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	Assignment Name: 
Assignment #2 – News/Opinion Article Letters
Course: 
BUS. 1501
Contact: 
Due Date: 
Week 5 
Learning Outcomes 
To understand adapting your message to the audience and the concept of you-attitude. 
To gain experience writing in a way that is clear, persuasive, creative and grammatically correct.
To gain experience using business letter formats.
Instructions
For this assignment you are asked to locate a news or opinion article about an issue, person or event that you feel strongly about.  For example, it can be an issue that you really believe in, an event that interests or concerns you, or a person whose work you admire.  The news/opinion article must be between 300 and 1,000 words.  
Based on the article, you will prepare two letters as follows:
1.  Prepare a one-page letter to a client at work  that explains why you feel strongly about this issue/ person/ event and why it should matter to them as well.  This letter should be in “Block” format. (See pg. 95 of Textbook for format.  You may write it with, or without, fictional letterhead).  
2. Prepare a 1 ½ - 2 page letter to another student (a fellow student) that explains why you feel strongly about this issue/ person/ event and why it should matter to him or her as well.  Use the two-page “modified block” format.  (Page 98 shows the modified block letter format, page 100 shows what’s required for a two page letter).
Tips And Hints 
Start this assignment early so you have time to get a news/opinion article that truly reflects something that matters to you.  Starting early also gives you time to think about the points you want to make, and how you want to make them, for each audience. (See p. 73 in TB on getting started).
Resources
See Module 2 (Adapting Your Message to Your Audience; Module 4 (Planning, Writing, and Revising), Module 6  (Formatting Hardcopy Letters and Memos), Modules 11 – 13 (Creating Audience- Focused Messages)..
Evaluation



