Writing assignment 
· Create a letter from a consumer who has two or more problems with your business. 

· Decide what those problems are

· Decide on what the consumer wants your business to do to deal with those problems.

· Using your business letterhead, answer the letter from your business back to the consumer

· A minimum of three paragraphs 

· Apologize

· Offer an outline of how you plan to fix the problem. 

· Remember to use business letter format, and proofread your answer.

Writing assignment
· You have received a letter from a consumer with a problem with one of your employees. They feel that this person treated them disrespectfully, and they don’t want to deal with this person again, but they would like to continue working with your business. 

· Write the letter from the consumer 

· Using your business letterhead, answer the letter from your business back to the consumer

· A minimum of three paragraphs 

· Apologize

· Offer an outline of how you plan to fix the problem. 

· Remember to use business letter format, and proofread your answer.

Writing assignment 

You have received the following letter:

April 7, 2005

Your Company Name

Your Company Address

Pasadena, CA  91106

To Whom It May Concern:

I am disgusted by your business! I was in there yesterday, and the rudest employee I have ever met told me he couldn’t help me! What kind of business are you running, anyway? Aren’t you supposed to help your customers? I want that employee fired right now, or I will never step into your business again. I have a lot of friends who come to your business, and we all spend a lot of money there. If you don’t make me happy, none of us will ever be inside your business again, and you will be forced to close.

I expect to receive an answer, and I had better like what you have to say.

Sincerely,

Joe Consumer

1201 S. Marengo Ave.

Pasadena, CA  91106

· Using your business letterhead, answer the letter from your business back to the consumer

· A minimum of three paragraphs 

· Apologize

· Offer an outline of how you plan to fix the problem. 

· Remember to use business letter format, and proofread your answer.

Rubric:

	Score
	Grammatical/Writing Expectations
	Artistic Expectations
	Writing Process Expectations

	5
	Paper follows business letter format exactly (found in Handbook) 

Paper is grammatically correct no errors

Letter(s) is/are a minimum of three paragraphs – more than five sentences each

Paper is proofread, and free of mistakes
	Paper is attractive – typed, or neatly written

There are no pen/pencil/white out marks

There is a signature attached
	Brainstorm is attached

There is a first, second, and final draft

Turned in as publishable

	4
	Paper follows business letter format (found in Handbook) Paper may have a couple of grammatical errors

Letter(s) is/are a minimum of three paragraphs with at least five sentences each

Paper is proofread, maybe a couple of mistakes
	Paper is fairly attractive – typed, or neatly written

There may be a couple of pen/pencil/white out marks

There is a signature attached
	Brainstorm is attached

There is a first and final draft

Turned in as publishable

	3
	Paper almost follows business letter format (found in Handbook) 

Paper may have a few grammatical errors

Letter(s) may be a few sentences short of five sentences each

Paper is proofread, maybe a few mistakes
	Paper is kind of attractive – typed with errors, or written somewhat neatly

There may be a few pen/pencil/white out marks

There is a signature attached
	Brainstorm is attached

There is a first and final draft, but they might not be  publishable

	2
	Paper tries to follow business letter format (found in Handbook), but has problems

Paper has a number of grammatical errors

Letter(s) are missing sentences/paragraphs

Paper has a lot of mistakes
	Paper not very attractive – typed with many errors, or written sloppily

There are a number of pen/pencil/white out marks

There is a signature attached
	Brainstorm is attached

There only one draft, 

And it might not be  publishable

	1
	Minimal effort to follow business letter format (found in Handbook), 

Numerous grammatical errors

Letter(s) are missing sentences/paragraphs

Paper has numerous mistakes
	Difficult to read, not attractive
	One draft turned in
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