ELA 8
Functional Writing
K. Wiebe


 Functional Writing: Business Letter
Read the information below, and then complete the assignment that follows.

The situation

Imagine that you are a student at Millside Junior High School. The school council has proposed that Millside Jr. High adopt a dress code which would see students wear dark dress pants or skirts, and white sweaters or dress shirts.  Students and staff would not wear big or bright jewelry and other accessories, and hair could not be dyed bright colours or be untidy.  

As a member of the student body, you, Kerry Johnson, would like your opinion heard before the school council votes on this proposed dress code.  You have spoken to your parents, teachers, and peers, and have received many different opinions and ideas, all of which have helped you to reach your personal decision.

Assignment (suggested time—40 minutes)


Among other details, be sure to

• show understanding of the council members’ point of view and concerns
• show understanding of the students’ point of view

• provide information and suggestions that will be helpful to the school council when they make their decision
• sign your letter Kerry Johnson—do not sign your own name

• use a business letter format

Address the envelope provided on the next page.



When writing, be sure to

• budget your time

• consider your audience

• organize your thoughts appropriately in sentences and paragraphs

• use vocabulary that is effective

• proofread and edit your work directly on your writing

Envelope (complete a rough draft on a scrap paper first)
	


Write a business letter to the school council, stating your opinion about the proposed dress code. Persuade the school council to consider your opinion.








Don Miller





Don Miller is the parent President of the Millside Junior High School Council.  It is located at 318 Terrace Avenue in the town of Lakeview, Alberta. The postal code is T6H 3W4.








Kerry Johnson





Kerry Johnson (you) lives at 312 Clark Street in Lakeview, Alberta. The postal code is T6H 2E3.
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