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Business Etiquette 101 
Many of you have written a letter before, whether it was a note in class, a letter to a friend, or a thank you note.  Those types of letters are informal.  A business letter, however, is a formal document.  A business letter can be used to place a complaint, to show recognition for a job well done, to make suggestions, or to offer one’s services.  Through your phenomenal powers of persuasion and your vast knowledge in the field of rainbarrels, you are going to write a letter to a business, informing them why it is in the business’ best interest to use rainbarrels.  Hold on…before you get started, there are a few questions you should answer to help organize your thoughts.

1.  Who are you? Do you live or go to school in their community?  What association do you have to this business? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.What is the purpose of your letter? _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






3.What exactly is a rainbarrel?  What does a rainbarrel do?

___________________________________________________________________________________________________________________________________________________________________________



___________________________________________________________________________________________________________________________________________________________________________



4.  Why would a business like this one want a rainbarrel? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5.  How would this business obtain a rainbarrel?  What if they wanted to make one of their own? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Now that you provided information on rainbarrels, don’t forget to give them the opportunity to tell you what they think!  Wouldn’t you like to know if they’re interested in getting a rainbarrel?  You can end your letter by saying this: 

“The Crossroads School would like to know what you think about rainbarrels.  Please write back and let me know whether or not you are planning on acquiring a rainbarrel. Thank you for your time and I look forward to hearing from you.”
Composing the Letter

The hard part is over.  You answered all of the questions already, and now is the time to put those answers into paragraph form.  Using complete sentences and your own words, you are now able to write a complete business letter.  There is a definite format to writing a business letter.  It is a simple format, but you must follow the formula.  

Your name and School name

School address

The Date (example:  March 27, 2003)

Business Name

Address

There are several ways to begin a business letter.  You may use the phrases 

To whom it may concern:

Dear Sir or Madam:

Dear ‘Business Name’:

This is the body of the letter.  Use the questions you just answered to help you develop the text of the letter.

Just like starting a letter, there are different ways to end one.

Sincerely,

Truly,

Sign your name.
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