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Grade Level: 
ϲ-ϴ 

CoŶĐepts Taught: 
Leter-ǁriiŶg, seŶteŶĐe struĐ-
ture, proofreadiŶg aŶd ediiŶg  
 

AĐivitǇ Tiŵe;sͿ: 
ϮϬ ŵiŶutes ;lessoŶͿ, ϱϬ ŵiŶutes 
;folloǁ-upͿ  
 

EsseŶial QuesioŶs: 
 What does the phrase ͞ďuǇ 

reĐǇĐled͟ ŵeaŶ? 

 What does it ŵeaŶ to ͞Đlose 
the loop?͟ 

 Hoǁ is a ďusiŶess leter 
ǁriteŶ? 

 Hoǁ is a ďusiŶess leter 
difereŶt froŵ frieŶdlǇ-leter 
forŵat? 

 

NC CORE/EsseŶial StaŶdards: 
Grade ϲ: ReadiŶg for IŶfo Teǆt: ϭ
-ϯ, ϱ-ϴ; WriiŶg “td ϭ-ϵ; “peak-
iŶg/ListeŶiŶg ϯ,ϰ; Coŵputer/
TeĐhŶologǇ  TT.ϭ.ϭ– ϲ. TT.ϭ.ϯ;  
Grade ϳ:  ReadiŶg for IŶfo Teǆt 
ϭ, ϯ,ϱ; WriiŶg “td ϰ, ϲ; Coŵput-
er TeĐhŶologǇ ϳ.TT.ϭ.ϯ 

Grade ϴ: WriiŶg “td ϭ,ϰ,ϲ,ϵ; 
“peakiŶg/ListeŶiŶg ϰ; Coŵputer 
TeĐhŶologǇ ϴ.TT.ϭ.ϯ 

 

Materials: 
BusiŶess leter eǆaŵple 
;iŶĐludedͿ 
EdiiŶg ŵark haŶdout ;iŶĐludedͿ 
GradiŶg ruďriĐ ;iŶĐludedͿ 
Eǆaŵples of paĐkagiŶg  
 

 

OďjeĐives: 

- “tudeŶts ǁill uŶderstaŶd the phrase ͞BuǇ ReĐǇĐled͟ aŶd re-
alize its iŵportaŶĐe. 
- “tudeŶts ǁill ǁrite a ďusiŶess leter to persuade a ďusiŶess 
or orgaŶizaioŶ to ďuǇ reĐǇĐled. 
- “tudeŶts ǁill uilize proofreadiŶg aŶd ediiŶg skills iŶ prepa-
raioŶ of a iŶal drat leter. 
 

ProĐedure: 

ϭ. Reǀieǁ the TeaĐher BaĐkgrouŶd “eĐioŶ oŶ ĐlosiŶg the 
loop. 

Ϯ. Reǀieǁ or teaĐh ďusiŶess leter ǁriiŶg forŵat. Reǀieǁ 
difereŶt leter forŵats suĐh as the frieŶdlǇ leter forŵ. 

ϯ. ReŵiŶd studeŶts ǁhat the three-arroǁ reĐǇĐliŶg sǇŵďol 
ŵeaŶs aŶd ǁhǇ it is iŵportaŶt to Đlose the loop aŶd ďuǇ reĐǇ-
Đled. 

ϰ. “hoǁ studeŶts eǆaŵples of the three-arroǁ reĐǇĐliŶg 
sǇŵďol or laďel oŶ paĐkagiŶg aŶd produĐts. 

ϱ. EǆplaiŶ to studeŶts that theǇ ǁill ǁrite a persuasiǀe leter 
to a ďusiŶess or orgaŶizaioŶ askiŶg theŵ to ďuǇ aŶd use reĐǇ-
Đled ĐoŶteŶt produĐts. BraiŶstorŵ Ŷaŵes of ďusiŶesses aŶd 
ideas to ǁrite aďout aŶd ŵap theŵ oŶ the ďoard.  Ideas Đould 
iŶĐlude reasoŶs ǁhǇ ďuǇiŶg reĐǇĐled is iŵportaŶt, thiŶkiŶg of 
eǆaŵples of reĐǇĐled ĐoŶteŶt produĐts appliĐaďle to a pariĐu-
lar ďusiŶess or orgaŶizaioŶ, aŶd eǆplaiŶiŶg the phrase ͞Đlose 
the loop.͟ 

ϲ. Reǀieǁ the forŵat of a ďusiŶess leter usiŶg the proǀided 
teŵplate.  ReŵiŶd studeŶts that theǇ ŵust ŵaiŶtaiŶ a profes-
sioŶal toŶe throughout the leter, ǁhile sill souŶdiŶg persua-
siǀe aŶd passioŶate aďout the topiĐ.  “tudeŶts should eǆplaiŶ 
ǁhǇ theǇ are ǁriiŶg aŶd eǆpress their feeliŶgs toǁard ďuǇiŶg 
reĐǇĐled, as ǁell as giǀe opiŶioŶs aŶd suggesioŶs for iŵple-
ŵeŶtaioŶ at the ďusiŶess.  Leters 
should eŶd oŶ a posiiǀe Ŷote, ǁith stu-
deŶts thaŶkiŶg the orgaŶizaioŶ for their 
ateŶioŶ.  ;A saŵple ďusiŶess leter is 
proǀidedͿ.  
 

LessoŶ 3: BuǇ ReĐǇĐled BusiŶess Leters 
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ϲ. Reǀieǁ ĐoŵŵoŶlǇ used ediiŶg ŵarks oŶ the proǀided haŶdout aŶd eǆplaiŶ to studeŶts that 
theǇ ǁill use these ŵarks to edit aŶother studeŶt’s leter. 

ϳ. Haǀe studeŶts ǁrite a rough drat of their leter.  “tudeŶts should theŶ eǆĐhaŶge leters ǁith a 
partŶer aŶd proofread eaĐh other’s ǁork usiŶg appropriate ediiŶg ŵarks.   

ϴ. IŶstruĐt studeŶts to ǁrite their reǀised leters oŶ iŶal staioŶerǇ. Leters ĐaŶ ďe tǇped, priŶted, 
aŶd edited usiŶg Đoŵputers.   

ϵ. Leters ĐaŶ ďe tǇped, priŶted, aŶd edited usiŶg Đoŵputers.  Leters Đould ďe seŶt to the PTA or 
priŶĐipal of the sĐhool, to the Wake CouŶtǇ PuďliĐ “Đhool “Ǉsteŵ, the sĐhool ďoard, or a pareŶt’s 
plaĐe of ǁork.  “tudeŶts ĐaŶ also use the IŶterŶet to researĐh ĐoŵpaŶies that sell reĐǇĐled ĐoŶteŶt 
produĐts aŶd list those ĐoŵpaŶies iŶ their leters. 

 

EǆteŶsioŶs/ModiiĐaioŶs: 

“tudeŶts ĐaŶ use the IŶterŶet to researĐh the eĐoŶoŵiĐ aŶd eŶǀiroŶŵeŶtal issues assoĐiated ǁith 
produĐts ŵade froŵ reĐǇĐled ĐoŶteŶt aŶd ǀirgiŶ ŵaterial.  Books are also useful ďut ŵaǇ ďe out-
dated iŶ terŵs of ĐorreĐt data.   

 

Useful IŶterŶet sites: 

htp://ǁǁǁ.ĐalreĐǇĐle.Đa.goǀ/ReduĐeWaste/“Đhools/PurĐhasiŶg  

htp://ǁǁǁ.ŵass.goǀ/epp/iŶfo/ǁhǇepp.htŵ 

htps://ǁǁǁ.ďridgiŶgthegap.org/ĐhoosiŶg-reĐǇĐled/  

  

 

LessoŶ 3: BuǇ ReĐǇĐled BusiŶess Leters CoŶiŶued... 

http://www.calrecycle.ca.gov/ReduceWaste/Schools/Purchasing
http://www.mass.gov/epp/info/whyepp.htm
https://www.bridgingthegap.org/choosing-recycled/
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Business Letter Template 

Your street address 

Your city, state, and zip 

Date 

-----Leave one blank line------ 

First and last name of the person to whom you are writing 

Their street address 

Their city, state, zip 

-----Leave one blank line----- 

Dear Mr./Mrs./Ms./Miss first and last name: 
-----Leave one blank line----- 

The text will be typed here.  Business letters typically are not indented.  
You should maintain a professional tone throughout the letter, while still 
sounding persuasive and passionate about the topic.  Explain why you 
are writing to this business and why you chose to write to them.  Express 
your feelings toward buying recycled and why you think it is important for 
individuals and businesses to buy recycled. 
-----Leave one blank line between each paragraph----- 

Your second paragraph should offer assistance in some way.  You could 
give opinions and suggestions for how the business could use recycled 
content products, or list examples of products that company could use.  
End on a positive note by thanking the company for their time. 
-----Leave one blank line----- 

Sincerely, 
 

Your signature 

 

***If your letter is typed, leave three blank lines between the closing and your typed name.  This 
space will be where you sign your name.***** 
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112 Elm Street 
Anytown, NC 27987 

May 2, 2005 

 

Mr. David Smith 

4378 Main Street 
Anytown, NC 27897 

 

Dear Mr. Smith: 
 

Our seventh grade environmental education class recently had a 
speaker talk about recycling and buying recycled products.  It is im-
portant to buy products with recycled material so that the recycling cy-
cle works.  I’d like to see our school begin buying recycled products for 
our students and staff. 
 

Some of the products that we use in our school that could be made 
from recycled products include notebook paper, pencils, rulers, bleach-
ers, bathroom tissue and playground equipment.  You can be sure that 
you are purchasing materials made from recycled products if you see 
the three arrow recycling symbol or the company indicates on the prod-
uct that it is made from recycled materials.  I think we could save trees 
and energy and reduce the amount of trash our schools produce if we 
make a commitment to buy recycled products.  I do hope you will give 
this idea some serious consideration.  Thank you for your time and 
please contact me if I can help you get this project underway. 
 

Sincerely, 
 

Mary Jones 
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Editing Marks:                               Examples:  
 

Add a word or words 

 

Omit a word or words 

 

Add a period 

 

Add a comma 

 

Start new paragraph 

 

Correct the spelling 

 

 

Make a capital letter 
 

Close space  
 

Add space  
 

Take out word  
 

Transpose words  
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CATEGORY 4 3 2 1 

Writing Process 
Work shows evidence of 
all stages of the writing 
process:  prewriting, 
drafting, revising, edit-
ing, and publishing. 

Work shows evidence of 
some stages of the writ-
ing process:   prewriting, 
drafting, revising, edit-
ing, and publishing. 

Work shows evidence of 
few stages of the writing 
process:  prewriting, 
drafting, revising, edit-
ing, and publishing. 

Work shows little or no 
evidence that the writing 
process was used. 

Neatness 
The final draft of the 
letter is readable, clean, 
neat and attractive. It is 
free of erasures and 
crossed-out words. 

The final draft of the 
letter is readable, neat 
and attractive. It may 
have one or two eras-
ures and/or crossed out 
words, but they are not 
distracting. 

The final draft of the 
letter is readable and 
may have several eras-
ures and/or crossed out 
words, but they are not 
distracting. 

The final draft is not 
neat or attractive. 

Organization 
The letter is very well 
organized. One state-
ment follows another in 
a logical sequence with 
clear transitions. 

The letter is fairly well 
organized. One state-
ment may seem out of 
place. Clear transitions 
are used. 

The letter is difficult to 
follow. The statements 
and transitions are 
sometimes not clear. 

Ideas and statements 
seem to be randomly 
arranged. 

Spelling and 
Punctuation 

There are no spelling or 
punctuation errors in the 
final draft. Businesses 
and names are spelled 
consistently throughout. 

There are few spelling 
or punctuation error in 
the final draft. 

There are several 
spelling and punctuation 
errors in the final draft. 

The final draft has many 
spelling and punctuation 
errors. 

Purpose and Au-
dience 

Demonstrates a clear 
understanding of pur-
pose and audience.  
The student uses specif-
ic vocabulary to provide 
a persuasive tone. 

Demonstrates a general 
understanding of pur-
pose and audience.  
The student uses a per-
suasive tone. 

Demonstrates little un-
derstanding of purpose 
and audience.  The stu-
dent uses a somewhat 
persuasive tone. 

Demonstrates no under-
standing of purpose and 
audience.  The student 
lacks use of a persua-
sive tone. 

Point of View and 
Sentence Struc-
ture 

Maintains consistent 
point of view and organi-
zation.  Uses a variety 
of sentence types. 

Maintains a mostly con-
sistent point of view with 
a variety of sentence 
types. 

Maintains inconsistent 
point of view with little 
variety in sentence 
types. 

Lacks a clear point of 
view with no sentence 
variety. 

Requirements 
All of the written require-
ments were met. Format 
is indicative of a busi-
ness letter 

Almost all (about 90%) 
the written requirements 
were met. Format is 
indicative of a business 
letter 

Most (about 75%) of the 
written requirements 
were met, but several 
were not. Format is 
somewhat indicative of 
a business letter. 

Many requirements 
were not met. Format is 
not indicative of a busi-
ness letter. 

Grading Rubric 


