Competency:  Write an Informal Note

	Lesson Overview:  In this lesson, students will learn vocabulary related to writing informal notes and how that vocabulary is used in everyday conversations.  Students will read examples of informal notes while practicing punctuation and capitalization skills.  Finally, students will write their own informal notes and greeting cards for a variety of situations.

This lesson plan includes:

1. Write an Informal Note Vocabulary

2. Vocabulary Matching

3. Reading Notes Punctuation and Capitalization Practice

4. Writing Notes Irregular Past Tense Verbs Sheet

5. Writing Quick Notes: A Writing Activity

6. Blank Get Well Soon Card

7. Blank Congratulations Card

8. Blank Thank You Card

9. Blank New Baby Card

10. Write an Informal Note Vocabulary Flash Cards



	Approximate Time:  2 - 3 hours



	Prerequisite Skills:  Students must be able to read and write simple sentences and be able to follow directions.

Prerequisite Vocabulary:

address(es)

adhesive

boss(es)

congratulations

coworker(s)

get well soon

mail/mailing/mailed

message(s)

spouse

stamp(s)

thank you



	Vocabulary:  

envelope(s)

greeting card(s)

leave a note/leave notes

note(s)

post card(s)

p.s. (post script)

send a note/send notes

stationery

sticky note(s)

write a note/write notes



	Materials Needed:  Whiteboard or flip chart, erasable markers, handouts, sticky notes, post cards, envelopes, note card stationery



	Equipment Needed:  None



	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 Write an Informal Note 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 items when reviewing the new vocabulary words: sticky notes, post cards, envelopes, note card stationery.

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

4. For vocabulary practice, give students Write an Informal Note Vocabulary Matching worksheet.  Students may work individually or in pairs.  Check answers orally.

5. Give students Reading Notes Punctuation and Capitalization Practice worksheet.  Students will be asked to read four short notes for a variety of situations and add capitalization and punctuation where necessary.  They will re-write each note in the boxes to the right.  Students may work individually or in groups.  Check answers orally.  (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, or the teacher can write each note on the board.)

6. For a grammar activity, give students Writing Notes Irregular Past Tense Verbs Sheet.  Review the present and past tense forms of the verbs in the box at the top of the sheet.  Have students fill in the blanks with the correct past tense form of the verb in parenthesis.  The sentences show how the vocabulary words are used in everyday conversations.  Review answers orally and/or have individual students each write a complete sentence on the board with the correct answer.

7. For writing practice, give students Writing Quick Notes: A Writing Activity.  This sheet asks students to write a quick note for four different situations.  Question number 2 asks students to write on a sticky note.  Give each student a sticky note if you can.  Circulate about the room, helping students spell words and compose sentences.  Some students will want to write and have you make corrections when they are finished.  Check students’ work.

8. Print enough of the blank greeting cards included in this lesson plan so that each student will have one.  Tell students they are going to write a message inside the card.  You may have them choose the card they want or have them draw their card out of a hat.  Discuss what the students wrote in each card as a class.  Ask students to offer other suggestions for a message for that particular card.  The types of cards that are included are Blank Thank You Card, Blank Congratulations Card, Blank New Baby Card, and Blank Get Well Soon Card.  Check students’ work.



	Assessment/Evaluation of Learning:

1. Teacher observation of students’ participation.

2. Evaluation of student worksheets.



	Optional/Follow-up Activities:

1. Have students write and send post cards or cards to students who have been absent.

2. Use Write an Informal Note Vocabulary Flash Cards for further vocabulary development.

3. Think about current events with your students.  Has anyone been sick?  Is anyone moving away?  Has anyone gotten promoted at work or obtained a new job?  Has anyone gotten married or had a baby?  Have students write and send greeting cards to these students.

4. Send greeting cards related to any appropriate holidays.

5. If your students have school-aged children, follow up with the lesson plan entitled “Write an Excuse for a School Absence.”  (For those students who don’t have children, modify the lesson to write a note to their boss for being absent from work.)

6. Have your students send notes electronically.  Follow up with the lesson plan entitled “Send and Receive E-mails.”

7. Have students write notes and send cards to family members.
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