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Canterbury, MO 65000
January 11, 2001

John Smith

Weston Implement
4500 South Street
Maintown, MO 65555

Dear Mr. Smith:

I am in the market for a new lawn mower for my business and want to
research various kinds and brands.

The John Deere 455 All-Wheel-Steer tractor has caught my interest. I have
heard many good things about this tractor but wanted some more information
on it such as the safety features and the cutting widths that are available with
this model. Please send this information to the address at the top of this letter
or e-mail me at jwright@cnet.com.

Several friends have owned other John Deere tractors and said they have
always been impressed with the quality of service that your company offers.
Thank you for your assistance and I look forward to receiving the
information.

Sincerely,

pa> (Viggie

James Wright





Electronic Business

 Correspondence
Curriculum Supported
Related Competencies

Agribusiness Sales, Marketing, and Management
E. 2. Use written communication skills in the sales process.

E. 3. Describe the proper use of communications technology.

Curriculum Reference:

Agribusiness Sales, Marketing, and Management. University of Missouri-Columbia:  Instructional Materials Laboratory, 1997.

Overview: 

This activity addresses the type of information that should be included in a business letter or an e-mail message.  This activity provides the option of developing business correspondence in either letter or e-mail form. 

Activity Objectives:

1. Identify types of information to include in business correspondence.

2. Compose business correspondence requesting information from an agricultural agency, association, or business.
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AS 6.1  Electronic Business Correspondence
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SG 6.1a Electronic Business Correspondence (Letter)


SG 6.1b Electronic Business Correspondence (E-mail)

Instructor Preparation/Directions:
1. All activities and associated files are provided on the Computer Lab Activities in Agriculture instructor CD-ROM. Items followed by the CD-ROM icon [image: image3.png]
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2.
Review components and types of business correspondence with students. Bring to class examples of good and poor business letters, memos, e-mails, etc., for the students to view.

3. This activity provides the option of composing a letter in a word processing program or an e-mail message in an e-mail client or web-based program. Decide which option to use based on the software/technology available. If students do not have e-mail accounts, they can sign up for free web-based e-mail at various web sites (e.g., yahoo.com, excite.com, lycos.com, or hotmail.com). 

4.
Check to see if there is a student use policy at your school for using the network and Internet.  Students and parents may have to sign a form that releases the students to use the network and Internet during class.

5.
Remind students about e-mail cautions and the proper use of e-mail.

· Inform them about the many viruses that can be harmful to the computer. Most of these viruses are sent as attachments to e-mail accounts. The students should not open any attachments from unfamiliar sources.

· Tell them not to respond to chain e-mails, which are a waste of valuable network space.

· Tell them not to send abusive or insulting e-mail messages.

6.
Familiarize yourself with the software the students will be using for this activity. Have a user’s manual for the software available for reference.  In addition, it is helpful to pair computer-literate students with those who are not.

7.
Review the procedures of the activity with the students and the specific requirements for the criteria included in SG 6.1a (letter option) or SG 6.1b (e-mail option). If available, provide related examples of exemplary work.

Activity length: 100 minutes for either option

Discussion Question:

Why and how is written communication effective?

· It is an easy way of giving and receiving information if it is done properly.  

· Providing information in writing reduces the chance of a misunderstanding.  

Assessment:

Grade the students’ correspondence based on SG 6.1a (letter option) or SG 6.1b (e-mail option) located at the end of AS 6.1. To increase the number of points for the project, assign more points to the criteria that you want to emphasize. For example, apply a scale multiplier that makes one or more criteria worth two times as much as the other criteria.

Additional Activities: 

1.
Request information from the parks and recreation department about popular parks in the area you live in or in nearby towns. 

2.
Have students write to a breed association requesting information on a specific breed.  Once the students receive the information, have them prepare a memo containing the information.  Have them pass out the memo to the class. The students should include all the components of a memo in this extension.

3.
Have students create an envelope using a word processing program for the letter.

Credits:

Agribusiness Sales, Marketing, and Management (Student Reference).  University of Missouri-Columbia:  Instructional Materials Laboratory, 1997.

Introduction to E-mail. <http://libweb.uoregon.edu/getready/handson/ex-31/>

January 8, 2001.

Krammer, Melinda G., Glenn Leggett, C. David Mead. Prentice Hall Handbook for Writers. 12th ed. Upper Saddle River, New Jersey: Prentice Hall, 1995.

Rinaldi, Arlene. The Net: User Guidelines and Netiquette. <http://www.fau.edu/netiquette/net/elec.html> January 5, 2001.

Suler, John, Ph.D.  Email Communication and Relationships. <http://www.rider.edu/users/suler/psycyber/emailrel.html> January 5, 2001.

 Yudkowsky, Chaim. Apply Business Letter Format to E-mail Messages. <http://www.bizjournals.com/tampabay/stories/1998/06/08/smallb3.html> January 5, 2001.
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AS 6.1

Student Activity Sheet

Electronic Business Correspondence

Name:






Student Objectives:
1.
Identify types of information to include in business correspondence. 

2. Compose business correspondence requesting information from an agricultural agency, association, or business.

Equipment and Materials:

· Computer (Internet and e-mail access if choosing the e-mail option)

· Letter option - word processing program (e.g., Microsoft Word, WordPerfect), e-mail option - e-mail client (e.g., Outlook, Outlook Express, Eudora) or web-based program (e.g., yahoo mail, excite mail, lycos mail)

· Floppy disk 

· SG 6.1a Business Correspondence (Letter) or SG 6.1b Business Correspondence (E-mail) Scoring Guide [image: image4.png]



· Printer

Procedure:

Letter option:

1. Refer to SG 6.1a for the criteria you will be graded on.

2. Pick a new product on the agricultural market that you would like to know more about.  Examples of products are a tractor, fertilizer, feed additive, record keeping program, or anything else you are interested in. 

Note: The web is a good resource for companies and contact information.

3. Open a letter template in the word processing program or, if available in the program, use a utility (“wizard”) that takes you step-by-step through creating the letter.

4. Compose a letter to the company requesting information about the product.  Include some of the details you know about the product and the questions you have. Here are some guidelines to follow:

· Directly state what you want the reader to do and why.

· Specify the exact information you want from the reader.

· Tell the reader how to send you the information.

· Include the basic components of a business letter.

· Format the letter in block style (all text aligned on the left).

· Ensure the letter is free of punctuation, spelling, and grammatical errors.

See Figure 6.1 for a sample letter.

5. When the letter is complete, save the file as “business letter” on your floppy disk. Print the letter and sign it.














Figure 6.1 - Sample business letter
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     AS 6.1 (continued)
E-mail option:

1.
Refer to SG 6.1b for the criteria you will be graded on.

2.
Pick a new product on the agricultural market that you would like to know more about.  Examples of products are a tractor, fertilizer, feed additive, record keeping program, or anything else you are interested in. 

Note: The web is a good resource for companies and contact information including an e-mail address for the company.

Note: A business e-mail message contains many of the basic components of a business letter with a few differences, as you will see in the following procedure.

3.
Open a new e-mail message and enter the e-mail address of the recipient.  Make sure that the address contains all of the components needed (i.e., the username, the @ symbol, the subdomain, and the major Internet domain). An example of an e-mail address is doej@missouri.edu.

4.
In the subject line, enter several words that summarize what the message is about.

5.
Start the e-mail message with a salutation just like you would in a business letter such as Dear Mr./Mrs. ________:. 

6.
Compose the body of the message using the following guidelines:

· Directly state what you want the reader to do and why.

· Specify the exact information you want from the reader.

· Tell the reader how to send you the information.

· Ensure the body is free of punctuation, spelling, and grammatical errors.

· Spell everything out.  Do not use acronyms like FYI (for your information) or BTW (by the way).  

· Do not use all capital letters since the recipient may think you are upset and shouting.

Note: In a typical business letter, information about the sender normally appears at the top of the letter.  In an e-mail message, this information is put at the very end of the e-mail in what is called a signature.

7. 
To close, enter “Sincerely,” your name, address, and e-mail address.  See Figure 6.2 for a sample business e-mail message.

8. 
When the e-mail is complete, save the file as “business e-mail” on your floppy disk. Print the e-mail and write your name on the printout.
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Subject:  [Product inFormation request

[Dear Mr. Smith:

| am in the market for a new lawn mawer for my business and want to research
Ivarious kinds and brands.

[The John Deere 455 AllWheel-Steer tractor has caught my interest. | have heard
many good things about this tractor but wanted some more information on it such
s the safety features and the cutting widths that are available with this model

[Please send this information to the address or e-mail address at the bottom of
this message.

[Several friends have owned other John Deere tractors and said they have ahways
Ibeen impressed with the quality of senvice that your company offers. Thank you
for your assistance and | look forward to receiving the information

Sincerely,

armes Wiight
l545 Highland
(Canterbury, MO 65000
jwright@cnet. corn





Figure 6.2 - Business e-mail message
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          SG 6.1a

Business Correspondence (Letter) Scoring Guide

Name:





Exemplary 

2 pts.
Acceptable

1 pt.
Needs Work 

0 pts.
Pts.

Components

Contains all components (sender’s address, date, inside address, salutation, body, close, and writer’s identification)
One component is missing
Two or more components are missing


Text Mechanics

No errors in punctuation, grammar, or spelling
A few minor errors that are not distracting
Numerous or distracting errors


Body Content

Meets all of the following

criteria:

1. Directly states request and

    reason why

2. States exact information

    requested

3. Provides means for reader 

    to contact sender
***
Meets fewer than three of the criteria


Format

Formatted in block style
***
Not formatted in block style


  Total points out of 8  _______



***No middle-ground criteria (either exemplary or needs work)
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          SG 6.1b
Business Correspondence (E-mail) Scoring Guide

Name:







Exemplary 

2 pts.
Acceptable

1 pt.
Needs Work 

0 pts.
Pts.

Components

Contains all components (recipient’s e-mail address, subject line, salutation, body, and signature)
One component is missing
Two or more components are missing


Text Mechanics

No errors in punctuation, grammar, or spelling
A few minor errors that are not distracting
Numerous or distracting errors


E-mail Address (Recipient’s)

Contains the correct components
***
One component is missing or incorrect


Body Content

Meets all of the following

criteria:

1. Subject states purpose

2. Body directly states request 

    and reason why

3. Body states exact 

    information requested

4. Body provides means for 

    reader to contact sender
***
Meets fewer than four of the criteria


  Total points out of 8  _______



***No middle-ground criteria (either exemplary or needs work)
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Signature





Body





Salutation





Subject line





Recipient’s e-mail address





Sender’s address





Date





Inside Address





Salutation





Body





Close and writer’s identification
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