[image: image1.png]32—



[image: image2.png]32—





Course:  Community Living

Unit:  The Post Office

Lesson:  Writing a Letter

Regarding this Lesson:
This lesson may be repeated multiple times throughout the course of instruction.  For repeat offerings, the instructor may choose different scenarios that fit the circumstances of the lesson at hand, i.e., an application cover letter, a letter accepting job, a resignation letter, a letter of thanks, a letter of sympathy, a complaint, a letter of congratulations, a letter of advice, and others.

Competency Objectives:
The adult learner will write a letter in English, using correct form.

Suggested Criteria for Success:  Writing a correct letter.

Suggested Vocabulary:
heading

inside address
salutation
body





closing

signature
business letter
personal letter

Suggested Materials:
 paper and pens/pencils




 chalk/marker and black/white board

or overhead projector and overheads to illustrate letters

 handouts of a sample business letter

 cut apart strips of a letter (included at the end of this lesson)

Suggested Resources:
Any good English or business reference book.

http://englishplus.com/grammar/00000150.htm.  Business Letter Styles:  Block, Modified Block, and Semi-Block.

http://englishplus.com/grammar/00000149.htm.  Parts of a Business Letter.

http://englishplus.com/grammar/00000144.htm.  Style or Format for a Friendly or Personal Letter.

http://englishplus.com/grammar/00000143.htm.  Parts of a Friendly or Personal Letter.

http://humanities.byu.edu/

.  Click on Centers and Institutes then on English Language Center.  Click on Teacher Corner.  Click on Adult Education ESL Teacher Guide.  Click on Section III.  Click on Lesson 6, Ordering by Mail.  The lesson at this site covers a series of very basic letter writing scenarios that are good for practice.  Companion instructions for the teacher are available:  At Section III, click on Module X instead of Lesson 6.

http://mdmd.essortment.com/writingcomplain_repi.htm  Effectively Writing a Complaint Letter.

http://www.writinghelp-central.com/letter-writing.html.  Letter Writing Tips and Sample Templates.

http://www.writeexpress.com/letters.html.  500 Letter Writing Topics.

Suggested Methods:
Modeling, Sorting, Discussion, Drawing, Group Writing, Journal Work

Some Suggested Steps:

Modeling.  Give students a sample business letter.  Discuss the parts of the letter and suggest that students label their sample letter (heading, inside address, salutation, body, closing, signature).  Show different letter styles (block, modified or semi-block, indented) so students will recognize several acceptable forms.  Indicate that the class will concentrate on just one form.  There are samples of block and indented forms at http://www.wisc.edu/writing/Handbook/BusinessLetter.html.

Sorting.  Give out a letter that is cut into strips.  Mix the strips and ask students to assemble the letter.  You may find more than one way of assembling the strips to make a logical letter.  Do the indentions help?  Review the results and answer questions or give explanations as warranted.  Use this opportunity to teach that letters need a paragraph that gives the reason for the letter, one or more paragraphs that elaborate on the reason or purpose, and a closing paragraph that asks for action or expresses appreciation.

Group Work.  Develop a hypothetical situation for the class, perhaps a complaint letter.  Work together as a class to draft a letter on the board.  Let students to tell you what to write and where to put it on the “page”.  Allow students to copy the letter in their Journals.  Students with very limited English may profit from drawing the situation they want to express and discussing it as a group prior to class drafting

Independent Writing.  Present another hypothetical situation.  For topic ideas--from acceptance letters to welcome letters--see http://www.writeexpress.com/letters.html.  Have class members compose individual letters.  Review any questions that students may have.  Ask volunteers to put their letters on the board.  Read these as a group.  Point out proper form and good sentences.  Correct mistakes and give students opportunities to demonstrate that they understand the corrections.  Ask students who do not to offer their letters for open class review to turn them in for you to read and return to them at the next class.  If students are unable to complete a letter independently, use class time to discuss the letter and draft it together using blanks throughout.  Ask students to copy the letter and complete it by filling in the blanks.

Ann Landers.  Use a situation from a newspaper advice column.  Read with the class the letter that an individual has sent to the columnist.  (An overhead projector and a transparency of the letter are helpful.)  Ask the class to write the advice letter.

Journal Work.  If students wrote a personal letter in class, they should write a business letter in their Journals and vice versa.  Some idea situations follow.  It may be necessary to make the selection of a single situation before class ends, discuss and pre-draft a letter as a class, and ask every student to do his/her Journal letter on the same topic.

	Personal Letter
	Business Letter

	Write a friend to thank them for a gift.
	Write a note to your landlord to report a broken door lock and ask for rapid repair.

	Write a friend to congratulate them on a new baby.
	Write a letter to inquire about job openings at a local business.

	Write a friend who has asked your advice on the good and bad of coming to the USA.
	Write a company to cancel a subscription or to place an order.

	Write your family to tell them what is happening in your life now.
	Write a hospital to request a detailed listing of your hospital bill. 


Cut apart the strips and mix them.  Ask each student to arrange them as a letter.

	December 12, 2003

	1237 East Seventeenth Street

	Burlington, NC  27215

	Santa Claus

	Wonderland Street

	North Pole

	Dear Santa, 

	          My mother is helping us write this letter to ask you for Christmas presents.

	I am five years old and my sister is three.

	We have been good all year.

	          My sister and I want a puppy.

	I want a computer and computer games.

	Anna wants a doll that talks and a doll bed.

	          We will leave you milk and cookies on Christmas Eve.

	We love you.

	Your friends, 

	Jamal and Anna


	December 12, 2003

	1237 East Seventeenth Street

	Burlington, NC  27215

	Santa Claus

	Wonderland Street

	North Pole

	Dear Santa, 

	          My mother is helping us write this letter to ask you for Christmas presents.

	I am five years old and my sister is three.

	We have been good all year.

	          My sister and I want a puppy.

	I want a computer and computer games.

	Anna wants a doll that talks and a doll bed.

	          We will leave you milk and cookies on Christmas Eve.

	We love you.

	Your friends, 

	Jamal and Anna
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