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Career and Technical Education Sample Lesson Plan Format

Title:  Letter and Language Skills
Career Course:  Keyboarding Applications



CTE Competency Skill:       
(Standard reference:  5.0

The student will apply concise styles, malleable standards, and rules for grammar, spelling, and punctuation creating business documents and reports that communicate the intended message.

The student will

5.1 Apply correct punctuation and capitalization.

5.2 Apply correct spelling and grammar skills.

5.3 Apply correct number expression rules.
)


Academic Course:  Language Arts



(integrated subjects if more than one)
Academic Skill:       
(standard reference:       )

Gateway Standard: 1.0

Language Arts: 1.0 Writing

The student will develop the structural and creative skills necessary to produce written language that can be read and interpreted by various audiences.

2.0 Reading

The student will develop the reading skills necessary for word recognition, comprehension, interpretation, analysis, evaluation, and appreciation of the written text.

3.0 Viewing and Representing

The student will use, read, and view media/technology and analyze content and concepts accurately.

Instructional Goal(s): The learner will format second-page headings for letters.

The learner will increase proficiency at processing letters.

The learner will improve language skills (capitalization, number expression, and punctuation).

Performance Indicator(s): 1.2M recognize the correct use of quotation marks in a direct quote

1.2N recognize the correct use of a semicolon in a compound sentence within a writing sample or passage.

1.2R recognize the correct use of the comma to set off nonessential elements in a sentence.



Anticipatory set: Review formatting of letter styles (block, personal, business, and simplified).  Review  rules of capitalization, punctuation, and number expression.



Activities: 
1.  Format, save, and print business letters.
2.  Read, key, and correct sentences using language skills.


Suggested Modification(s):      
Assessment:  
Teacher observation of formatting.

Evaluate printed copy.



Teacher preparation:      
Materials and Supplies needed: 

Computer workstation 

Practice lesson from textbook



Lesson Evaluation:  
Student performance on activities.

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