Name: _____________________

Mr. Dave Gelber

Computer Applications # 1

Period  # __________


COMPUTER APPLICATIONS # 1

Project # 2

Writing a Business Letter

Purpose:  We have studied two different types and forms of business letters in class.  As you have learned, business letters are extremely important in the real world.  You will have the opportunity to practice writing your own business letter in full-block form.    

Task:  Each student will have five days to write a full-block business letter to a local newspaper asking them to include information about upcoming events at Union Hill High School in their newspaper.  An event might include athletic contests, homecoming football game, club activities, a upcoming field trip, band/choir concert, or even the date that uniforms become mandatory.  Within the letter, indicate that you have attached the necessary information and that you are sending a copy to your instructor.  


Grading Criteria:  This project will fall into the Homework/Individual Comprehensive Project portion of your grade.  This section of the marking period grade is worth 35% of your 1st Marking Period Grade.  The highest score you can earn on the project is a 100%.  Below is the rubric I will use when grading the project.  

	Requirement
	Earned Points
	Possible Points

	Date Included
	
	5

	Inside Address
	
	10

	Salutation
	
	5

	Body—Good Substance!  
	
	45

	Signature Line
	
	10

	Special Notations
	
	5

	Mechanics/Grammar
	
	20

	Total Score
	
	100


The final completed project is due on Wednesday, October 4th 2006 at the beginning of class with NO EXCEPTIONS.  When you hand in your completed project you must submit this cover sheet.  Any student who fails to hand in this cover sheet will automatically lose 10 points.  Any student who fails to hand in the project on October 4th 2006 will earn a 0% for the project—Please reference the Course Syllabus for exceptions.  

Any queries contact Mr. Dave Gelber at dave@gelber .net or I am available before/after school in Room # 211.    

Good Luck & Best Wishes!  
