Assignment #1: Business Correspondence

For your first assignment, you will prepare two documents, a business letter and a memo. Review PSTC pp. 241-254 for a thorough explanation of the major aspects of form regarding letters and memos. See HTW “Memos,” pp. 343-345, and “Letters,” pp. 316-321 to further review the formal specifics of these types of documents.

Business Letter
First, conduct some research about your department’s freshman orientation. Then, write a business letter to the chair of your department regarding the orientation. You may write an “Inquiry Letter,” asking for more information about a certain aspect of orientation; a “Claim Letter,” making a polite complaint or suggestion about the orientation; or an “Adjustment Letter,” explaining how one aspect of orientation might be improved (see PSTC p. 247-254). You will also need to do some research to find the name of your department chair and the mailing address for your letter. In addition to chapter 9 from PSTC, review HTW pp. 316-321 on the formal specifics of business letters.

Memo
Next, draft a memo to your instructor explaining the rhetorical choices you made while writing your business letter. Discuss the tone, content, audience, and purpose of the letter. To draft your memo, you will need to follow the formatting guidelines discussed in class.  In addition to reviewing your rhetorical choices, you should provide some background, describe briefly your research methods, and summarize the findings that prompted you to write the letter.

Note: Be careful that you are not simply listing what you did. You need to fully explain the choices behind your writing.

Formatting, Revision, and Editing
Format your letter and memo in the “full-block” style as discussed in your textbook and in class.  Remember, you are addressing your department chair. You want to demonstrate your respect for his or her position and your dedication as a student in your department and field. Carefully revise and then proofread both documents for proper spelling, grammar, and punctuation.

Minimum page length 
· The business letter should be roughly one page in length.
· The memo should be one to two pages in length.


Due Dates 
_______ First Draft		_______ Peer Review		_______ Final Draft 
 

Cover Letter
When you are ready to submit your final draft in Week 4, you must include a cover letter at the beginning of this document, before your final draft begins. Your cover letter must summarize and explain the revisions you made to your original draft.




Let’s Reach for an A!
The default grade for this assignment (and this course) is a B. If you would like to earn a grade of “A” for this assignment, you must do the following:  

In addition to the assignment's main purpose, you will compose an additional business letter on the same topic, but of a different purpose. You will also address the differences in rhetorical situation (purposes, audience, tone, etc.) between the two letters in your memo.

For example, if you choose to write an inquiry letter about orientation, your second letter could be a claim or an adjustment letter about orientation. In your memo, you need to discuss the different choices you made when writing the two letters. For example, you might address why your tone was different in the inquiry letter in comparison to your adjustment letter, and you would use the rhetorical situation to help explain your choices.

It does not have to be perfect, but it must demonstrate a good faith attempt to develop nuance in your argument by truly exploring what genre means. In other words, by doing this, you are practicing making an argument that is more in-depth (as opposed to quick and superficial). You will also demonstrate that you understand how business correspondence and the rhetorical situation are intricately connected.

Note: If you want to earn an “A” in this course, you must make good faith attempts to complete the “Let’s Reach for an A!” sections in 2 of the 3 major assignments.


Final Submission Checklist
· I have included a cover letter as the first page of my assignment where I summarize and explain what revisions I made to my draft.
· I have chosen to write either an inquiry, claim, or adjustment letter. 
· I have written a memo that discusses my rationale in writing the business letter.
· I have used full block style for both the letter and the memo.
· If I want to earn an “A,” I have made a good faith attempt to fulfill the requirements in the “Let’s Reach for an A!” section.
· I have formatted my paper [as my instructor has described.]  
· I have saved the document as a .pdf or .docx file for submission.

