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Career and Technical Education Sample Lesson Plan Format

Title:  Communicating Through Business Letters
Career Course:  Keyboarding Applications #3775 
CTE Competency Skill:       
(Standard reference:  Standard 3.4  Proofread and revise copy.

Standard 5.1  Apply correct punctuation and capitalization.

 Standard 5.2  Apply correct spelling and grammar skills.

Standard 8.5  Demonstrate effective teamwork.
)


Academic Course:  English
(integrated subjects if more than one)

Academic Skill:  English
(standard reference:  Standard - 1)

Gateway Standard: Writing
Instructional Goal(s): 
Learning Expectation:   The student will learn the parts of a business letter; use correct grammar, spelling, capitalization and punctuation in sentences, and determine the most effective order of sentences and paragraphs.

Performance Indicator(s): 
Standard 1.1.H - select the correct word for the sense of the sentence (your and you're; where and were; its and it's; their, they're and there; to and too)

Standard 1.1.I - select the correct word for the sense of the sentence (stationary and stationery, complement and compliment, principle and principal, accept and except, capitol and capital, affect and effect)

Standard 1.2.J -determine the most effective order of sentences within a writing sample or a passageSPI in written form

Anticipatory set: Focusing Event: Explain the importance of business letters in business communications.  Discuss the seven parts of a business letter.
Activities:  
1.  Divide students into teams.

2.  Have students sequence the seven main parts (date, address, salutation, body, complimentary closing, writer's name, typists initials) of a letter by using cards with the parts listed on them.

3.  Have students key a short business letter using the correct format.

4.  Teams - Give students sentence cards and troublesome word cards to match up.

5.  Have students use editing skills to correct their first business letter.

6.  Give each student an envelope containing parts of a sentence.  The students will arrange the words into the best possible sentence and add the correct punctuation.

7.  In their teams the students will arrange the sentences into the strongest possible paragraph.

8.  Give each team seven cards with all seven parts of a business letter.  They will place all seven parts in order, including arranging the paragraphs in a logical order.

9.  Have students key the letter correctly.

Formative Check:  Each activity will be discussed and checked.
Student Participation:  Every student is involved in the teamwork and then individually keying the business letters.


Suggested Modification(s): "Buddy system" - Most activities are completed in teams.
Assessment:  Evaluate final business letter for formatting and correct punctuation, capitalization, spelling and grammar.
Teacher preparation: 1.  Cards for each letter part (date, address, salutation, body, complimentary close, writer's name, and typists initials)

2.  Troublesome word and sentence cards.

3.  Sentence puzzles.

4.  Final letter cards.

Materials and Supplies needed: 

Technology:  Computers and word processing software.



Lesson Evaluation:  To be completed by user after implementation of lesson



Other: You may add any needed sub-heading for your lesson plan
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