Georgia Agriculture Education Curriculum



Course:
00.000
 Reading Across the Curriculum

Unit 0:
Introduction and Orientation
Lesson    :
Letter Writing
GPS:

Purpose:

Reinforce writing skills through application of agricultural situations.

Objective:

1. Increase communication and public relation skills. 

2. Increase writing skills through agricultural scenarios.
3. Prepare students for finding a job.
Teaching Time:


30 minutes
References:

Materials and Equipment:
Handouts

notes to the teacher
This plan includes a variety of business letters – letters of application, public relations, refund requests, repair requests, etc.  Activities and examples are included in the lesson.  Students should be encouraged to write personal letters for each format.

Teaching Procedure

Introduction and Mental Set 

Letter writing is a vital part of any job that relates to the public.  There are a variety of letter writing formats that are to be used for different applications.

Activity

1. Provide student with the necessary information for each letter they will be expected to write. This information is usually provided at the beginning of each handout, but sometimes the teacher will need to furnish this information.
2. Show students the proper format for the specific letter they will be writing. This information is usually provided on each handout, but sometimes the teacher will need to furnish this information.
3. Students should write the letter as prescribed. 

The letter should include proper grammar, capitalization, spelling, etc.

4. Students should write a letter of personal description.

A. Applying for a job of their own interest.

B. Requesting a refund of an item they purchased.

C. Requesting permission to perform repairs or services.

D. Addressing a complaint.

Summary
Review specific guidelines of letter writing. 

Evaluation

Evaluate the student’s personal letter or evaluate another given scenario in a testing situation.
Handout 1 

AGRICULTURE CAREERS: Letter of Application

One of the most important steps in finding a job is the letter of application. A carefully prepared letter of application makes a good first impression on the potential employer.

Below you will see a blank letter form. Use the information below to write a sample letter of application.  Afterwards, write a letter of application for a job of your interest.

Position:
Stock person

Place:

Burrows Feed and Seed 



4859 White Drive




Sailorsville, GA 31114

Paragraph 1 - inquire of any job opening and request the employer’s consideration.

Paragraph 2 - contain a brief summary of your personal data and work experiences.

Paragraph 3 - explain your interest in the company and in arranging an interview.


Handout 1
Infested Shipment Poinsettias

Directions:
Write a letter explaining a problem with a poinsettia shipment. Use the information below.

Problem:
The poinsettias in the last shipment, received on August 20, were infested with white flies on the underside of the leaves which you discovered during your initial inspection of the plants.

Type of Poinsettias: V-14 Glory

Seller:
Westwood Plant Wholesalers

Address of Company: 311 Jones Avenue

Holland, Michigan 35412
Purchaser:
Joe’s Greenhouse 106 Main Street

Dearing, Indiana 25976

Example letter of application
739 Balboa Terrace

Wesson, GA 30678

(706) 555-1212

October 27, 1989

Mr. Tom Flurrows, Manager

Burrows Feed and Seed

4859 White Drive

Sailorsville, GA 31114

Dear Mr. Burrows:

I am interested in a position as stock person in your feed and seed store. I would appreciate any information you might give me about possible openings.

Since I grew up on a farm and spent a great deal of time assisting my father with both planting the crops and caring for the farm animals, I feel that my background would greatly enhance my performance on the job. In addition I have been employed on a part-time basis for two summers at Tri-County Cooperative in Sailorsville.

I am quite interested in working at your store and would be delighted to come for an interview at your convenience. Thank you for any consideration you might give me in this matter.

Sincerely,


John Smith








John Smith 

Handout 3
AGRICULTURAL MECHANICS: Small Engine Letter Writing 
Directions: You have just checked a lawn mower engine and found that you must replace the crank shaft, connecting rod and piston and ring assembly, due to engine bore wear beyond specification tolerances and crank shaft journal wear at the reject point. You now need to write a letter to the owner of the lawn mower to determine whether he wants these repairs completed or not.

Information for your letter:

Mr. James Smith owns this lawn mower. The repair of this engine will cost more than half the cost of a new engine. Mr. Smith lives at 102 East Main Street in your hometown. You should tell him the steps you took to identify the problem and the cost of the repair. Remember you are assuming the role of the service manager. Also remember to watch your grammar and spelling so that the letter will be clear to Mr. Smith.


Handout 4
Addressing a Letter of Complaint

Often businesses will receive complaints about poor service or treatment in their store. Owners/Managers must respond to these complaints by addressing the issue in non-defensive manner.  Owners/Managers must be careful not to put the responsibility on someone or something else; rather, they should accept responsibility and make the customer feel their concern was addressed.


Handout 5
Responding to an Agriculture Question

Respond to the following letter.



					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph one; not indented, block style.





Paragraph two; not indented; skip space in between paragraphs, block style.





Paragraph three; not indented, block style.








					Sincerely,


					Your signature


					Your name











					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph 1:Tell the problem and how it was found.





Paragraph 2: Ask the company to replace the shipment by August 30. State that if that date is not possible, you want a refund for your order ($106 for 200 poinsettias plus $10.80 shipping cost).





Paragraph 3: Thank the company for considering the complaint and request that shipment be made as soon as possible.











					Sincerely,


					Your signature


					Your name











					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph one: Explain who you are and what the letter is about.





Paragraph two: Explain the steps you took to find the problem.





Paragraph three: Ask what the owner wants completed and tell him how to contact you.








					Sincerely,


					Your signature


					Your name











					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph one: Restate the customer complaint, apologize, and thank the customer for bringing the matter to your attention





Paragraph two: Inform the customer of how the situation has been or will be handled





Paragraph three: Remind the customer that you value their business, offer any further assistance, invite them to use your services again











					Sincerely,


					Your signature


					Your name











September 23, 1999








Special Horticultural Services


211 Bartle Hall


Kansas City, MO 54321





To whom it may concern:





Please help me with a lawn problem. My bermudagrass is dying in spots. If you pull on the dying grass it comes up very easily like it has no roots and is just lying on top of the ground. have found those big white grubs sometimes when I pull up spots of grass. Are they causing the problem and if so, how do I get rid of them? Will I have to completely re-plant my grass?





Sincerely,











Frank B. Flanders


1091 Ferncreek Drive


Watkinsville, GA 30677








					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph one: Explain the problem.





Paragraph two: Explain the steps one must follow to correct the problem.





Paragraph three: Thank the person for their inquiry; offer assistance any time again in the future.








					Sincerely,


					Your signature


					Your name
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