Competency:  Write a Letter

	Lesson Overview:  In this lesson, students will learn how to write formal letters while learning vocabulary related to letter writing.  They will read examples of letters while practicing punctuation and capitalization skills.  Finally, students will write their own letters.

This lesson plan includes:

1. Writing a Letter Vocabulary

2. Writing a Letter Vocabulary Matching

3. Mixed-Up Letter

4. Identify and Label Parts of a Letter

5. Identify and Label Parts of a Letter Answer Key

6. Reading a Letter Punctuation and Capitalization Practice

7. Prompts for Writing a Letter

8. Referenced websites

9. Write a Letter Vocabulary Flash Cards (optional)

10. Write a Letter Word Search (optional)

11. Write a Letter Crossword Puzzle (optional)



	Approximate Time:  2 hours



	Prerequisite Skills:  Students should be able to read and write simple paragraphs.  It is recommended that students complete the intermediate lesson plan entitled “Write an Informal Note” before attempting the activities in this lesson.  It is also recommended that the teacher have the students read newspaper or internet articles so that they are knowledgeable of current events.

Prerequisite Vocabulary:

address(es)

envelope(s)

mail/mailing

message(s)

p.s. (post script)

stamp(s)

stationery

thank you



	Vocabulary:  

body

closing

date(s)

Dear

greeting(s)

issue(s)

legislator(s)

recipient’s address

sender’s address

signature(s)

sincerely

To Whom It May Concern:

Yours truly



	Materials Needed:  Whiteboard or flip chart, erasable marker, handouts, transparencies, envelopes, stamps, paper for writing, and examples of letter stationery



	Equipment Needed:  overhead projector, multi-media computer with Internet access



	Activities:

1. Explain the purpose of the lesson.

2. Write the prerequisite vocabulary words on the board or flip chart.  Discuss their meanings and answer any questions the students may have about them.

3. Introduce new vocabulary.

a. Give students Writing a Letter Vocabulary handout.

b. Pronounce the new vocabulary words one at a time and have the students repeat the words in unison.

c. Pronounce the new vocabulary words one at a time and ask individual students to repeat the word.  Repeat until the students can pronounce the words well.

d. Show the following item when reviewing the new vocabulary words: letter stationery.

e. Go over each vocabulary definition carefully and check for understanding.

4. For vocabulary development give students Writing a Letter Vocabulary Matching handout.  Have students work in pairs or individually on this exercise.  Review answers orally.

5. Pre-Writing Activities: 

a. Make a transparency of the Mixed-up Letter and cut it into parts (date, sender’s address, recipient’s address, greeting, body, closing, and signature). Mix up the parts and have students rearrange parts correctly on the overhead. They could also write the letter correctly from the mixed-up parts. Label the parts orally.

b. For vocabulary practice, give students Identify and Label Parts of a Letter.  Students should complete this sheet individually.  Make a transparency of the answer key to use when checking answers orally.
c. Review correct capitalization and punctuation of a personal letter. Give each student Reading a Letter Punctuation and Capitalization Practice. This handout contains a letter without capitalization and punctuation.  Tell students to read the letter, make the appropriate corrections, and re-write the corrected letter on a separate piece of paper.  Students may work individually or in groups.  Check answers orally and/or write the corrected letter on the board.  (It is suggested that the teacher make an overhead transparency of this sheet so that students can see exactly where punctuation and capitalization needs to be added.)

6. Writing Activity:

a. Make a transparency of Prompts for Writing a Letter and place it on the overhead projector.  (If you do not have an overhead projector, print the prompt cards, cut them apart, and pass them around.) Tell students to select one prompt and write a letter. 

b. The National Conference of State Legislature's website (http://www.ncsl.org) has information about legislators (their names and addresses) for those students who wish to write a lawmaker about an issue that is important to them.

c. You can help students find addresses of celebrities by searching the Internet or by visiting websites such as http://www.contactastar.com/ or www.contactanycelebrity.com.

d. Circulate about the room, helping students spell words and compose sentences.  Some students will want to write the letter on their own and have you make corrections when they are finished.  Check students’ work.

e. Those students who finish early may choose a different prompt and compose an additional letter.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of student worksheets.



	Optional/Follow-up Activities:

1. For a Creative Writing and Reading Comprehension activity, play a written game of “Telephone.” This game is inspired by the old game of telephone, whereby a sentence is whispered into a person’s ear and the next person's, until the words that come out at the end are very unlike the original words. In this lesson, the theory behind telephone will be applied to written material instead of oral.

a. Divide students into groups of 4-5.

b. Ask for a volunteer in each group to have their letter read by the other students in their group.

c. Ask that student to pass his or her letter to student #2, who will read it only once, turn it over, and write a letter as much like the original as they can. This continues down the line until all students in the group have been involved in the process.

d. Choose students to read the first and last letter in each group.  Briefly discuss the importance of reading carefully, and conveying information accurately. 
e. Compare the first letter(s) to the last letter(s). What wrong information was passed along?
2. Pair students with students in another ESL class to become pen pals or e-pals.

3. Allow students to create their own stationery using Microsoft Publisher or similar program.  Allow students to use this stationery to write to family, classmates, and/or friends.
4. Use Write a Letter Vocabulary Flash Cards for further vocabulary development.

5. For further vocabulary development give students  Write a Letter Word Search  and  Write a Letter Crossword Puzzle.  (These worksheets were made with Wordsheets 5.0 software available at www.qualint.com.  There is a free demonstration version that allows 10 printings.  After that, the software must be purchased.)  Have students work in pairs or individually to complete these worksheets.  Review answers orally.
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