

Course:  Community Living

Unit:  The Post Office

Lesson: Sending and Receiving Mail
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Competency Objectives:
Learners will effectively handle their U.S. postal needs.

Suggested Criteria for Success:
Students will address a letter correctly for mailing in the US.





Students will name two locations/methods they may buy stamps.





Student will locate the post office closest to their home on a city map.

Students will complete a Change of Address Form (PS Form 3575).

Students will contribute one question for a visit to the post office.

Suggested Vocabulary:
envelope
return address

address




stamp

post office

city





post box

change of address

state









zip

Suggested Materials:
 paper and pens/pencils


 envelopes or paper drawn to represent envelopes


 index cards


 newspaper or magazine ads with business addresses


 maps of post office sites nearest students’ homes or nearest the class site.

(Use http://www.usps.com/.)


 maps of the local city and/or county  (Talk with your Chamber of Commerce.)


 newspaper or magazine ads, with addresses, for business establishments 


 a copy of the Mover’s Guide (Official Change of Address Form) available free

from your local post office.  Xerox copies of the form (back and front) and of the instructions to distribute to your class.  You may find it is helpful to enlarge these materials if you have access to a copier with that feature.  Be sure to have several copies of the form for each student for practice.


 optional:  overhead projector, transparency of Address Change Form, marker 

Suggested Resources:
Any good English or business reference book.

http://www.usps.com/. is a site that enables users to 

· locate the post office closest to their home (Locate a Post Office)  Once you locate a post office, click on the word map beneath the listing for a map of the location.

· read postal address standards (All Products and Services, then click on Address Quality, Address Management Publications, Publication 28:  Postal Addressing Standards)

· find address standards for Puerto Rico and the Virgin Islands(All Products and Services, then click on Address Quality, Addressing Standards for Puerto Rico and the Virgin Islands)
http://englishplus.com/grammar/00000156.htm.  Envelopes.
http://englishplus.com/grammar/00000157.htm.  Envelope Format.
http://englishplus.com/grammar/00000161.htm.  Folding a Standard Letter.

A Visit to the Post Office by Daniel Albert, Pitt Community College.  This plan comes from English as a Second Language:  A Collection of Lesson Plans for the Year 2000, a publication of NCCCS developed under the direction of Dr. Florence Taylor. 

Suggested Methods:
Modeling, Repetition, Discussion, Guest Speaker or Field Trip, Journal Work

Some Suggested Steps:

Addressing an Envelope.  Show students how to address an envelope correctly.  Ask them to complete addressing an envelope to a friend in the USA.  You can start with an imaginary friend whose name is William Cantellano.  William’s address is 1256 North Mulberry Street, Mason City, IA 50401.  Remind students to include their own name and return address in the upper left-hand corner.

Ask students to write their name and address on an index card.  Take up the index cards, shuffle, and redistribute them.  Have each student address an envelope to the person in the class whose card he/she receives.  Reshuffle and redistribute the cards for additional practice.

Folding a Letter.  Fold a letter correctly for insertion into an envelope.  Let learners practice with plain paper or a model letter.

Finding a Post Office.  Take up the index cards to locate the post office site(s) nearest selected students’ homes.  If you do not have a computer in the classroom, you may choose to use students’ home addresses and run maps of the closest post office sites prior to class.  Alternatively, you may run multiple copies of a map of the post office closest to the class site and distribute one to each student.  Help students read the maps to locate the post office.  Discuss places other than the post office where students can buy stamps (such as some grocery stores, some gas stations, by mail.)  Ask students where they currently buy stamps.  Make sure they can name and locate the post office nearest their home.

Business Mail.  Ask students to address an envelope to a business.  Distribute newspaper ads or magazine ads that include business addresses.  Show students how to include an attention line in a business mailing.  Complete one “envelope”.  Exchange with another student and check work.  Trade ads with a classmate and address another envelope.  Repeat as needed.  Allow question time and teacher confirmation of correct work.

The Cost of Mailing.  Give students the problem of mailing a thick and heavy letter that is many pages in length.  The cost of mailing a letter or parcel is figured by weight.  Most first-class letters will cost $.37, but thicker letters will cost an additional $.23 for each additional ounce.  How can they be sure they have sufficient postage?  Where would they go?  What would they ask?  Do they need to take the letter/parcel with them?  If you have a computer in your classroom, you can go to http://www.usps.com/.  Click on Calculate Postage (top in red) for pertinent information.

Changing Your Address.  Ask students if they know how to handle their mail when they move or have a short-term change of address for work or other reasons.  Distribute the change of address forms and instructions.  Go over the headings (1-10) with the class, letting them read the headings aloud.  Then develop with class assistance a scenario of an imaginary person.

What is this individual’s name?

Why is he/she moving?

How long will he/she be away (permanently, temporarily)?

When will he/she be leaving the present address?  Will he/she be returning?

What is his/her current address?

What will be his/her new address?

Is anyone moving with the person?  Who?  Is anyone staying behind at the current address?

Put the scenario information on the board as the class decides on it.  Now that you have an imaginary scenario, ask students to go over the address change instructions as a group.  Each student may fill out a change of address form as you work your way through the instructions, or you may do one form for the class to view if you have access to an overhead projector.

Develop another scenario and repeat the exercise above.  If someone in the class wants to volunteer a real situation, you may have the class do a change of address form to meet that person’s situation.  Where does one get a change of address form and what does one do with the form after it is competed?  See the Journal Work below for a follow-up assignment.

Guest Speaker or Field Trip.  Use the attached reprint of A Visit to the Post Office by Daniel Albert, Pitt Community College to give you ideas.  Ask students what questions they would like to ask about the U.S. Mail.  Have each student write down one or more questions and exchange lists with another student.  Be sure the class knows they may include questions about international mailing.  They may want to know things about such things as customs, the safety of their mailings, the speed, the cost of postage, and the purpose of insurance, to name a few possibilities.  Ask students to read aloud the questions they are holding.  Record them on the board so students may copy the list.  Working as a class, (1) review the list for repetitions, (2) consolidate similar questions into a single wording, and (3) group similar topics together.  Write the revised list and allow students to copy it in their Journals.

Arrange for a guest speaker from or a field trip to a local post office.  Prior to the field trip, provide the speaker with your list of questions generated by the class and let him/her know the native languages of the class members.  If a speaker or trip is not possible, secure answers to class questions personally and role-play with the class to give the responses at the next class.

Journal Work.  Ask students to take a blank change of address form home and complete it for themselves, following the instructions handed out in class.  They may make up the address to which they are moving.  Turn these forms in at the next class.  The instructor can review and return them for inclusion in the students’ Journals.

A Visit to the Post Office

Scenario

Students need to learn how to communicate at the post office.

Intended level(s)

High beginning to high intermediate

Approximate length of lesson

A single lesson of three hours

Expected student outcomes

Student need to learn communication skills required to conduct business at the post office and to increase self-confidence.

Materials/Resources needed
Transportation; cooperation of the local postmaster; flash cards

Procedure

Before class:


Contact the local postmaster to arrange:



a 15 minute tour of the post office.



a clerk to sell products to the students.


Arrange transportation with the college.


Make a list of vocabulary words and conversational situations to use.


Find pictures or flash cards of the vocabulary words.

During class:

Class discussion:  “How many letters do you mail each week (or month)?”  and “Do you go to the post office or mail them from your home?”  (15 minutes)

Pronunciation of vocabulary words while using flash cards (15 minutes)

Picture drawing game using the vocabulary words (20 minutes)

Conversation practice – scripted practice and student role playing (30 minutes)
Writing a short letter to mail at the post office (20 minutes)

Travel to the post office (10 minutes)

Short tour of the post office to see: (15 minutes)


how the mail comes in


how it is sorted


how it is prepared for delivery

Line-up to buy an envelope and a stamp to mail the previously written letter completed in the practice (15 minutes)

Return to the college (10 minutes)
Assessment

The outcomes will be measured by assessing how each student interacts with the clerk when purchasing the necessary supplies.


First, by assessing the student’s verbal communication with the postal clerk


Second, by assessing the student’s level of comfort with the interaction

Assessment is based on a 5-point rubric:


5--Very comfortable and no mistakes in communicating


4--Comfortable but with few mistakes


3--Comfortable with many mistakes or mildly comfortable with few mistakes


2--Not too comfortable with many mistakes


1--Not able to communicate at all with the clerk
Comments

I have done this lesson (with variations) on two different occasions, and will be doing another, and have found it quite useful and enjoyable for the students.

Author:
Daniel Albert



Pitt Community College

State Abbreviations

	ALABAMA
	AL
	MONTANA
	MT

	ALASKA
	AK
	NEBRASKA
	NE

	ARIZONA
	AZ
	NEVADA
	NV

	ARKANSAS
	AR
	NEW HAMPSHIRE
	NH

	CALIFORNIA
	CA
	NEW JERSEY
	NJ

	COLORADO
	CO
	NEW MEXICO
	NM

	CONNECTICUT
	CT
	NEW YORK
	NY

	DELAWARE
	DE
	NORTH CAROLINA
	NC

	DISTRICT OF COLUMBIA
	DC
	NORTH DAKOTA
	ND

	FLORIDA
	FL
	OHIO
	OH

	GEORGIA
	GA
	OKLAHOMA
	OK

	HAWAII
	HI
	OREGON
	OR

	IDAHO
	ID
	PENNSYLVANIA
	PA

	ILLINOIS
	IL
	RHODE ISLAND
	RI

	INDIANA
	IN
	SOUTH CAROLINA
	SC

	IOWA
	IA
	SOUTH DAKOTA
	SD

	KANSAS
	KS
	TENNESSEE
	TN

	KENTUCKY
	KY
	TEXAS
	TX

	LOUISIANA
	LA
	UTAH
	UT

	MAINE
	ME
	VERMONT
	VT

	MARYLAND
	MD
	VIRGINIA
	VA

	MASSACHUSETTS
	MA
	WASHINGTON
	WA

	MICHIGAN
	MI
	WEST VIRGINIA
	WV

	MINNESOTA
	MN
	WISCONSIN
	WI

	MISSISSIPPI
	MS
	WYOMING
	WY

	MISSOURT
	MO
	
	


Envelopes to Address
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