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Title:  Communication Skills





Career Course:  Career Management Success #5701





CTE Competency Skill:  Standard 4.2





Academic Course:  English





Academic Skill:  1.1B,1.2B,1.2C,1.2D, 1.2F,1.2I, 1.2H, 2.2C





Gateway Standard:  Writing





Instructional Goal:  The student will demonstrate effective written communication by writing a business letter.





Performance Indicators:  targeted audience, subject-verb agreement, punctuation, persuasion, strengthen arguments, vivid words, graphic organizer, transitional words, business letter format





Anticipatory Set:  Show students examples of email and badly written letters to see if students can determine what is wrong with the examples.  After discussion of the examples, explain to students they will be writing a business letter to a potential customer persuading him/her to visit the grand opening of your new store.





Teaching Procedures:


Sentence puzzle:  Each group of students receives an envelope containing the 8 parts of a business letter.  Groups arrange the parts in proper format.  Check each group for the order.


Stress the importance of the following:  to whom the student is writing, subject-verb agreement, punctuation, descriptive adjectives, adverbs, action verbs, and transitional words (words that lead one paragraph to another).


Graphic Organizer:  Each student will use a graphic organizer to determine the main idea (persuading the customer to visit your new store), three supporting reasons (why should they visit), and a conclusion (sum it up).  Check around the room to keep students on task and to assure it is correct.


Students will type the business letter, print, and hand the final copy to the teacher. 





Closure:  Sum up activities learned and students should complete a “3-2-1 Reflection.”  Students write 3 things they learned, 2 things they will use, ad 1 question or concern they have.





Suggested Modifications:  Assist and walk students through the business letter process.  Focus on one particular standard that is best suited for that student, example:  spelling, subject-verb agreement, and organization.





Teacher Preparation:  Gather examples of emails and badly written business letters; Prepare envelopes with business letter parts enclosed.





Materials/Supplies Needed:  Examples of the above, list of transitional words, copies of graphic organizers, envelopes with business letter parts





Technology:  Computer, diskettes





Lesson Evaluation: 


