
TEACHING STUDENTS TO WRITE A BUSINESS LETTER

In this activity, learners attempt to re-write an inappropriately informal business letter in a more appropriate, formal style.
Author: Catherine Morley, Teacher.

Just imagine what Mr. London, U. They should ask about life at the North Pole. By focusing on specific
problems at their own company, the student's interest is engaged thereby ensuring a more effective learning
environment. Consider how they would feel living in a land of snow and ice all year round? The students
worked on this writing assignment the rest of the period and completed the final copy for homework. What is
his life like? Sometimes such letters are used to express opinions such as on climate change, treatment of
animals, poor services, not enough buses, and human rights. They make a good follow up exercise after
receiving presents or going on a visit. This time they will address their letter with Mr. You can have your
students address the envelope the same way they did for the personal letter, affix the stamp and mail. Give a
date by which you must have their reply. Everyone is trying to reduce the amount of energy we use. It may
also be worth highlighting the punctuation used here, i. It might be when someone has done something wrong.
Make sure all your contact details are clearly written down at the top of the letter. Examples can be easily
obtained from local newspapers or from children's magazines such as DK Find Out or Aquila. In this way,
some of the conventional sentence frames which are so common in business letters are 'fed in'. Both classes
should prepare for the task by listening to some unusual letters. These are letters that are directed at a wide
audience â€” anyone who happens to read it. Student Business Letter. This will ensure that you do not forget
anything. You could link up with another class in the school. So what might go into a letter to a newspaper or
magazine? In this way, the students will have completed three different letters focusing on specific
work-related target areas that then can then immediately use at the workplace. Dear Mr. It will look something
like the following. Letters of this kind need to be very precise. Emphasise that the model is only one possible
way of re-writing the letter - this can lead to a discussion on whether any differences are equally correct. But
care should be taken to make sure that all the questions in the original letters are answered. It might be a way
of thanking people for providing help.


