 Business Letter 
Book Report

Report Accepted _________


Number of Spelling Errors ______

Please correct and hand back to the librarian ________

Your Name ___________________________

Teacher’s Name _______________________

Date________________________________

Book Information

____________________, _________________. __________________________

Author’s last name

Author’s first name

Title of the Book


__________________________ . _________________________ : 








Place of Publication


_________________________ , ___________ .



Publisher


Copyright date

Use information from your book to write a business letter.  You should write this letter to the author or illustrator of the book that you just read.  Write the author’s (or illustrator’s) name as person or company name.  For the street address, write the name of the publishing company.  Use the location of the publisher as the city and state.  LEAVE THE ZIP CODE BLANK unless it is listed with the publication information in the book. Pick out some details that made this book especially interesting or memorable.  Use those as your details in the body of the letter.  
If you’d like, you may add a drawing of an event in your book at the top left of your letter.                       

______________________
Your street address

______________________

City, State, Zip code

______________________

Date

______________________
Person’s or company’s name

______________________

Street address

______________________

City, State, Zip code

Dear__________________________,



Formal greeting
[image: image1.wmf]________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________


________________________________________________

________________________________________________


________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________  
________________________________________________

________________________________________________

________________________________________________

______________________,
Formal closing

______________________

Your signature
Thank the reader.





�





Repeat the reason that you wrote this letter.





Introduce yourself.





Explain why you are writing.





Add another detail.





Add a supporting detail.





Formal closings are:


Very truly yours,


Sincerely,





Here’s room for detail number three!








