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Writing Letters
The Lesson Activities will help you meet this educational goal:
21st Century Skills—You will employ online tools for research, use critical-thinking skills, effectively communicate your ideas, and assess and validate information provided by a peer.
Directions
Please save this document before you begin working on the assignment. Type your answers directly in the document.  _________________________________________________________________________
Teacher-Graded Activities
Write a response for each of the following activities. Check the Evaluation section at the end of this document to make sure you have met the expected criteria for the assignment. When you have finished, submit your work to your teacher.
1. Reviewing a Letter
You may want to reread these resources before beginning this activity:
· cover letter writing tips 
· cover letter examples 
· job search
a. Review the cover letter below for correct organization, style, clarity, format, and structure. Underline any mistakes you find in the letter. 
Type your response here:
Mike Jones

123 Any Street • Any City • GA • 25000

Home: (555) 555-0000 • Cell: (555) 555-0001 • MikeJ@my-email.com

October 21, 2007
Attn: Lyn Hill
Human Resources
ZesGlobal Corporation
P.O. Box 456
Any City, GA 25000-456
Dear Mrs. Hill
JOB CODE 7890 

I am interested in your Promotional Writer position. I saw the job description in the Forum at http://www.plato.com/company/careers. 

I am an expert promotional writer with a strong background in persuasive writing, including campaign writing and sales writing I have much experience to offer you, including campaign writing and sales writing, and media development. I most recently held the position of sales and marketing editor for the Anytown High school newspaper. my resume is enclosed.
As a Promotional Writer with ZesGlobal Corporation, I would provide high-quality, accurate and persuasive materials, that would effectively target and market your products. I would need to have flexible hours so that I can continue my education. For work samples, please see my Web résumé at http://www.myresume.com. 

I would greatly appreciate an interview and hope to hear from you soon. Contact information is in the letterhead, and the best way to reach me is on my cell phone between 8:00 AM and 10:00 PM. Thanks, for your time and consideration. . . 

Sincerely: 

Mike 
Promotional Writer

b. As a class or in a small group, review all of the mistakes in the letter. Explain what is wrong with the letter and discuss ways to revise the letter to make it more persuasive and understandable.
Type your response in the table:
	Category
	Mistake
	Revision

	Language
	
	 

	Format or structure
	
	

	Grammar or  punctuation
	
	


2. Writing a Letter

a. In this activity, you will write a business letter in response to a classified ad. Use your local newspaper’s job website or a job-search website to select a job ad to respond to. The position you choose should be a job that you are actually qualified for right now. Read the ad carefully, and make a list of your work experiences and skills as they relate to the job description.
Your letter should explain who you are and why you are a good candidate for the job. You may find it helpful to review these cover letter writing tips for help with how to word your cover letter.
Type your response here:
b. Exchange letters with a partner and review each other’s cover letters. As you review your partner’s letter, identify the purpose, audience, and writing style. Also review for correct format using these job search guidelines. Use the rubric in the Evaluation section to score the letter.
Evaluation
Your teacher will use these rubrics to evaluate the completeness of your work as well as the clarity of thinking you exhibit. 
Activity 1: Reviewing a Letter
	
	Criteria

	Distinguished
 (4 points)
	· Student finds all punctuation errors, such as missing periods.
· Student finds all stylistic errors, such as the informal signature.
· Student finds all formatting errors, such as the opening salutation.
· Student identifies important organizational improvements.
· Student provides excellent corrections for the errors found.

	Proficient 
(3 points)
	· Student finds most punctuation errors, such as missing periods.
· Student finds many stylistic errors, such as the informal signature.
· Student finds most formatting errors, such as the opening salutation.
· Student identifies some organizational improvements. 

· Student provides appropriate corrections for the errors found.

	Developing (2 points)
	· Student finds a few punctuation errors, such as missing periods.
· Student finds a few stylistic errors, such as the informal signature.
· Student finds a few formatting errors, such as the opening salutation.
· Student identifies no organizational improvements. 

· Student provides corrections for some errors found.

	Beginning (1 point)
	· Student finds no punctuation errors or incorrectly identifies them.
· Student finds no stylistic errors or incorrectly identifies them.
· Student finds no formatting errors or incorrectly identifies them.
· Student identifies no organizational improvements.
· Student provides no corrections for errors.


Activity 2: Writing a Letter
	
	Criteria

	Distinguished
 (4 points)
	· All the details in the letter address the specific job posting. 
· The letter contains specific cause-and-effect details written in precise language. 
· The presentation of the candidate’s information is clear and organized.
· The letter has almost no grammatical mistakes.
· All paragraphs are limited to four or five lines.

	Proficient 
(3 points)
	· Most of the details in the letter address the specific job posting.

· The letter contains cause-and-effect details written in clear language.

· The presentation of the candidate’s information is organized.
· The letter contains very few grammatical mistakes.
· Most paragraphs are limited to four or five lines.

	Developing (2 points)
	· Some the details in the letter address the specific job posting.

· The letter contains some cause-and-effect details.

· The letter contains some grammatical mistakes.
· Some paragraphs are limited to four or five lines.

	Beginning (1 point)
	· Few details in the letter address the specific job posting.

· The letter contains few cause-and-effect details.

· The letter contains many grammatical mistakes.

· Few of the paragraphs are limited to four or five lines.
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