Writing Prompt – Business Letter to Jack O’Connell

Writing Situation

As more states add high stakes high school exit exams to their graduation requirements, the debate as to whether or not these tests actually serve a suitable purpose rages.  While many people are in favor of such exams, arguing that they improve the quality of education, there are also many people fervently opposed to them.  Opponents of the test argue that the test is biased as does not improve the quality of instruction.

Writing Directions

Imagine that the California Department of Education (CDE) has decided to hold a hearing to discuss whether or not to keep the California High School Exit Exam (CAHSEE) in place.  Write a formal business letter to the state superintendent, Jack O’Connell, asking him to vote in favor of keeping the exam or against keeping the exam.  On the reverse side of this sheet you will find the purpose of the CAHSEE according to the CDE.  Be sure to discuss whether or not the exam meets the stated purpose in your letter.  You may also use the handouts from class to argue your point of view.

Here is a sample business letter;

Ernie English
1234 Writing Lab Lane
Write City, IN 12345 

January 31, 2008
Dear Mr. English: 

The first paragraph of a typical business letter is used to state the main point of the letter. Begin with a friendly opening; then quickly transition into the purpose of your letter. Use a couple of sentences to explain the purpose, but do not go in to detail until the next paragraph. 

Beginning with the second paragraph, state the supporting details to justify your purpose. These may take the form of background information, statistics or first-hand accounts. A few short paragraphs within the body of the letter should be enough to support your reasoning. 

Finally, in the closing paragraph, briefly restate your purpose and why it is important. If the purpose of your letter is employment related, consider ending your letter with your contact information. However, if the purpose is informational, think about closing with gratitude for the reader's time. 

Sincerely, 

Lucy Letter
