Date



Contact Name
Business Name
Business Address
Business City, State Zip

Dear Business Owner Name::

In your first paragraph, you should introduce yourself by first name only, your grade, and why you are writing. Make sure to explain that you are a student in Garrett County learning about DCL companies and businesses.  Explain also that part of the assignment was to pick a business you admire and support. 

The second paragraph should state what you admire about this business - why did you choose to write to them? What do they do better than anyone else? What personal connection do you have with what they do or the brand itself?  What about the business makes you support it? Remember, the more personal and specific the story/connection is, the better.

The third paragraph is to close your letter asking for a response. I would suggest telling your business owner that our class is having a friendly competition to see who can get the best reply. . Explain why a response would mean a lot to you or the class.

Finally, thank the reader for taking the time to read your letter! Also indicate you look forward to their reply.   This is like your summary. Remember, these individuals are busy, and don’t have a lot of time to respond, but let them know how much you would appreciate a reply and how thankful you are for their time.

Sincerely,


(this area is for your to sign once your teacher prints your letter so leave enough space)


[bookmark: _gpz4w4mt0lnd]Your First Name and Initial of your Last Name—in the real world you would include your last name.
C/O Your Teacher’s Name
Your School’s Name
Your School’s Address
Your School’s City, State and Zip

