Creating a New Club, Sport or Class Project


Task 3:  Write a BLOCK STYLE LETTER to Mr. DeRath explaining your idea.  You need to explain to her your rationale for this new event.  This letter should be in correct letter format and should include 3 paragraphs in length.  Also make sure you include a letterhead for yourself.  Scroll down to see the proper layout of a Block Letter.    
Mr. DeRath
1155 South Elizabeth St.

Mt. Pleasant, MI 48858

Rubric

   Content – complete explanation, very detailed, error free
 
___Perfect

___Good

 ___Needs work

 ___Weak

   Layout– letterhead, date, letter address, salutation, body, closing, writer’s name


___All parts
___Missing parts

___No consistency
___Weak
   Length - 3 solid paragraphs (Intro topic, Details, Closing)





___Solid

___Minor Errors

___Needs Work

___Too Short!

Sample Block Letter
Scroll to next page to view the sample block letter 

Street

City, State Zip Code
Phone number

Email address
Your Name

Date (October 3, 2012)

Contact Person’s Name, Title (if known, Manager or CEO)

Company Name

Company Address

City, State Zip Code

Dear Contact Person’s Name
Tell why you are writing the letter.  Let the reader know exactly what the letter is all about.  (2 to 3 sentences)
State the details that support your reason for writing the letter.  This paragraph is the evidence that will convince the reader to agree with you.  (4 to 5 sentences)
Tell how and where you can be reached.  Thank the reader for their time and let them know that you are looking forward to hearing from them.  (2 to 3 sentences)

Sincerely
Your Name


5426 S. Meridian Rd.

Mt. Pleasant, MI 48858

(989) 774-5869

aschell@mtpleasant.edzone.net
Sally Block Letter

January 1, 2006

Mr. Mike Doty, Manager

Celebration Cinema!

4925 E. Pickard Rd.

Mt. Pleasant, MI 48858

Dear Mr. Doty:

On (date), I (bought, leased, rented, or had repaired) a (name of the product, with serial or model number or service performed) at (location and other important details of the transaction). 

Unfortunately, your product (or service) has not performed well (or the service was inadequate) because (state the problem). I am disappointed because (explain the problem: for example, the product does not work properly, the service was not performed correctly, I was billed the wrong amount, something was not disclosed clearly or was misrepresented, etc.). 

To resolve the problem, I would appreciate it if you could (state the specific action you want—money back, charge card credit, repair, exchange, etc.). Enclosed are copies of my records (include copies of receipts, guarantees, warranties, canceled checks, contracts, model and serial numbers, and any other documents). 

I look forward to your reply and a resolution to my problem, and will wait until (set a time limit) before seeking help from a consumer protection agency or the Better Business Bureau. Please contact me at the above address or by phone at (home and/or office numbers with area code). 

Sincerely, 

Sally Block Letter

Sample Block Letter








