Block Business Letters

Letter 1:

Scenario: 
Your Jansport backpack has been damaged.  You know that Jansport has a lifetime warranty, but to get a replacement, you have to send in your backpack and write a letter.  Write a letter describing the problem (what’s wrong with the backpack, and how did it happen) and request a replacement.  Be sure to mention that you are including the damaged merchandise and thank him/her for his/her time.

Instructions:
Use the skills you learned to format a block business letter to the Jansport company.  Use the Internet to research the address.  You may use “Dear Warranty Department” for your salutation.

Your letter should be a minimum of (3) paragraphs and must fit on one page.

Letter 2:

Scenario:

Do you download MP3 music files?  Do today’s record label companies have the right to restrict your access to music via the web?  Are recording artists being short changed out of profits?  Should music via the web be free and accessible to all or restricted?  Compose a letter to the head of a major music organization (Sony, Mowtown, BMG, your choice. . . . ), explaining your opinion on this issue.  You may use the Internet to collect information but you must include an opinion paragraph of your own.  If you use an Internet site for information, include the website in your letter.

Instructions:
Use the skills you learned to format a block business letter.  Use the Internet to research the address.

Your letter should be a minimum of three (3) paragraphs and must fit on one page.

