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PRE-WRITING ASSIGNMENT: A Request Letter

You will select a real or hypothetical situation for which you will need to REQUEST something from someone. You will describe the purpose of your request, what you wish to gain from it, and fully describe who the potential reader(s) is (are). You should use information, techniques and process described in Chapter 4 to complete this assignment.

This assignment is not graded but failure to submit your completed assignment will reduce your final mark for the Formal Request Letter Assignment due later this semester, worth 10%.



Type of Request/ Purpose of your message:

Background to request:


Receiver Profile & Analysis:

Receiver Benefits:

Receiver Context:

Expected Reaction to Request:

Secondary Audience (if necessary):


Adapting Writing to Audience:


Channel Selection: (Which and why? Support your answer.)

