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Students will
•review examples of business and friendly letters.

•compare business and friendly letter formats.

•write letters in response to specific writing prompts.

•apply knowledge of language structure and conventions.

•adjust their use of writing conventions, style, and vocabulary for a variety of 

audiences and purposes.



1.Tell students that during this session, they will be reviewing business letter format.

2.Ask students if business letter format is for use only by businesses Answer essential questions by explaining to students, the “why, when, and what” in 

contemplating correspondence for essential questions on  the various uses for business letters (e.g., applying for employment, expressing a consumer 

complaint to company).

3.Share the FBLA Business Letter Format Sample and the Read, Write, and Think Lessons by distributing copies to students and displaying the sample by 

using google classroom and electronic board.

4.Have students take turns reading the body of the letter aloud.

5.Identify the main parts of a business letter (heading, inside address, greeting, body, closing, and signature) by allowing student volunteers to take turns 

using a non-permanent transparency marker to label each of the six main parts. Instruct students to label their handouts in the same manner.

6.Again, you can use Writing the Basic Business Letter from the FBLA format and to supplement the discussion of the parts of letters.

7.Have students reformat the FBLA letter to Juliana Solis, the FBLA President of Lamar County High School. 

8.Discuss the differences between the full-block and modified-block formats. Point to the additional sample letters

http://owl.english.purdue.edu/owl/resource/653/01/
http://owl.english.purdue.edu/owl/resource/653/02/







