7t Grade

Professional Letter



Directions

Now that you have selected your topic,
write a letter to a person who believes
the OPPOSITE of you (can be real or
made up) and convince them that you

are right and they are wrong.

* Your letter must mention:
* Your position with supporting evidence.
* Their counterargument & your rebuttal
(their positon & why you say they are wrong)
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#### Street Name
City, ST #4##5#

Your Expert

Prairie-Hilk Junior High

16315 Richmond Ave,
Markharn, IL 60428

Your Narme

Your Name

Prairie-Hills Janior High
16315 Richmond Ave.
Markcham, L 40428

Jume 3, 2019

Your Expert
e Street
Cley, ST it

Dear Your Experts Name,

Type a &8 sentence paragraph that angues your position. Make sure to do the following:
Explain YOUR position on the topic.  Provide at least THREE reasons for why you think the way
you do. Give EVIDENCE (facts, statistics, examples, ete.) that show that you are RIGHT. Type a 6.8
sentence paragraph that argues your position. Make sure to do the following: Explain YOUR
position on the toplc.  Provide at lkeast THREE reasons for why you think the way you do. Give
EVIDENCE [facts, statistics, examples, etc.) that show that you are RIGHT. Type a 68 sentence
paragraph that argues your pesition. Make sure to do the fallowing: Explain YOUR pasition on the
tople. Provide at keast THREE reasons for why you think the way you do. Give EVIDENCE (facts,
statistics, examples, etc.) that show that you are RIGHT.

Type a &8 sentence COUNTERARGUMENT & REBUTTAL paragraph. Include the following:
Explain the COUNTERARGUMENT (the oppasite of your pasition). Why they belleve what they
do? What evidence to they use to support thelr beliefs? Give a REBUTTAL (states that their
positon Is wrong). Why are they wrong? What evidence proves /shows that they are wrong?
Type a &8 sentence COUNTERARGUMENT & REBUTTAL paragraph. Include the following:
Explain the COUNTERARGUMENT (the oppasite of your pasition ). Why they believe what they
do? What evidence to they use to support thelr bellefs? Give a REBUTTAL (states that their
positon is wrong). Why are they wrong? What evidence proves /shows that they are wrong?

Respectfully yours,

Your Name
7% Grade Stadent Expert



Conversations  Files  Class Notebook  Assignments e O
{ Back .
. [] Due Date
Persuasive Letter Thu May 30, 2019 at 11:59 PM
. v Points
Instructions 50 points possible

Use the direction bocklet to help you.

Reference materils . Sign in to Microsoft Teams
. Login: sID#@phsd144.net

My work

’ District Password

Click on ASSIGNMENTS

@ Persuasive Letter

1 Add work @i Open in Teams

m Open in Word

« . Click on PERSUASIVE LETTER
Q8 Open in Word Online Click on| .. |next to document

i Download in MY WO K
Select OPEN IN WORD.
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@Set Up Document Layout



References Mailings Review View Q Tell me what you want to do... Coach O'Day

@ p\‘ [E ¥ Breaks ~ Indent Spacing E .1 Bring Forward [T Aligr
[ n -
@ Grou

- ) : - i[Line Numbers~ 2= Left 0" : Ii Before: 0 pt : - ] Send Backward |
Margins Orientation Size Columns . o= = Position Wrap _ R
o S S > bc Hyphenation~  =€Right 0" . |+= After |8 pt . Text - Dli Selection Pane “A Rotaf
Last Custom Setting z a Paragraph [ Arrange
Top: 1" Bottom: 1" Pl e a2 a3 e 5 L B A T

Left:  0.75" Right: 0.75"

Normal

Top: 1" Bottom: 1"
Left: 1" Right: 1"
Narrow

Top: 05" Bottom: 0.5"
Left: 05" Right: 0.5"
Moderate

Top: 1" Bottom: 1"

Left:  0.75" Right: 0.75"

Wide

Top: 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored

Top: 1" Bottom: 1"

Inside:  1.25" Qutside: 1"

Custom Margins...

1. Click on LAYOUT & select MARGINS

2. Select MODERATE
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I’AGE ORIENTATION

ome eferences ailings eview hat you ‘
@ @ [D . ¥ Breaks ~ Indent Spacing . .1 Bring Forward [& Align
— - p=

DL e Numbers~ 2= left 0" + | 4= Before: 0 pt . 0] Send Backward ~ LE] Gro up
Mg Oletaho Size Columns . = — | Position Wra
S 2 Hyphenation~  =&Right: 0" . |+= After  8pt . Text [gSeI ection Pan “A Rotate
I . up P Paragraph P Arrange
Portrait I S e L - L B L L T RN RO .,

uLAYOUT
CCCCCCCCCCCC
CCCCCCCCCCCC

CCCCCCCCCCCC
CCCC

LAYOUT

ccccecceccececece
CCCCCCCCC
ccccceccececece
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cccce

1. Click on ORIENTATION
2. Select PORTRAIT
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@ Formatting Document



PAGE COLOR

Home Insert i Layout References Mailings Review View Q Telln oach O'Day ;—l Share

A n A E,‘ Paragraph Spacing ~ D D
------ oo | - D Effects -
Themes — Colors Fonts Watermark Page
. ‘ . - e —— = @ Set as Default - Borders
Document Formatting Page B Theme Colors

s
Fill Effects

L IR R R R SRR SR

»
HE EEEETEN

Standard Colors
EE [fEEEERN

D No Color

Y Sample: More Colors...

Eill Effects...

Click on the DESIGN tab
Click on PAGE COLOR
Click on FILL EFFECTS
Click on the TEXTURE tab

s wh e

Select STATIONARY & click OK
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LINE SPACING

Insert Design Layout References Mailings Review View Q Tell me what you want to do... Coach O'Day

. - = i— L -— 3— p F d -
Calibri (Body) ~|11 - A" A" Aa~ R = -:i=-%z- &3= 72| T |\ pneene aaBbceDe AaBbCi )
30 Replace

Paste = 2 - Ay == v i —1| n
¢ B I U ~abkeXx X A A = = = e [y v i _'ﬂNo»rr_naI_ T No Spac... Heading1 |= s Select -

-

1
Clipboard = Ennt L ara 0 - Styles P Editing
e < = e S = —
Paragraph ? X Loy . Gl o B o e e s T e e e A
L v| 115 &
Indents and Spacing  Line and Page Breaks
Genera I 1.3
Alignment: Left v 70N
oV
Outline level: | Body Text v Collapsed by default
2.5
Indentation

Left:
Right:

.
O] iror inc (: ‘ Line Spacing Options...
Mirror indents

Add Space Before Paragraph

o none -
— Spacing
- Before: 0pt = ine spacing: At Add Space éf-ter paragraph
) After: opt |5 Multiple v| 115 |5 -
_ I:I Don't add space between paragraphs of the same style

1. Click on HOME
: = — |1 2. Click on the line spacing button.
T 3. Select LINE SPACING OPTIONS

<l Il

4. Set BEFORE & AFTER spacing to O pt.
5. Set LINE SPACING to 1.15 lines
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FORMATTING FONT

Coach O'Day ,q_ Share

Insert Design Layout References Mailings Review View Q Tell me...

L] - - A .— 1 — T —_—— A p

b, 1 - - - P— v 2 — v d— ¥ = =

D Cambria 12 A A Aa ¢ =z - eExE 2l AaBbCcDc AaBbCcDe AaBRbCq .

Paste v B I U- ‘ A~ W ‘ = = = = I§ v 2 v i T Normal | TNo Spac.. Heading1 |+ Editing
Clipboard = Font P Paragraph Fa Styles P ~

S - . o - o 1 . . 2 0. g .. .3 N WA B A C 6 A -
L I tj | I | | I | L\J

' 1. Change font to CAMBRIA

2. Change font size to 12pt.
3. Change alignment to LEFT

**Doesn’t change for the rest of the document™**
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RETURN ADDRESS
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Your Name

Prairie-Hills Junior High
16315 Richmond Ave.
Markham, IL 60428

|
il
il
N

AP Find ~
€= )0 AaBbCcDc AaBbCcDe AaBRbC¢ AaBbCcl /—\a B AaBbCcC AaBbCcDu | _ ab. Replace
= 1= Hvl. i ing 2 i i I
= | = . RS TMNormal | TNoSpac.. Heading1 Heading Title Subtitle  Subtle Em... |+ N Select~
Paragraph Styl ¥ Editing
------- R Y SR SR T ST

Type YOUR NAME.

Hit ENTER

Type “Prairie-Hills Junior High”
Hit ENTER

Type “16315 Richmond Ave.”
Hit ENTER

Type “Markham, IL 60428”

Hit ENTER twice

0O NO UL AEWNE

***This is proper address formatting ***




INSERTING DATE

Insert Design Layout References Mailings Review View Q Tell me what you want to do... Coach O'Day

% Cover Page~ D 1) 75 SmartArt & Hyperlink + [ Header ~ [E] Quick Parts~ [ Signature Line ~, bn -
- = L_| aStore W E;;

] Blank Page - e 1l Chart L < | Bookmark [2] Footer~ 4 WordArt ~ LTCE)Date&Time |~
Table  Pictures Online Shapes .‘MyAdd-ins . Wikipedia Online Comment Text

= Page Break = Pictures ~ @4 Screenshot~ Video EJ_I| Cross-reference [#) Page Number~  pgy~ Drop Cap (| Object ~

Pages Tables Illustrations Add-ins Media Links Comments Header & Footer Text Symbols
L [ r)_“\' L T S E L O R N S S B S B - SR R - S I R )
i}

o

' Date and Time ? X

Available formats: Language: |

English (United States) |~
Friday, May 31, 2019
May 31, 2019
5/3119

2019-05-31
31-May-19

i 5.31.2019

" May. 31, 19

31 May 2019

May 19

May-19 |
5/31/2019 2:56 PM
5/31/2019 2:56:01 PM
2:56 PM

2:56:01 PM |
14:56

| 14:56:01

Update automatically:

Set As Default

—— e ————— — - M— — —

Click on INSERT tab & select DATE & TIME.
Select MONTH #, YEAR (July 1, 2100).
Make sure UPDATE AUTOMATICALLY is checked.

Click OK

Hit ENTER two times.
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DELIVERY ADDRESS

Layout References Mailings Review View Q Tell me what you want to do... Coach O'Day g_ Sha
0 i A LS. EE 4 P Find ~
B - - - A — y 2— v A= = = a X

[ gy ((omere_"[12 “[A A [ A == =32 8T aseocene] Aagbeode AGBDCC | gp o

- wac

Paste - A, ==== 1=. M. i =] ~
. - B I U abe X, X A A = == | (= L. R TNormal | TNoSpac.. Heading1 < L‘ Select ~

lipboard & Font ru Paragraph P Styles P Editing

L LR 5 1 1 1 2 1 3 1 4. 1 5 1 6 1o AT

Your Name
. Prairie-Hills Junior High
- 16315 Richmond Ave.
Markham, IL 60428

June 3, 2019

Com)
; City, ST R###% . Using proper address formatting, type the
address of the person you are writing this

letter to (can be a real or made up person
and address).
Hit ENTER twice.
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SALUTATION

e i S - P — = KL Find ~
A\ - - v | A B v i— v A =3= A
D Cambria 12 A A Aa @ - vz = S Zl ll AaBbCcDc AaBbCecDe AaBRbhC ab poo
~|  %ac Replace
Paste S 2 - ay ==== 1=, M., i =1 N
) ¢ B I U ~abeX, X A A = === = LA v TNormal | TNoSpac... Heading1 |+ [% Select -«
ipboard Font e Paragraph P Styles P Editing
"I"'g"‘l"'l'"I'"2'"I'"3"'I"'4"'I"'5"'I"'6"‘I"‘|ﬁ"'l'
Your Name
Prairie-Hills Junior High
16315 Richmond Ave.

Markham, IL 60428
June 3, 2019
Your Expert

H#H### Street
City, ST #####

‘ Dear Your Experts Name,

1. Type your SALUTATION
2. Hit ENTER two times.

***The greeting in a letter is called a SALUTATION***
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LETTER BODY PARAGRAPH 1

Home Insert Design Layout References i View Q Tell me what you want te do... Coach O'Day
= i A IR P €= 3= AP Find -
N - - - B S— o 2— w A— = 3= A . 2 ML
D Cambria 12 A A Aa *® | - -:iz b €= 3= Z-J- T AaBbCcDc AaBbCcDec AaRb(C( AaBbCcl Aa B ab Replace
+ac

Paste o B I U-aex, x A-F-A- E=== [=- TNormal | TNoSpac.. Heading1 Heading2 Title || I Select~
lipboard Font 1 Paragraph P Styles 1 Editing
5 |g| 1 1 2 (N T RN RELERCENC. SR LR SR LN - BRI AR S
[ Your Expert
. ###4# Street

City, ST #####
Dear Your Experts Name,

\ Type a 6-8 sentence paragraph that argues your position. Make sure to do the following: Explain YOUR
position on the topic. Provide atleast THREE reasons for why you think the way you do. Give EVIDENCE
(facts, statistics, examples, etc.) that show that you are RIGHT. Type a 6-8 sentence paragraph that
argues your position. Make sure to do the following: Explain YOUR position on the topic. Provide at least
THREE reasons for why you think the way you do. Give EVIDENCE (facts, statistics, examples, etc.) that
show that you are RIGHT. Type a 6-8 sentence paragraph that argues your position. Make sure to do the
following: Explain YOUR position on the topic. Provide atleast THREE reasons for why you think the
way you do. Give EVIDENCE (facts, statistics, examples, etc.) that show that you are RIGHT.

1. Type a 6-8 sentence paragraph that argues your position.

Make sure to do the following:
* Explain YOUR position on the topic.

* Provide at least THREE reasons for why you think the way you do.
* Give EVIDENCE (facts, statistics, examples, etc.) that show that you are RIGHT.

2. Hit ENTER two times.
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LETTER BODY PARAGRAPH 2

Clipboard Font I Paragraph Ma Styles Mu Editing
L |;|1|2|3|4|5|6|7¢|

N Dear Your Experts Name,

™ Type a 6-8 sentence paragraph that argues your position. Make sure to do the following: Explain YOUR

position on the topic. Provide at least THREE reasons for why you think the way you de. Give EVIDENCE
_ (facts, statistics, examples, etc.) that show that you are RIGHT. Type a 6-8 sentence paragraph that
argues your position. Make sure to do the following: Explain YOUR position on the topic. Provide at least
THREE reasons for why you think the way you do. Give EVIDENCE (facts, statistics, examples, etc.) that
show that you are RIGHT. Type a 6-8 sentence paragraph that argues your position. Make sure to do the
following: Explain YOUR position on the topic. Provide at least THREE reasons for why you think the
way you do. Give EVIDENCE (facts, statistics, examples, etc.) that show that you are RIGHT.

o Type a 6-8 sentence COUNTERARGUMENT & REBUTTAL paragraph. Include the following: Explain the

: COUNTERARGUMENT (the opposite of your pesition). Why they believe what they do? What evidence to
- they use to support their beliefs? Give a REBUTTAL (states that their positen is wreng). Why are they

: wrong? What evidence proves/shows that they are wrong? Type a 6-8 sentence COUNTERARGUMENT &

t.:n REBUTTAL paragraph. Incl
: 1. Type a 6-8 sentence COUNTERARGUMENT &

position). Why they believe
REBUTTAL (states that thei
_ they are wrong? REBUTTAL paragraph. Include the following:
~ * Explain the COUNTERARGUMENT (the opposite of your position)
o  Why they believe what they do?
o What evidence to they use to support their beliefs?

Give a REBUTTAL (states that their positon is wrong).
o  Why are they wrong?
o What evidence proves/shows that they are wrong?

2. Hit ENTER two times.
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PARAGRAPH INDENT

Design Layout References Mailings Review View Q Tell me what you want to do... Coach O'Day £
6 . . v b | iz . =, 4z e=3= A £ Find -
Cambria 12 - A A Aa- B iZ-iz-5n- 32 7l T | aasbeede] aabcede AaBbC
3 | 30 Replace
- 2 - ay . S = R i -
¢y B I U abc X, X A - A = = = = Q - TNormal | TNoSpac.. Heading1 |+ [\\§ Select -
M

o ukEwnhE

« Styles " Editing
CEM B T A

L4

e — . e TR A Rarmanl 0 Rla G Hoamcdimes 11 |

Paragraph ? X

Indents and Spacing  Line and Page Breaks

General

[<]

Alignment: Left

Qutline level: |Body Text psed by default
Indentation

!

Left: o %] Special:
Right o B | EETE— | Ios =)

] Mirror indents

Click on the HOME tab.
Select BOTH paragraphs.

Click on PARAGRAPH SETTINGS

Click on SPECIAL in INDENTATION section.

Spacing

Before: Line spacing: At

2 Muttiple s 12

D Don't add space between paragraphs of the same style

After:

ii
2|2
[L] G

Preview
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Select FIRST LINE (BY should change to 0.5”) e
Click OK :;::::::::::::.::.’:“:,:;Kz::““M‘m~ a
Tabs.. | | Set As Default | [ ox || conce




COMPLIMENTARY CLOSING

Insert Design Layout

References Mailings Review View Q Tell me what you want to do... Coach O'Day 9_ Sha
A Find ~

i -2 - - T L.iSL.uD, (== 8 .
D Cambria 12 A A Aa am Y i = — = Ll il AaBbCcDc AaBbcCeDe AaRbCo ab_Reol
_______ - wac neplace
Dacte v B I U-abex, x* -3, A === Igv Sy - . T Normal | TNo Spac... Headingl1 & [+ Select «
ipboard Font [ Paragraph P Styles P Editing
;. C 1 I C 2 I S35

Type a 6-8 sentence COUNTERARGUMENT & REBUTTAL paragraph.
Explain the COUNTERARGUMENT (the opposite of your position). Why the

Professional Closings:
Sincerely,

do? What evidence to they use to support their beliefs? Give a REBUTTAL (s Res pectf ul |y’

positon is wrong). Why are they wrong? What evidence proves/shows that
Type a 6-8 sentence COUNTERARGUMENT & REBUTTAL paragraph. Include

Best regards,

Explain the COUNTERARGUMENT (the opposite of your position). Why the Yours tru Iy,

do? What evidence to they use to support their beliefs? Give a REBUTTAL (s
positon is wrong). Why are they wrong? What evidence proves/shows that

Respectfully yours,

Your Name.
7t Grade Student Expert
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With many thanks,

Only capitalize FIRST word
Always end with a COMMA

Type a professional closing
Hit ENTER four times

Type YOUR NAME & hit ENTER
Type “7t Grade Student Expert”
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ENVELOPE FORMAT

Home Insert Design Layout References Mailings Review View Q Tell me what you want to do... Coach O'Day ,q_ Share
’E F. Rules
[

=l E] - av Match e S ....._.lvl

Envelopes Labels = Start Mail  Select Edit Highlight Address Greeting Insert Merge - Envelopes and Labels ? X
Merge ~ Recipients ~ Recipient List | Merge Fields Block  Line Field Updaty s
Envelopes  Labels
Create Start Mail Merge Write & Insert Fields
T oS L B 3 4By .. .4 Delveryaddress: EE ~
|

Your Expert A
#### Street Name
City, ST #####

Your Name v
Prairie-Hills Junior ngh [] Add electronic postage
16315 Richmond Ave. Return address: EE ~ [] omit
Markham, IL 60428 Your Name A | Preview Feed
Prairie-Hills Junior High
June 3, 2019 e
Your Expert 9
#H### Street 44 . -
City. m### i When prompted by the printer, insert an envelope in your printer's manual feeder.
1 Print Add to Document Options... E-postage Properties...

Dear Your, Experts Name, i
fl Cancel

Click on MAILINGS tab.
Click on ENVELOPES.

Type in the delivery address (person getting letter).
Type in the return address (your address)
Click ADD TO DOCUMENT Slide 17




@ Saving Document



SAVING TO ONEDRIVE
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Click on DISK ICON to save

your document to OneDrive
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TURN IN ASSIGNMENT

Conversations  Files  Class Notebook  Assignments O

{ Back
. Due Date
Persuasive Letter Thu May 30, 2019 at 11:59 PM
+/ Points
Instructions

50 points possible
Use the direction booklet to help you.

Reference materials

None

My work

@@ Persuasive Letter

4 Add work ﬂi Open in Teams

@ Open in Word

@ onnwesonne | ] Verify that your document is

i Download

under MY WORK.
2. Click on TURN IN.
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