal.  
· Letter to a Politician: Mention you are a student and write a business letter to a politician (the President of the United States, the Mayor of San Angelo, the Governor of Texas, etc.) stating your satisfaction or dissatisfaction about a topic that they have power over.  Use business letter format.
· Tourist Destination: Where have you always wanted to go, but you couldn’t convince your parents to go?  Write to a tourist office or national park (like Yosemite, Mammoth Cave, Yellowstone, etc.) and request a brochure, a map, or other pertinent information.  Use business format.
· Fan Letter:  Write a letter to a sports team, singer, actor, etc.  You’ll need their address to be able to mail it though, so find their address before you write in case their address is unavailable.  Use business format.
· Educational Opinion: Using business format, write a letter to the principal or a board member telling him or her your opinion about something (dress code, field trips, etc.).  You could write to a former teacher telling them that you enjoyed their class.   
This is how you address the envelopes
	Your Name                                              Stamp                                                                                  

Your address

San Angelo, TX 76904
San Angelo Christian Academy
ATTN: Mrs.Lusk
518 Country Club Rd
San Angelo, TX  76901


IMPORTANT:  When you fold your letters, they need to be folded into thirds:
	(fold)

----------------------------------------------------

(fold)

----------------------------------------------------


If you have short envelopes, you’ll need to fold a side over to fit.

IMPORTANT TO REMEMBER:

You will have 2 quizzes on the parts of a letter, and it will be on your midterm.
Whenever you are writing the state, use the two letter state abbreviation (both on envelopes and in letters).  

When you type a letter, ALWAYS put two spaces after the state abbreviation and then type the zip code (NO COMMA), whether you are typing the address on the envelope or on the letter.

After you type your letters, be sure you have signed your name above where you typed it.

 EDITING A FRIENDLY LETTER:

· A friendly letter does not have an inside address

· A friendly letter uses a comma after the salutation

· You capitalize the first letter of each word in the salutation

· You sign your name after the closing.  You don’t rewrite your name below signature.

· There are 3 blank lines between the heading and the salutation

· There are 2 blank lines between the salutation and the body

· There are 2 lines between the body and the closing

· There are no lines skipped between closing and signature

· The heading and the closing line up with each other (and they are about ½ way across the page)

· The salutation IS NOT indented

· The body IS indented

· You capitalize only the first letter of the first word in the closing.

· Put a comma after the closing

· There is a comma between the city and state in the heading (NOT between state and zip code)

· There is a comma between the day and year in the heading (not month and day).

· Do not write in margins!

· Spell out all numbers (seventh – not 7th)

· If the closing uses Sincerely, spell it correctly!
A BUSINESS LETTER: Can be written in either modified block or block.  






EDITING BLOCK FORMAT:

· Nothing is indented.

· 1st line of the return address is the person who wrote the letter’s address – NOT THEIR NAME, 3rd line is the DATE

· You must have the address of the business/person you’re writing to, so don’t write a letter until you have the address – you may not be able to get some addresses, so check first.  This is the inside address (the person/ business receiving the letter).

· There is a comma between the city and state in the heading (NOT between state and zip code).

· There is a comma between the day and year in the heading (not month and day).

· There are 3 blank lines between return address and inside address

· There are 3 blank lines between inside address and salutation
· There is a colon or a comma after the salutation.  The first letter of every word is capitalized in the salutation.

· There are 2 blank lines between salutation and body

· There are 2 blank lines between body and closing

· There are 3 blank lines between closing and printed name (print/ type name on 4th line)
· You sign your name above where it is printed (or typed)

· Only the first letter of the first word is capitalized in the closing.  Put a comma after the closing.  Spell Sincerely correctly if that is the closing.
· Because nothing is indented, skip 1 line to start a new paragraph.

· Do not write in margins.
· Spell out all numbers (seventh – not 7th)
· If they used: To Whom it May Concern in the salutation, they should NOT use Dear To Whom it May Concern or To Whom This May Concern.

EDITING MODIFIED BLOCK:

· Return Address (address of person who wrote the letter) begins ½ way across the page

· There is a comma between the city and state in the heading (NOT between state and zip code).

· There is a comma between the day and year in the heading (not month and day).

· 3 blank lines between return address and inside address (inside address is business or person receiving the letter)
· 3 blank lines in between inside address and salutation.

· Capitalize the first letter of each word in the salutation.

· Put a colon or a comma after the salutation.

· DO NOT indent the salutation.

· 2 blank lines between salutation and body

· Indent the body.

· DO NOT skip lines between paragraphs in the body, just indent.

· 2 blank lines between body and closing.

· Begin closing ½ way across the page (line it up with the return address)

· 3 blank lines between closing and name (Print/type name on 4th line)
· Write signature above printed/typed name

· Only capitalize the first letter of the first word in your closing.

· Put a comma after the closing. If the closing uses Sincerely, spell it correctly.
· Spell out all numbers (seventh – not 7th)

*** IF you are providing a copy of your letter to another person, write CC (carbon copy) at the bottom left of your letter followed by the name(s) of those receiving the copy.

***IF you are enclosing something, always skip 2 lines from the last line of your letter (which would be your name) and do not indent.  Write or type: Enc.

*** Don’t use P.S. in your business letters.  If you are going to use it in a friendly letter, skip 2 lines from the last thing that you have written, do not indent, and write your P.S.
FRIENDLY LETTERS

PART ONE: A friendly, or personal letter, is the sort that you might write to a friend, relative, or acquaintance.  The sample letter below shows the correct form for this type of letter.

	215 Elmsford Road

(heading)                    Caledonia, NJ  07498                                  

October 9, 2012

Dear Pete,          (salutation)

     Thanks for your letter.  It’s nice to know that the old gang hasn’t forgotten me.  I really miss you guys.  Even Mr. Smith’s test doesn’t sound so bad to me.  The kids here don’t seem that friendly.  So far, I’ve made only one friend.  His name is Philip.  He’s okay, but we don’t like the same things.  I think maybe he’s been nice to me only because the other kids don’t like him.  He lives on the next block so we walk home from school together, but it’s not like when you and I used to laugh the whole time.  He doesn’t even like baseball!

     The best thing here is our new ho use.  It’s really cool.  And you should see my room.  It’s huge!  My mom is letting me fix it up the way I want.  I wish you could see all the baseball posters on the walls.

     Write soon!                                       (Body)

(closing)                                Your friend,

(signature)                    Steve


PART TWO: NOTES Answer the questions below.

1. On what part of the page is the heading written? __________________________________________________________________

2. How many lines are in the heading? __________________________________________

3. Whose address is in the first two lines of the heading (person writing letter or person receiving letter)? _________________________________________________________

4. What is indicated in the third line of the heading? _______________________________

5. Where does the salutation begin? What punctuation mark follows the salutation? __________________________________________________________________

            __________________________________________________________________

6. What is the main part of the letter called? ______________________________________

7. Where is the closing written? What punctuation mark follows the closing? 

________________________________________________________________________________________________________________________________________________

________________________________

(Street Number and Street)  

________________________________     

(City, Two Letter State Abbreviation 2 Spaces Zip Code)
_______________________________________________

(Current Date)
Dear _____________________________,

(Salutation)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(Body)
_______________________________,

(Closing)
_______________________________________________

(Signature)                                 

BUSINESS LETTER FORM

(MODIFIED BLOCK)

	 (return address)    Writer’s street address

City, state  zip code

Current date

Name of person/ business receiving letter     (inside address)
Their street address

City, state  zip code

Dear Sir or Madam: (salutation)
     Your message will appear here.  This is called the body of the letter.  State your message clearly so that the person who reads it will understand your wishes.  (Body)
(closing) Yours truly,

Samuel Bewley

Samuel Bewley




(BLOCK FORMAT)

	Writer’s street address     (return address)

City, state  zip code

Current date

Name of person/ business receiving letter     (inside address)
Their street address

City, state  zip code

To Whom it May Concern:  (salutation)

Your message will appear here.  This is called the body of the letter.  State your message clearly so that the person who reads it will understand your wishes.  (Body)

Sincerely,  (closing)

Samuel Bewley

Samuel Bewley


1. In a business letter, the heading is called the return address, and it is always lined up with the closing.  There are three lines in the return address.  The first shows your street address.  The second line indicates the city or town, state and zip code.  Use the correct post office abbreviation for the state (TX for Texas, etc.).  Do not abbreviate the city.  The current date is on the third line.  Do not abbreviate the month (or use numerals for the month: 5/12/12).

2. The inside address usually contains three lines.  The first line is the name of the person or company to whom you are writing.  The second line indicates their street address.  The third line shows the city, state and zip code.  The state should be abbreviated as described above.  Each line begins at the left margin.  Do not indent.  This is exactly the same as the address on the envelope.

3. The salutation also begins at the left margin.  It is followed by a comma (,) or a colon (:)

4. The body of the letter contains your message.  You indent at the beginning of each paragraph only if you are using modified block.

5. The closing is lined up with the return address.  Only the first letter of the first word is capitalized.  A comma (,) follows.

6. Your signature is written under the closing.

7. If you are enclosing anything with your letter, write Enc. at the bottom of your letter at the left margin.
8. If you are providing a copy of your letter to another person, write CC (carbon copy) at the bottom left of your letter followed by the name(s) of those receiving the copy.
9. Try to leave an equal amount of white space at the top and bottom of your letter if possible.

NOTES
SETTING UP A BUSINESS LETTER

1. Name one part of a business letter that does not appear in a friendly letter:

_______________________________________________________________________

2. What mark of punctuation appears after the name of the city in the return address?

            ________________________________________________________________________

3. Name two things in the return address that should not be abbreviated. ________________________________________________________________________
4. What punctuation mark is used between the day and the year in the date? _________________

5. Whose name and address appears in the inside address?

           _______________________________________________________________________
6. Is the inside address indented? _______________

7. Name two marks of punctuation that may be used after the salutation. _________ and _______

8. Is the salutation indented? __________________

9. What is the message part called? ________________________________

10. At what point on the line does the closing begin? 

________________________________________________________________________
11. Which part of the closing is capitalized? 

________________________________________________________________________
12. What mark of punctuation follows the closing? ______________________________________

13. What do you write to show that something is being enclosed with the letter? ______________

14. Which part of the letter appears exactly the same on the envelope?

________________________________________________________________________
NOTES:
PAGE  
2

