OUTSIDE READING PROJECT—15% of 9 Weeks Average

SECOND NINE WEEKS:  BUSINESS LETTER

Write a letter to your teacher and do the following: (Each item is worth up to 10 pts.)

1. Include the title of book chosen from appropriate class list.

2. Give the author’s name.

3. State the original publication date.

4. Choose the character you are most like and explain any similarities.

5. Describe your favorite event in the book and explain why it appeals to you.

6. Quote two lines from the book that are meaningful to you.

7. Explain the chosen quotes (i.e.-what lesson the quote teaches, how it makes you feel, what it makes you think about, etc.).

8. Use formal, standard, American English.

9. Use proper grammar and sentence structure.

10. Use proper business letter format. (i.e.-heading, inside address, salutation, body, closing, signature)
This letter must be typed using Times New Roman font, size 12.
Leave a 1 inch margin at the top of the page.

Single space body paragraphs.  Double space after
date, after inside address, after salutation, between paragraphs, 
and before closing.  Leave four spaces between closing and
printed name.  Be sure to sign the letter by hand before 
turning it in.  This is the proper format for all business letters,

including letters of application and complaint.
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