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Business Letter Writing Prompts – Grade 6

         

DIRECTIONS: Choose ONE of the following prompts and compose a two to three paragraph business letter using proper format (heading, inside address, salutation, body, closing, signature info., and enc./cc if appropriate):


· You and your family recently visited the amusement park Adventureland, and you have complaints about the park (rides/attractions, food service, and/or cost). Write a letter to Ms. Margaret Thompson, the manager of the park, (located at 1000 Happy Trail, West Valley, New York 14011) describing your family’s ordeal during the visit and suggestions for improvement. Indicate that you are enclosing a copy of the receipt as proof of admission.

· Mr. Wojcicki has asked students for input on Field Day plans. Write a letter to Mr. Wojcicki which includes both your favorite things about past Field Days, as well as suggestions for improvement for this year’s Field Day. Be sure to support your opinions with convincing reasons and evidence. Indicate that you will be sending a copy of this letter to Mrs. McIntyre. (St. Amelia School, 2999 Eggert Road, Tonawanda, New York 14150.)


ALL BUSINESS LETTERS MUST BE TYPED!

REMEMBER: Do not use contractions in your business letter!
***You MUST follow the “Business Letters” notes packet as you compose your letters. You will lose points for incorrect spacing between each part, as well as for any missing or incorrect information! 
***Please use Times New Roman, 12 pt. font and SINGLE SPACE your essay. 

DUE DATE: ______________________________________
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