Sender’s Name (You
)

Address

City, State  Zip Code

Recipient’s Name (Company)

Address

City, State  Zip Code

Date 
Greeting
,

First Paragraph/Statements:  Introduces you, your position, personal content, etc.

· Age

· Interests

· Personal Position

· Customer History: Long-time vs. First-time buyer.

2nd Paragraph: States reasons for the writing, talks about your experience.
· Expectations of product/service.

· Examples of positive/negative experience.

· Intentions: Continue Use, Discontinue Use, etc.

· Suggestions/Criticisms: Positive Improvements.

Last Paragraph: Brief, closing statements, reinforce personal position (positive/negative).

· Restate purpose of letter.

· Restate Expectations.

Closing,

Signature

Typed Name

Assignment:  Select a company/service of your choice and draft a letter of correspondence that either praises or constructively criticizes the recipient.  

Considerations:

1. As the writer you are in control of all content- be mindful of what you include and omit from your letter.  Realize that information influences your audience.

2. Be mindful of tone and style.  Oftentimes the recipient will dictate the author’s tone and style.

3. Research the recipient.  Find a mission statement, a press release, etc.  Use their words to show you are an informed consumer. 

4. Check a package label or search for company address: corporate headquarters, corporate office, customer service, U.S.A. headquarters. 

5. Be detailed when it comes to experience.  Be detailed when it comes to observations.  Be detailed when it comes to likely suggestions/criticisms. 

6. Ask a question within the letter to encourage a response.  

7. As you finish, ask yourself this question: ‘Would I want to receive this letter?’. If the answer is ‘no’, consider revisions that strengthen your writing and purpose.

Due: 
Rough Draft: _______________________________________________________________
Requirements:

· Two printed letters- one submitted for grading, one placed in an envelope.
· Letter follows the template.

· Signed in ink.

· Placed within a self-addressed, stamped envelope ($0.46 postage rate OR a ‘Forever’ stamp).

· Submitted at the start of class.

Point Value:  45 points. (15 Rough/30 Final)
�All text is aligned left throughout letter.  No indentations.


�To Whom It May Concern, Dear, To, etc.


� Hand signature, black or blue pen.


�Typed Name. 





