OAT Writing Intervention

Week Two

Business Letter Writing
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Features of a Business Letter

Heading –The Heading contains your address and the date.
Inside Address – This is the name and address of the person to whom you

are writing. The person’s title is also included if it is known.
Greeting or Salutation – Many times the Greeting for a business letter

begins with Dear Sir or Dear Madam depending on the identity of the

receiver. If the person is unknown, the letter usually begins with Dear Sir

or Madam. In a business letter, a colon always follows the Greeting. (:)
Body –The body is the information you are sending. The writing should be formal, since it is to someone you probably don’t know.
Closing – The Closing in a business letter is usually Sincerely. Only the

first word is capitalized and a comma follows.
Signature – This is your name. In a business letter you should always put

your first and last name. The Signature goes under the Closing.

Purpose--- State your purpose for writing the letter.
Support--- Provide reasons that support your thoughts and feelings.  The reasons should include facts.
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Writing Prompt—Business Letter:  
The local newspaper is holding a competition.  The shape that is proven to be most important and useful will be given the title of “Shape of the Year” and win a $1,000,000 prize!  Choose a shape that you think is most important. Pretend you are that shape, and write a letter to the editor about why you should be voted “Shape of the Year”.
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Checklist:

· I wrote the letter in business form.

· I introduced myself in the letter.

· I gave my purpose for writing the letter.

· I explained why I (the shape) am useful and important.

· The sentences start with capital letters and end with punctuation.

     Name of Shape





__________________





    Why it is useful





Why it is important
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