D1. Create a Business Letter Using a Word Processing Program


To create a properly formatted business letter using a word processing program.

Lesson Duration:  1 Hour

Pre-Instruction:

The instructor will need to be familiar with the parts of a business letter.

If desired, the instructor can accumulate examples of business letters sent or received to share with learners.  These examples can help generate a discussion about professional appearance and message.

Make copies (paper or overhead transparency) of Handout #1 – “Create a Business Letter Using a Word Processing Program”.  (The college name and address in the exercise may be changed as desired).

Prepare a variety of scenarios that would require the learner to write a business letter for the lesson evaluation (i.e. a cover letter to accompany a job application, a follow-up to job interview, etc.). 

Materials Needed:

Computer for each learner.

Copies of Handout #1 – “Create a Business Letter Using a Word Processing Program”. 

Overhead transparency of Handout #1- “Create a Business Letter Using a Word Processing Program”; Handout - #2 – “Business Letter”; and Handout #3 – “Business Letter”. 

Examples of actual business letters.

Overhead or LCD projector.

Learning Objective:

The learner will be able to create a properly formatted personal business letter using a word processing program.

Presentation/Procedure:

· Welcome learners to Technology Level D instruction.  Review competencies mastered in Technology Levels A, B, and C.

· Give an overview of the Technology Level D competencies and the knowledge and skill the learners will have as a result of the class.

· Ask the learners why formatting a business letter would be important, either as the sender or as the receiver.  (To present a professional image, to help organize the letter’s message, to help the reader understand information, etc.)
· Hand out examples of actual business letters.  Ask the learners what  consistencies they see on each of the letters. (Address of the sender, letterhead, inside address, formal closing, etc.)

· Using an overhead transparency of Handout #1, show the learners an example of a business letter.  Discuss the general appearance and message the sender is trying to convey.

· Discuss the vocabulary words and parts of a business letter.

Practice:

· Give each learner a copy of Handout #1 – Create a Business Letter Using a Word Processing Program.

· Allow each learner time to recreate the business letter as outlined in the handout.

Evaluation:

Give each learner a scenario that requires him/her to write a business letter.  Each learner will create and print the business letter without the instructor’s help or use of handouts.  

Closure:  

Review the parts and spacing requirements of a business letter and discuss observations made during the individual learner evaluations.

Vocabulary:

(See Glossary for definitions)

business letter, letterhead, formatting, double space, inside address, salutation, closing 

Resources:  

“Writing @ CSU.” Overview:  Business Letters. 20 Nov. 2002. http://writing.colostate.edu/references/documents/bletter/index.cfm

Instructor Comments:  

Most businesses use letterhead stationary.  A brief discussion about letterheads may enhance this lesson

Instructor Reflections:  

Some learners feel it is necessary to recreate the business letter exactly, striking the return key at the exact location as the example letter.  A brief reminder about the computer’s ability to “word wrap” within a paragraph is advisable.  Use of word wrap saves frustration when changing the font style and/or size.
