Unit 3, Lesson 5
A Business Letter
What were some of your housing preferences?

What are some ways you can think of to look for a house?  Make a list.

Objective
Objective:

Today we will try one way to look for a home by writing a letter to a real estate agent. By the end of the lesson, you will have written your own letter to an agent asking for help in finding properties.

Activity A
Activity A

Look at the following letter.

What are the different parts of the letter?

	
	

	
	

	
	

	
	


A
 
	1794 Cedar Avenue
Long Beach, CA 90813

February 13, 2007

Paradise Reality

9875 Timber Lane

Costa Mesa, CA 92627

Dear Paradise Reality,

My family has decided to purchase a new home and we could appreciate any information you can send us about homes for sale.

We are looking for a four-bedroom home. We would like to live in a safe neighborhood, close to our children’s school. We would prefer a home with a big enclosed yard that our children can play in. We might want to build a pool in the future, but right now it is not a priority. Other amenities, such as air conditioning, central heating, and built-in closet space would be nice, but they are not essential. Our price range is between $100,000 and $120,000 and we are prepared to put down 10%.

Please contact me at the address above, or you may call me or my wife Courtney at (562) 555-2408. Thank you for your time.
Sincerely,

Joseph Bwarie




What is the greeting?

What is the first word of the body?

What is the closing?

Activity C
Activity C

How many of you have dealt with real estate agent before?

What does a real estate agent need to know to help you look for a house?

If you were looking for a house, what things would you tell your real estate agent?

(hint: remember your preference checklist.)

Make a list of things you would tell your real estate agent.

Share your list.

Things to tell my real estate agent:

	

	

	

	

	


Activity D
Activity D

In the last unit you learned about parts of a business letter. Look at the list below. Find each piece of information in the letter.

1. Describe what you want.

2. Thank the person for their time.

3. Explain why you are writing the letter.

1794 Cedar Avenue
Long Beach, CA 90813

February 13, 2007

Paradise Reality

9875 Timber Lane

Costa Mesa, CA 92627

Dear Paradise Reality,

My family has decided to purchase a new home and we could appreciate any information you can send us about homes for sale.

We are looking for a four-bedroom home. We would like to live in a safe neighborhood, close to our children’s school. We would prefer a home with a big enclosed yard that our children can play in. We might want to build a pool in the future, but right now it is not a priority. Other amenities, such as air conditioning, central heating, and built-in closet space would be nice, but they are not essential. Our price range is between $100,000 and $120,000 and we are prepared to put down 10%.

Please contact me at the address above, or you may call me or my wife Courtney at (562) 555-2408. Thank you for your time.

Sincerely,

Joseph Bwarie

Writing Activity: 
Now it’s your turn. Imagine you are going to buy a new house and you are writing a letter to a real estate agent. Use this letter as an example. Use your list of personal preferences.
Note: Use school address as your own [1794 Cedar Ave., (562) 218-0493]
�Return address, date, inside address, greeting/salutation, body, closing, typed/printed name, signature





