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Career and Technical Education Sample Lesson Plan Format

Title:  Composing, Formatting, and Editing a Letter of Application


Career Course:  Keyboarding Applications
CTE Competency Skill:  The student will process portfolio documents for a job interview.
(Standard reference:  6.0)


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

Gateway Standard: Language Arts
1.0 Student will develop the structural and creative skills necessary to produce written language that can be read and interpreted by various audiences.
1.1A Combine sentences using a comma and coordinating conjunction or correct a run-on sentence within a writing sample

1.1C Identify the target audience for a selected passage

1.2A Combine or correct sentence fragments using a subordinate conjunction within a writing sample

1.2B Recognize correct subject/verb agreement with confusing intervening propositional phrases within a writing sample

1.2D Select correct pronoun/antecedent agreement within a writing sample

Others addressed: 1.2E, 1.2L, l.2N, 1.2R, 1.3B



Instructional Goal(s): The student will successfully create a document (letter of application) leading to a job interview.
Performance Indicator(s): The student will:

1) Compose a letter of application

2) Key a letter of application

3) Proofread and edit a letter of application

4) Print and mail a letter of application

Anticipatory set: Have you ever looked for a job or thought about trying to get a job?  What procedure would you use to successfully get an interview when looking for a job?
Activities: 1)The teacher will put the students in groups of two and pass out the classified section of several area newspapers.

2) The will be asked to pick a job to apply and write a letter of application.

3) After choosing a job they will be given a sample letter of application to read over.

4)After studying the sample letter of application have students name the different information that should be in the letter.

5) The student will then compose and key their own letter of application for the job they chose.

6) When finished they will spellcheck and proofread their letter.

7) They will print their letter and sign it.

Suggested Modification(s): 1) Assign a job of interest to student.
2) Provide template of letter of application.

3) Student required to provide the following information:  name, address, phone number, correct salutation, teacher's name, two-three personal details, and correct signature.

4) Modified grading scale

5) Provide copy of directions at the student's level.

6) Provided highlighted examples.



Assessment:  The students will:

1) Use the information in a job opening ad in the newspaper to choose a job to apply for .

2) Use a sample letter of application to include all pertinent information in the student letter.

3) Key a letter in modified-block style, mixed punctuation using correct spelling, capitalization, punctuation and grammar.

4) Proofread and correct all misspelled words.

5) Print a mailable letter.

Teacher preparation: 1) Prepare workstations for students. 2) Prepare sample copies of letters of application. 3) Secure copies of area newspapers's classified section.
Materials and Supplies needed: 

Computers, printers, newspapers, copy paper
Lesson Evaluation:  Student performance on activities; letter quality
Other:      
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