Informative/Persuasive Letter-Writing Assignment

Name: 








Date: 




Purpose: The purpose of this assignment is to give students an opportunity to write a letter using correct letter format and components, as well as to write informational and/or persuasive.

Directions: You should already have a rough draft for this letter in your writer’s notebook. Follow the guidelines below and create a formal letter.

Due Date: Monday, December 10, 2012 – 1-page, double-spaced, typed and printed or shared on Google Docs. Turn in this rubric with your letter.

Important Information: 

· The recipient will be a student in my second semester class and/or an administrator or teacher of the school or district. Thus, you are not sure, so what greeting will you use?

· Subject of the letter is the cell phone and electronic device policy and the storing of such items in my classroom.

· You can stick to strictly informative about the policy and procedure, or you can make it persuasive with your opinion.

· You may use first person pronouns; however, since you don’t know who will be the recipient, you will want to avoid the second person pronouns.

Requirements:

· Return address: (this will be your First name only, date, assignment)

· Salutation: You don’t know the recipient, so come up with a greeting.

· Body: The body of the letter should be indented properly, contain correct spelling, punctuation, and grammar, and address the subject well.

· Closing: Again, you don’t know the recipient, so it should be a friendly, but proper closing.

· Signature: Your FIRST name only

Scoring: 
+ good 
– needs improvement
+
-
Follow Directions

+
-
Proper Structure of a Letter

+
-
Standard English grammar concepts

+
-
Clear, concise information/persuasion

+
-
Clearly understands audience and attempts/masters voice/style



 Score

