College Letter
Note:  
Be sure to read all directions before starting the project.  It will save you time overall

Project:
Write a letter to two colleges of your choice requesting information.

Activity:
Choose two colleges that you are interested in attending.  Look up the website and find the mailing address for the admissions department.  Using the online BPA Style & Reference manual (http://www.bpanet.org), write a letter to each of the two admissions departments.  Request a packet of information about admission procedures.  Include the following information in the letter:

1. Introduce yourself in the first paragraph

2. State your full name

3. Your expected date of graduation (month and year)

4. The area of study of interest to you (for example if you are interested in marine biology, be sure that the college that you are sending the letter to offers this degree)

5. Use the mailing address as the return address or state in the letter where you want the packet sent to you

6. Request admissions information, financial aid information, deadlines for application and financial aid application, and housing


Each letter should be at least three paragraphs in length.  Each paragraph should have at least three complete and grammatically correct sentences.


Be sure to use correct letter writing procedures and include all the basic parts of the letter such as date, return address, inside address, salutation, three body paragraphs, closing, and your name.


After spell checking and proofreading, be sure to sign the letter in black ink.  Address an envelope and mail it to the college.  Soon you should receive your information.

Supplies:
Word processing software (MS-Word), envelope template, and printer
Deliverables:
Two letters to the college or university of your choice requesting information, plus your reflection.

Reflection:
How important do you think it is to use correct spelling and grammar in these letters?  Explain.
Assessment

(How your grade will be calculated):

	Graded Elements
	Total Points

	Letters with 3 paragraphs, including all required elements
	
50

	Spelling and grammar with correct parts of letter
	
25

	Letters signed, folded neatly, envelope addressed correctly
	
15

	Reflection
	
10

	Total
	
100


