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Instructional Focus:

	Students write for a variety of purposes and audiences with sophistication and complexity appropriate to the grade level.

	Students synthesize individual language arts skills.

	

	


Performance Task

Students will write three business letters to three real people.  The letters must be typed or word-processed and an envelope completed for each (I will provide envelopes and stamps).  At least one of the letters must be a letter of request (student must request something i.e. an application, information, catalog, etc). 
ICLE  Essential Skills

	Use editing and revising skills to improve effectiveness of drafts.

	Understand and produce a variety of informative formats such as business letters, memos, news articles, brochures, proposals, and critiques.

	Understand the nature and purpose of and be able to word process a variety of formats including essays, business letters, memos, instructions, policy statements, technical proposals, user manuals, lab reports, etc.

	Present information in well-organized fashion that will be clear to the target audience.

	Edit and revise written text so that it in 100% accurate.

	Understand the rules of grammar, usage, punctuation, paragraphing, and spelling.

	Apply in writing the rules and conventions of grammar, usage, punctuation, paragraphing, and spelling.

	Proofread and correct first drafts.

	Edit and revise first drafts.

	Understand the importance of accuracy in final drafts.


Scoring Guide:

	Business Letter Evaluation

Heading     ( 3 points form, 2 points mechanics)                                                __________ 5 pts.



	Date           ( 1 point form, one point mechanics)                                                __________ 2 pts.

	Inside Address      (3 points form, 2 points mechanics)                                       __________5 pts.

	Salutation     (1 point form, 1 point mechanics                                                    __________2 pts.

	Body     (9 points form, 3 points each for introduction, body , and conclusion,

               6 points mechanics)                                                                               __________ 15 pts.

	Complimentary close      ( 1 point form, 1 point mechanics)                              ___________ 2 pts.

	Signature      (2 points form)                                                                                ___________2 pts.

Other            ( 2 points form)                                                                               ___________2 pts.

	Subtotal                                                                                                                ____________

	Spelling       (-1 pt. For each misspelled word)                                                    ____________



	Total                                                                                                                     ____________-


Keywords
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	Writing
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	Other


	


If you have a Picture, Chart, or Graph that has special formatting, please identify the name of the file(s) in box below.  Also attach a copy of the file(s) with this disk.

Picture, Chart, or Graph file name(s):

	  Resource pages are in the classroom set of books entitled: Writers, Inc. School to Work, “A Student Handbook” sections 186-2019 (students should read these pages during class and take notes to use at home).  There is also another resource.  It is The Kid’s Address Book.  In this book he/she will find addresses for over 3,000 celebrities, athletes, entertainers, world leaders and more (another resource is the internet).

Communication 2000, Module 2, Lesson 6, page 96

Writer’s Inc. School to Work Handbook and student guide 191 “Proofreading the Business Letter”




