Opening,
tell who
you are

Mrs. Tietjen’s Class

Date:

Mrs. Sherrick
Jefferson County School District
Superintendent

Dear Mrs. Sherrick,

State the
problem

Tell more
about the
problem.




Tell how
the
problem
makes
learning
hard for
students.

Tell
about
your idea
fora

solution.

Tell

how the
students
will
benefit
from your

solution.

Closing

Sincerely,

Mrs. Tietjen’s Class



