Business Letter Project 2
Suppose that your company has received the following letter from the Anywhere Community Planning Committee. 
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Directions 
1. Write a standard business letter in response to the letter from the planning committee. 

2. 
Create a business name related to the specific pathway your class is studying. The business should have a specific focus that relates to customers, potential employees, and citizens who will be viewing your display. 
3. 
This is a hypothetical activity designed to replicate the business letter writing process, so you may fabricate information for the letter as needed. 

4.
Use appropriate block style format when you respond.

5.
Use a word processor and printer if available. If not, write the letter in blue or black ink. 

6.
Use 1” margins.

7.
Create a simple letterhead for your business and place it at the top of your letter. Be creative. 

8.
In the introductory paragraph, briefly explain the purpose of your business in the community and how your business benefits customers, employees, and other citizens. 
9.
In the body paragraph, include the following requests for your display: 
· 12 x 12 feet area of space

· electricity and an internet connection for a laptop computer 
· a projector and screen 
· 2 tables measuring at least 2 x 4 feet each


Explain how you will use these items in your display. 
10.
In the conclusion paragraph, thank the planning committee for their hard work in planning the Local Community Fair and offer any other services you can provide to help with the fair. 
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304 Main Street


Anywhere, GA 33333








Dear Community Businessperson,





As a local community leader, you are invited to participate in the upcoming Community Fair. The purpose of the fair is to make our town’s citizens aware of the wide variety of careers, businesses, services, and business professionals in our community. Each business or group is asked to organize a display explaining the general focus of their respective business or organization and the opportunities provided to citizens of our community. 





Because you and your group are invaluable to our community, we strongly encourage you to participate. The fair is only weeks away, and it is very important that we receive some necessary information from you regarding your specific display needs. We need to know how much space your display will require, whether or not you will need electricity or an internet connection, any technology you need, how many tables you will need, and the specific focus of your display. A backdrop will be provided for all participants. 





Thank you in advance for your continued support of our community and its citizens. We look forward to hearing from you soon.





Sincerely,








Anywhere Community 


Planning Committee
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