Katie Rosenkranz

February 25, 2009

LESSON PLAN


Subject: IP 10 

	Materials/Aids Required:
Computers connected to printer, projector, Letter Outline Example, Letter A1/3, Second letter for gifted learners.


	Unit
	Introductory Word Processing and Formatting – Module 8



	Topic
	8.5 – Formatting a personal-business letter



	Content
	Students will learn the proper content, format and composition of a personal-business letter.




Objectives:
	1
	Given instruction, all students will be able to identify the different elements of a personal-business letter, and their purpose to the structure of the letter.  



	2
	All students will be able to key a personal-business letter from a copy and correctly format the letter given instruction and after creating their own guideline letter demonstrating full-block format and no-point punctuation.


	Pre Requisite Learning:  Students need to be able to key. (Module 2)




Presentation:
	Set:

Go to the board and create a web with the word Letters in the middle. Ask students what different kinds of letters they have ever written, received or know of. (Prompt for things like pen-pal, resignation letter, acceptance letter, school news letter, personal-business letter etc). After students have come up with a sufficient amount of ideas, ask why these types letters are important, and why they think we still use paper letters when we have email and other ways of communicating. (Prompt for things like professionalism, more personal in some ways, etc). 



	Development:
1. (Set will occur after) Have students warm-up their fingers, while keying the page they are currently on in their warm-up booklet (approx. 10 minutes).

2. Using the projector, pull up the Letter Outline Example. Discuss each element of a personal-business letter, and its purpose.

· Letterhead (displays Company’s logo and address)

· Date (when the letter was sent)

· Letter Address (who the letter is going to and their address)

· Salutation (Dear Mr. Smith, Dear Sir or Madam)

· Body (The content of the letter)

· Complimentary Closing (Yours sincerely, Yours truly, etc)

· Space for Signature (signature of the person the letter is from)

· Signer’s Name (printed name of the person the letter is from)

· Department and/or Title (the position or department of the person the letter is from)

· Reference Initials (in lowercase, the initials of the person who keyed the letter, not necessarily who it is from)

· Job Code (like a tracking code on some letters)

Appendix A- Letter Outline Example
3. Still referring to the Letter Outline Example and using the projector, discuss the format of the letter

· Full-block format (everything lines up along the left hand margin)

· No-point punctuation (no punctuation after the salutation or complimentary closing).

· Left and right hand margins are 4cm.

· Letterhead is approx. 5cm. (If letter has no letterhead, top margin should be set at 5cm).

· 4 lines after date for long letter, 7 lines after date for medium letter and 10 lines after date for short letter.

· Double space between letter address and salutation.

· Double space between salutation and start of the body of the letter.

· Double space between each paragraph in the body of the letter.

· Double space between the last line of the body and the complimentary closing.

· 4 to 6 lines between the complimentary closing and the signer’s name, which is the space where the sender’s signature goes.

· Double space between the department/title line and the keyer’s initials.

· Double space between keyer’s initials and job code.

4. Still using the projector, open a blank Microsoft word document, and have students do the same. Let students know that we are going to write a personal-business letter together right now, to learn and go over the formatting just introduced to them. Have students come up with a scenario as to why we would need to write a letter to a company. Prompt students with ideas like they bought something from a store that closed down, but it isn’t working and you need to return it to the company. (e.g. shoes from Champs that closed in the Cornwall Centre recently are too small, iPod isn’t working properly and store won’t refund money, etc). Once a scenario has been decided, start formatting the letter. Ask students what they think comes first, and continuing doing that throughout the example. (e.g. Alright, first lets set our margins. Can anyone tell me what our margins should be? Yes, 4cm on the left and right sides, but what about the top margin? Our top margin is going to be set at 5cm, but it isn’t always. Can anyone tell me when my top margin wouldn’t be 5cm? Yes, when there is a letterhead…) Continue to go through the formatting of the letter, asking the students to tell you what should come next in the letter, why it is there, how many lines to leave after the complimentary closing and so forth. Make sure to explain more thoroughly the parts that students seem to not be able to come up with the answers to. Complete the letter using the chosen scenario still, making sure to include all the elements and proper formatting of a personal-business letter. Have students print out the letter, as they have been following along keying and formatting. 

5. Once students have picked up their printed out letter from the printer, have students return to their desks/work stations and get a pen or pencil out. Students will then write out the “rules” for the formatting of a letter, and identify what each element of the letter is by writing it onto their printout. This will look somewhat like the Letter Outline Example I showed them, including margins, full block format, line spacing, and all of the elements. This will act as a guideline for them to use in their upcoming letter assignments. Walk around and make sure students are correctly filling out their guideline, and offer assistance to students who are struggling.

6.  Hand out a copy of Letter A1/3, from page 7 of Keyboarding: Information Processing Applications by Hicks, Hepburn, and Rooney (unless textbook is available at the school), and have students key and format it in the proper letter format we just discussed. Encourage them to refer to their guideline they created if needed. While students are keying the letter, walk around the classroom to monitor their progress, and assist them if any questions arise. 

Appendix B- Letter A 1/3
7. Have students print their letter when they have completed it, and submit it to me.



	Closure:
Today we learnt the basics of formatting a letter and next class we will continue on with keying and formatting letters and also I will introduce a few new elements of a letter to you (encl, copy notations, subject line, etc). You will also get the chance to create your own letter for an imaginary company of your own choice!




Evaluation:

	Obj. #1 and Obj. #2
	I will review each student’s completed Letter A1/3. I will be looking for error free keying, but the main focus will be that all elements of the letter are included, as well as the correct formatting is used as we discussed and went through on their guideline. As this is the first letter students have keyed, I will circle the errors they have made and show the proper corrections. I will make sure to write a comment on each student’s letter, congratulating students who did well, and encouraging those who may have struggled. 




	Target for Professional Growth:
Be sure to ask a variety of students for input and answers when creating the Letters web, as well as when creating the scenario letter with the class for the students’ guideline. Once students begin working on Letter A1/3, I need to be able to walk around and notice the students who are struggling with this, and offer assistance. 


Adaptations: 

For any gifted learners in my classroom, which I will have been able to identify thus far into the semester, I will alter the assignment at the end of this lesson in order to meet their intellectual needs. I will have them complete Letter A1/3 along with the rest of the class, but I will also have another personal-business letter for them to key when they have completed that. This second letter will be longer and a step more challenging than Letter A1/3, and will keep these gifted learners working until class is done, and hopefully intrigued. Once I notice that these students are done the first letter, I will give them the challenge of the second letter to complete. This second letter will not be the next letter the rest of the class completes, as these gifted students will always be a step ahead of the class than, which is not something I necessarily want to make noticeable to the rest of the class, especially those who may be struggling with the first letter. 
Adapted from Teaching Strategies and Methods for Student Centered Instruction, Lang, McBeath, Hebert

