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Grade Level: 
-  

Co epts Taught: 
Leter- rii g, se te e stru -
ture, proofreadi g a d edii g  
 

A ivit  Ti e s : 
 i utes lesso ,  i utes 

follo -up   
 

Esse ial Quesio s: 
 What does the phrase u  

re led  ea ? 

 What does it ea  to lose 
the loop?  

 Ho  is a usi ess leter 
rite ? 

 Ho  is a usi ess leter 
difere t fro  frie dl -leter 
for at? 

 

NC CORE/Esse ial Sta dards: 
Grade : Readi g for I fo Te t: 
- , - ; Wrii g “td - ; “peak-
i g/Liste i g , ; Co puter/
Te h olog   TT. . – . TT. . ;  
Grade :  Readi g for I fo Te t 

, , ; Wrii g “td , ; Co put-
er Te h olog  .TT. .  

Grade : Wrii g “td , , , ; 
“peaki g/Liste i g ; Co puter 
Te h olog  .TT. .  

 

Materials: 
Busi ess leter e a ple 
i luded  

Edii g ark ha dout i luded  
Gradi g ru ri  i luded  

E a ples of pa kagi g  
 

 

O je ives: 

- “tude ts ill u dersta d the phrase Bu  Re led  a d re-
alize its i porta e. 
- “tude ts ill rite a usi ess leter to persuade a usi ess 
or orga izaio  to u  re led. 
- “tude ts ill uilize proofreadi g a d edii g skills i  prepa-
raio  of a i al drat leter. 
 

Pro edure: 

. Re ie  the Tea her Ba kgrou d “e io  o  losi g the 
loop. 

. Re ie  or tea h usi ess leter rii g for at. Re ie  
difere t leter for ats su h as the frie dl  leter for . 

. Re i d stude ts hat the three-arro  re li g s ol 
ea s a d h  it is i porta t to lose the loop a d u  re -

led. 

. “ho  stude ts e a ples of the three-arro  re li g 
s ol or la el o  pa kagi g a d produ ts. 

. E plai  to stude ts that the  ill rite a persuasi e leter 
to a usi ess or orga izaio  aski g the  to u  a d use re -
led o te t produ ts. Brai stor  a es of usi esses a d 

ideas to rite a out a d ap the  o  the oard.  Ideas ould 
i lude reaso s h  u i g re led is i porta t, thi ki g of 
e a ples of re led o te t produ ts appli a le to a pari u-
lar usi ess or orga izaio , a d e plai i g the phrase lose 
the loop.  

. Re ie  the for at of a usi ess leter usi g the pro ided 
te plate.  Re i d stude ts that the  ust ai tai  a profes-
sio al to e throughout the leter, hile sill sou di g persua-
si e a d passio ate a out the topi .  “tude ts should e plai  

h  the  are rii g a d e press their feeli gs to ard u i g 
re led, as ell as gi e opi io s a d suggesio s for i ple-

e taio  at the usi ess.  Leters 
should e d o  a posii e ote, ith stu-
de ts tha ki g the orga izaio  for their 
ate io .  A sa ple usi ess leter is 
pro ided .  
 

Lesso  3: Bu  Re led Busi ess Leters 
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. Re ie  o o l  used edii g arks o  the pro ided ha dout a d e plai  to stude ts that 
the  ill use these arks to edit a other stude t’s leter. 

. Ha e stude ts rite a rough drat of their leter.  “tude ts should the  e ha ge leters ith a 
part er a d proofread ea h other’s ork usi g appropriate edii g arks.   

. I stru t stude ts to rite their re ised leters o  i al staio er . Leters a  e t ped, pri ted, 
a d edited usi g o puters.   

. Leters a  e t ped, pri ted, a d edited usi g o puters.  Leters ould e se t to the PTA or 
pri ipal of the s hool, to the Wake Cou t  Pu li  “ hool “ ste , the s hool oard, or a pare t’s 
pla e of ork.  “tude ts a  also use the I ter et to resear h o pa ies that sell re led o te t 
produ ts a d list those o pa ies i  their leters. 

 

E te sio s/Modii aio s: 

“tude ts a  use the I ter et to resear h the e o o i  a d e iro e tal issues asso iated ith 
produ ts ade fro  re led o te t a d irgi  aterial.  Books are also useful ut a  e out-
dated i  ter s of orre t data.   

 

Useful I ter et sites: 

htp:// . alre le. a.go /Redu eWaste/“ hools/Pur hasi g  

htp:// . ass.go /epp/i fo/ h epp.ht  

htps:// . ridgi gthegap.org/ hoosi g-re led/  

  

 

Lesso  3: Bu  Re led Busi ess Leters Co i ued... 

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 


