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BUSINESS LETTERwriting kit
Strengthen the real-world writing skills of crafting a 
powerful letter in this complete step-by-step kit.

SO MANY USES
Add to any unit for a real PBL

Incorporate into your Social Studies, 
ELA, or Business class

Use as part of a Business or 
Leadership curriculum
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SUPPORT ALLstudents
WHAT’S INCLUDED

Step-By-Step Project Sheet
Overview, Brainstorming, 

Researching & Outlining Sheets 
Sample Letter, Edit Checklist

Reflections & Rubrics
Writing Skill Sheets

Included forms and how-to sheets highly scaffold the 
writing process from start to finish.
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FREQUENTLY ASKED questions
What grades is this best for?
It was designed for high school students. However, if your middle school students are strong writers and you are looking for a 
more real-world writing exercise, this could work. Be sure to examine the preview and product description closely to decide if 
this resource is a good fit for your students. 

Is this editable?
The planning, outlining, and rubric forms are available in print PDF and an editable Google Doc file that can be customized to 
meet your student's needs. The how-to reference sheets are available in print PDF and non-editable Google Slides.

Can I use this in a homeschooling setting?
Definitely! Step-by-step forms for brainstorming, outlining, and editing forms and detailed how-to sheets with a sample 
letter and skill sheets guide you and your student(s) through this complete writing process for this writing format and skills. 

What standards does this support?
Several! This kit supports writing, research, and social studies standards from various states, including:

• Develop writing by planning, revising, and editing

• Conduct research to answer a question; gathering relevant information from multiple authoritative sources 

• Introduce, develop, and support a claim with relevant evidence; address the counterclaim

• Follow proper grammar and punctuation conventions; create a works cited

• Produce clear and coherent writing that is appropriate to the task, purpose, and audience


