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 
 

Revision Notes
When you are ready to submit your final draft in Week 4, you must include a cover sheet at the beginning of your document that summarizes and explains the revisions you made to your original draft.



Final Submission Checklist
· I have included Revision Notes 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.
· I have formatted my paper [as my instructor has described.]  
· I have saved the document as a .pdf or .docx file for submission.

