Use these scenarios to write your three business letters.

Inquiry letter  (Use Modified Block Format)

Write a letter of inquiry to a representative of a local business, non-profit agency, university office, or student organization. Request specific information about a product, program, service, or opportunity that interests you. The information that you request should be something that is not readily available (e.g., on the organization's web site).

Sample tasks:

· Write to a local business to discover its policy for hiring interns. 

· Write to the Sauk County agency in charge of recycling, asking for information about how white paper is processed after collection. 

· Write to the Bohnam Theatre asking about its film selection process. 

Complaint letter  (Use Block Format)

Write a letter complaining about an actual problem with a product or service that you have paid for. Request an adjustment that you feel is appropriate.

Refusal letter  (Use Semi – Block Format)

Assume that you are the recipient of the complaint letter that you wrote previously. Write a reply in which you refuse to grant the customer's requested adjustment. Explain your decision courteously and appropriately. Craft your letter so that it will restore goodwill and encourage a strong future relationship with the customer.

