Personal Business Letter Exercises
This assignment will cover Standard 3 Objective 1.
Write a personal business letter for the situations below:

· Use your own address for the return address.  

· You must use actual addresses for the inside address.  If you do not know the address of the person you are writing to, find it on the Internet.
· I am looking for attention to the business letter format. 

· Be candid, and be professional!  Write these letters as if I am planning to send them! 

· DON’T FORGET TO ADJUST YOUR MARGINS 
· MAKE SURE TO USE THREE PARAGRAPHS AND SIGN YOUR LETTERS.
· PROOFREAD!  PROOFREAD!  PROOFREAD!
Complaint Letter (mixed punctuation, block format) 

You are concerned with our economy, taxes and the state of our nation's education system. You decide to write your senator to express your feelings (either continue to attempt to stimulate the economy by giving more tax cuts, or focus more on spending in education and let the economy work itself out since it is a free market system and these things shake out over time). Write a one-page letter to:

Senator Orrin Hatch
8402 Federal Building
125 South State Street
Salt Lake City, UT 84138
Refusal Letter (open punctuation, modified block format) 
You have been offered a job with a company that you do not want to work for.  Tactfully, decline the job, giving legitimate reasons for your refusal.


 
Inquiry Letter (mixed punctuation, block format)
Write a letter to a college or technical school you are interested in attending after graduation.  Inquire about admission requirements and request information, including a catalog and schedule of classes.

The address you need will most likely be found under a link for the school registrar.
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Adjustment Letter

O Open with information about the transaction
O Provide an explanation
® Make your letter brief and to the point.
= Include all important facts about your purchase, including the
date and place where you made the purchase and any
information you can give about the Prudu(fﬁ or service, such as
serial or model numbers or specific fype of service.
O Use a positive conclusion that requests an action
® State exactly what you want done about the problem and how
long you are willing to wait to get it resolved. Be reasonable.
O Include copies of support information, if applicable
® Be sure to send COPIES, not originals.
O Avoid writing an angry, sarcastic, or threatening letter.
m The person reading your letter probably was not responsible for
your problem but may be very helpful in resolving it.

OA letter from a person receiving a
complaint letter to the person who
wrote the complaint.

OProvide an explanation
mProblem

mHow you intend to make adjustments
EThe positive benefits

OExpress appreciation

OClose pleasantly

Refusal Letter

OAn adjustment letter that says “no”
ORequires a buffer beginning
OReview of the facts

OIndicate why you must decline the
request
OUse positive closing

Inquirx Letter

OKeep questions specific and clear so
the reader will know immediately what
information you are seeking, why you
are seeking it, and how you will use it

OOffer inducement (encouragement/
incentive) for the reader to respond

OPromise confidentiality, where
appropriate

OExpress appreciation





