Small
Computer Applications

Students write a

fo rm? I I ette r to t h €ir SINALL BUSINESS LOVE LETTER
favo r l te S m a I I Select a small business that you love! A small business is privately owned and

is not a franchise or chain store/restaurant.
This can be any small business that you patronize such as (but not limited to):

business in Google
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Skate Shop
- Restaurant
I d I I ) - Pizga Shop
Includes all prompts el Salor
Deli

- o
for students to follow. | T shon

Tattoo Artist

Great for a Sub day!

BUSINESS EDUCATION WITH




An engaging way to learn some
valuable life skills -
Formal letter writing &
Addressing an envelope

for Valentine’s Day
...or ANYTIME!

NO)PREP)
Great for Sub Day or Remote Day!



7 Easy-to-Follow Prompts

 : .LP ; EEe

(_ E Use the “Spearmint” letter template.

Launching a Spearmint Letter

@ @ # Google §§

- Templf'_t.e_-ct the Docs icon from your app
launcher.

|:' |,.| u h a blank Doc if

n\ a template.

- A4

Orientation

Paper size

Formatting your letter

Pages

Go to “File” and select
e e “Page setup”. Change
the margins to .5 for top
and bottom and 1 for left
and right side.

Changing the green bar at the top

An “Options” drop-down menu
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The prompts make this a self-guided lesson -
Perfect for.a Sub Day or Remote Learning




A GOOGLE DOCS LESSON

Completing the body of the letter

Your Name Fill in YOUR personal information:
_ Because you are a minor..

Use your first name only and your school address. DO NOT include
your phone number ar email.

* (N Fill in the date

Ronny Reader

_ Fill in the name of the business and the

business address.

Addressing an envelope

Dear (Tnuld the name of the business

T ner ow it)
— Jld include:
v lasy oject, we were t 7 .
to a Swall business that we loy

“I picked your business becau
“I love (list a specific product
you love)....because...”
Speak from your heart...small
owners work tirelessly. They
hear anything positive about t

“Sincerely”, “Best regard”, *
appreciation”, “Warm regard
good complimentary closes

Only type your first name as
minor. Feel free to change t
style of the font.

Adding a watermark

Go to “insert” and select
“Watermark”

2 de.alls don’t make

ende r's ‘\-.'“ ne

pany \O; onal)

's Street Address

er
State (Abbreviation) Zip

handwritten envelope
« fine and perfectly
icceptable.

he'west watermarks. Be sure the
image is simple.

Source: https://www.certifiedmaillabels.com/blog/how-to-properly-write-address-a-letter-and-must-know-mail-regulations

This is a Google Slide file that can be easily
converted to Microsoft PowerPoint




Teacher Testimonials

Easy resource to implement into my course - thank you!

L < L < L

This resource was a great addition to my letting writing unit in my DECA 1 classes.
Having students target small businesses with their letters was really cool! We got some
responses back, which was the icing on the cake!

L < L < L

Loved it! Used all of these to decorate my bulletin board and then springboard off into
writing letters. The students liked that they had some agency in choosing the highlighted
business, and that they could see the other students templates in Google Slides.

Outstanding resource for reinforcing letters and spicing it up for Valentine's Day! | love

implementing seasonal work...and this was perfect for any Computer class! Thank you!!
| loved adding this resource to my curriculum!



Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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