Title: Writing a Letter of Inquiry

Objectives Time frame to Complete

Students will understand the format and appropriate 45 minutes
content for a letter of inquiry.

NRS EFL

Stackable Cert.
Documentation
Technology
Study / Life skills
EL-Civics

Career Pathways
Police
Paramedic

Fire Rescue
Medical Asst.
EKG / Cardio
Phlebotomy
Practical Nursing
Healthcare Admin
Pharmacy Tech
IMT

AMT

HVAC

Welding

Other

X

Standard(s) Addressed in Lesson
Convey Ideas in Writing

Benchmark(s) Addressed in Lesson

W.4.1. Determine a topic, purpose and audience for a writing situation.

W.4.5. Formulate a thesis from a main or controlling idea.

W.4.10. Choose an organizational pattern (for example, order of importance, problem to solution, topical) to
present ideas logically.

W.4.11. Develop writing with an effective introduction, a body and a conclusion that summarizes, extends or
elaborates on points or ideas in the writing.

W.4.15. Use correct spelling consistently in writing.

W.4.22. Use checklists and rubrics to judge the quality of work and improve writing.

W.4.23. Use available technology to compose, revise and edit text.[]

Materials

e Computer (with Microsoft Word) for composition and editing

o (Classified advertisements or computer access to area job postings such as
http://classifieds.middletownjournal.com/employment-jobs/

e Guidelines for Writing a Letter of Inquiry handout

o Word Basics handout (optional) for students unfamiliar with Microsoft Word.

Learner Prior Knowledge
Basic knowledge of business letter format
Paragraph structure

Activities

Step 1 Introduce the topic. Students will learn to write a letter of inquiry to find out if there are job opportunities
in a specific business. A letter of inquiry is a formal business letter, but it is not a complete letter of application and
does not necessarily need to include a resume or completed application.

Step 2  Distribute and review the Guidelines for Writing a Letter of Inquiry handout.



http://classifieds.middletownjournal.com/employment-jobs/

Step3  Students review classified ads to find area businesses or job postings of interest. They will use the
contact information provided when writing their letter(s).

Step4 Distribute computers. Instruct the students how to login and open Word. Students select “New Blank
Document” and then type their letter of inquiry to a selected business. For students who are unfamiliar with Word,
the “Word Basics” handout provides detailed instructions for creating a new document, saving a document, using
spell-check, and printing a document.

Step 5  After students have typed and edited their pieces in Word, have them compare their letter to the
guidelines. If there are any areas in which they need help or improvement, they should meet with the teacher for
assistance and revise as necessary.

Assessment/Evidence
Letter of Inquiry — Put (a copy of) this in portfolio to demonstrate mastery of benchmarks related to the Basic Skills
Stackable Certificate.

Adaptations for Beginning Students

Beginning students may need more specific instruction in business letter format. They could also use the Letter
Wizard in Word, which guides them to enter information into a template. Additionally, beginning students may
need to work one-on-one with a teacher or aide.

Adaptations for Advanced Students

Teacher Reflection/Lesson Evaluation

This lesson was created by Middletown ABLE.




Letter of Inquiry
Guidelines

What is a letter of inquiry?

A letter of inquiry is a letter that is written to a business in order to determine whether there are
current or anticipated job opportunities with the company. It serves as a means for you to introduce
yourself and briefly explain your interest in the company and position.

What content should be included?

The letter provides you with the opportunity to introduce yourself, state your interest in the position or
company, request information, and initiate further communication (such as an application or follow-up
phone conversation).

Suggested organization:

In the first paragraph, state why you are writing. (Are you responding to a classified ad you saw
in the newspaper? Did a friend recommend you contact the company? Are you interested in
learning about possible jobs in a certain field?) You can also include basic personal information
about yourself such as your related certification or training or expected graduation date.

In the second paragraph, explain why you are interested in this specific company or business.
Explain how your qualifications are related to the company’s needs.

In the third paragraph, initiate further communication. You can indicate that you would like
additional information or to discuss the position in more detail. State a specific plan of action
such as I will call you next week to discuss employment opportunities with your company.
Finally, be sure to thank the contact person for his/her consideration or assistance.

How should the letter be formatted?

The letter should follow proper business letter format.

Address the letter to a specific person at the company if possible. Often, a contact person will
be included in the job posting. It is sometimes possible to find the name of the business owner
or director of human resources by visiting the company’s website. Be sure to use appropriate
titles and spell names correctly.

Spelling, punctuation, and grammar should be perfect. This letter makes a first impression; if it
contains errors, the company is not likely to respond.

Because this letter is an introduction and request, it should be fairly brief. Try to limit the length
to a maximum of one page.



Your Street Address

City, State Zip Code

Telephone Number

Today’s Date

Mr./Ms./Dr. First Name Last Name
Title

Name of Company

Street Address

City, State Zip Code

Dear Mr./Ms./Dr. Last Name:

1st paragraph: State your purpose for writing and briefly introduce yourself.

2nd paragraph: Explain why you are interested in this company or why you are qualified for the positi

3rd paragraph: Initiate further communications and thank the contact for her/his consideration or
assistance.

Sincerely,

Your Signature — 4 lines between closing and typed name

Your name typed

After you have completed a draft of a letter of inquiry, check it for the following:
O Business letter format, including
o return address
date
name and address of the receiver
appropriate salutation
body
closing
o signature and typed name
O Appropriate content, including
o Stated purpose for your letter (Why are you writing?)
o Reasons for your interest in this company or job
o Summary of your qualifications
o Suggested follow-up communication
Letter is organized
Perfect spelling, punctuation, and grammar
Letter is typed
Length = one page or less

O O O O O

oooao



Word Basics

r“f .

1. Click the L@icon to start Microsoft Word. This should automatically

open a new blank document. If it doesn’t, go to File on the menu bar at the top of
the page; click and scroll down in the menu to select “New Blank Document.”

2. Type your document.

3. Go to the File menu at the top of the screen. Click and scroll down to “Save As”.
When the box opens, give your document a title in the “Save As” box.

Save As: Documentl.doc E‘
Where: | (&] Desktop 4]
Format: | Word Document ?]

Description

The default format for Word 2004. This format is shared by Word 97 through Word 2003 for
Windows, and Word 98 through Word 2004 for Mac.

Learn more about file formats

™ Append file extension

_ Options... ) [ Compatibility Report... ) Compatibility check recommended

Cancel | Save

4. After you have saved your document, you will use the program to check your
spelling and grammar. Go to the Tools menu at the tope of the screen. Click and

scroll down to “Spelling and Grammar.”
CEEN Table Window Work H

EndNote 9 [ 2
i Thesaurus... #R

Hyphenation...

Dictionary

Language...

5. The computer has a built-in dictionary and it will check your document to be sure
your words make sense. Each time it thinks it finds an error, it will highlight the

test and suggest changes. (Please note: Spell-check is not perfect. You need to
read the suggestions carefully to determine if it is correcting words properly.)
Choose the correct suggested change and click the “Change” button. If the
computer identifies an error that is not really an error (such as the spelling of a
name), click “Ignore” and it will skip that error.

&N Spelling and Grammar: English (US)

Not in dictionary:

| (Please note: Spell-check is not perfekt. O‘v ( Ignore ]

ilanararAllim
( Ignore All

Suggestions:
perfect
prefect S ——
perfects /W
perfecta _
perfecto R A

Change

AutoCorrect )

A —— : S
M Check grammar ( Options... ! Cancel |



6. Once the spelling and grammar check is complete, you will see the following
notice:

‘ The spelling and grammar check is complete.

Click OK.

7. After the spelling and grammar check is complete, save your document again. Go

to the File menu on the top of the screen. Click and scroll down to “Save.”
JilE) Edit View |Insert Format Font Tools Table

|  Project Gallery... 3P
' New Blank Document N
Open... #0
3 Close #BW
Save 8S
Save As...
Save as Web Page...
Versions...

8. Now it is time to print your document. Go to the File menu on the top of the

screen. Click and scroll down to “Print.”
[flE) Edit View Insert Format Font Tools Table

Project Gallery... 8P
New Blank Document #N
Open... #0
Close #rW
Save #S
Save As...

Save as Web Page...

Versions...

Web Page Preview

Page Setup...
Print Preview
Print... 8P
Another dialogue box will open. Click “Print” and your document will print at the
attached printer.



