Business Letter Assignment ENG Final Draft Business Letter Submission Deadline: 
Final Draft Setup Requirement: 
· Polished, properly formatted, one-page letter 
· Single-spaced 
· 11 or 12-point Times New Roman font 
WHAT: Write a 1-page business letter appropriate for the professional workplace.
[bookmark: _GoBack] HOW: The business letter will be addressed to a classmate and will 
· capture the classmate’s attention; 
· describe (briefly) the steps of process writing; 
· present a persuasive argument to motivate the classmate to use steps in process writing in 
development of his/her written assignments throughout the semester; 
· demonstrate your knowledge of process writing, your ability to craft a professional letter, and 
your skill at persuading a reader to action. 
WHY: This assignment strengthens your ability to analyze, synthesize, and evaluate main ideas in production of a common communication document. It demonstrates writing as a process that requires substantive revision, and it promotes communication skills aimed at a specific audience about a particular subject for a defined purpose while advancing your understanding of your strengths as a writer of persuasive business materials. 



















An example of a business letter
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Check list of a business letter
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FIGURE 10.6 Full Block Format

1-1%" margins on all sides ——————»

of the letter.

2-4 spaces above and
below the date.

2-4 spaces above and
below the salutation.

Single space within the
paragraphs.

Double space between the
paragraphs.

2 spaces before “Sincerely.”

State Health Department
1890 Clark Road
Jefferson City, MO 67220

g
——————> June 6, 2009

Dale McGraw, Manager
Elmwood Mobile Home Park
Elmwood, MO 64003

)

———»Dear Mr. McGraw:

g

On April 19, 2009, Ryan Duran and I, environmental specialists from the Health
Department, conducted an inspection of the Elmwood Mobile Home Park
Wastewater Treatment Facility. The purpose was to assess compliance with the
following: the state’s Clean Water Commission regulations, and your facility’s

——————— plan for pollution control. The inspection also allowed the state to promote

proper operation of Wastewater Facilities and to provide technical assistance
where needed to the Elmwood Mobile Homes management.

Though the Elmwood Mobile Home pollution control plan had expired in 2008,
a consent judgment was issued by the state’s Attorney General’s Office. The
county court stipulated a timeline for correction by connection to an available
sewer system. Your mobile home park’s wastewater system has continually dis-
charged to the Lirtle Osage River. A copy of the abatement order, which requires
that monthly discharge monitoring reports (DMRs) be submitted by the 28th of
the month following the reporting periods, is attached. All DMRs for the previ-
ous 12 months have been received, and reported pollution parameters are not
within limits. Due to the plant’s performance, the stream was placed on the 2002
303 (d) stream for impairment by the Elmwood Mobile Home Park.

four-hour composite samples were collected using a composite sampler. Attached
are the results of the 24-hour composite samples collected on April 20, 2009.
Every one of the problems documented is an infraction that must be addressed.

Within 30 days of receipt of this letter, please submit to the Health Department
written documentation describing steps taken to correct each of the concerns
identified in the attachments. Also include engineering reports, and submit a
timeframe to eliminate the problems. Thank you for your cooperation.

7

Sincerely,

4 spaces betwegn ————mt 11

“Sincerely” and the typed
signature.

278

Harvey Haddix
Environmental Manager

Attachment

As part of the inspection, a review of the facility’s DMR was conducted. Twenty- |
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