Competency:  Understand How to Address Envelopes

	Lesson Overview:  Students will be able to address envelopes and learn related vocabulary.

This lesson plan includes:

1. List of Street/Road and State Abbreviations

2. How to Address Envelopes PowerPoint Presentation

3. Address Envelopes Picture Handout (from PowerPoint file)

4. Addressing Envelopes Worksheet 1

5. Addressing Envelopes Worksheet 2



	Approximate Time: One hour

	Prerequisite Skills:  Students must be able to recognize ordinal numbers, zip codes, city, and state and be able to write their address.

Prerequisite Vocabulary:  

card

city

first name

last name

letter

Miss

Mr.

Mrs. 

postcard

state

zip code



	Vocabulary: 

boulevard (Blvd.)

apartment (Apt.)

east (E)

west (W)

north (N)

south (S)

northeast (NE)

northwest (NW)

southeast (SE)

southwest (SW)

Post Office Box (PO Box)
	stamp

road (Rd.)

lane (Ln.)

street (St.)

avenue (Ave.)

	Materials Needed:  Blank envelopes and/or postcards, handouts, stamps or stamp replicas, PowerPoint presentation disk or file, PowerPoint Presentation slides to use as handout.



	Equipment Needed:  Multimedia computer



	Activities:

1. Explain the purpose of the lesson.

2. Provide students with the list of street/road abbreviations handout.  Discuss each.  Ask them if they live on a street, avenue, road, lane, etc.

3. Discuss the abbreviation for Post Office Box (PO Box).  Ask students if they have their mail delivered to their home or if they have to go to the post office to get their mail.

4. Discuss the state abbreviations.  Call out a few states asking for their abbreviations.

5. Have students fill out their information at the bottom of the list of street/road abbreviations handout.  Provide assistance as necessary.

6. Provide students with Address Envelopes Worksheet 1.  Talk about the return address and the destination address.  Have students write their name on the first line of the return address.  Continue with the second line which asks for PO Box or house number and street.  Be sure to emphasize that if the address uses a street name, the house number comes first.  If the address has a PO Box, then the number comes after the PO Box.  Continue with the third line which asks for city, state, and zip code.  (Students may refer to the information they wrote on the abbreviations handout.)

7. Next assist students with writing the destination address using the information at the bottom of the first envelope.

8. Talk about the importance of zip codes.  (The letter gets to its destination much quicker.)

9. Continue with Address Envelopes Worksheet 2.  Let the students work independently on this one.  Review orally.

10. To review the lesson, show the How to Address Envelopes PowerPoint Presentation.  Discuss as appropriate.


	Assessment/Evaluation of Learning:

1. Provide students with blank envelopes or postcards.  Tell them to write their own addresses where the return address goes.

2. Take up the first sheet that the students completed with their address information (The abbreviation sheet).  Randomly redistribute these so that students have someone else’s sheet.  Using that information, students will write the destination address on the envelope.

3. Teacher observation of students’ participation.

4. Evaluation of completed worksheets/handouts.



	Optional or follow-up Activities/Ideas:

1. Take a field trip to the post office or invite a post employee to speak to the class.

2. Ask students to bring in envelopes from home that they have previously received.  The students can tell the class about the addresses on the envelopes and pass them around for others to see.

3. Have students write letters to one of their friends or relatives, address the envelope, and mail it.

4. Have students write a letter to the student to whom they addressed their envelope or postcard to.

5. Bring phone books to class.  Have students find where they may look up unknown zip codes.

6. Have students look up the phone number to the Post Office  in the phone book.

7. Bring a few Business Reply Envelopes to class for discussion.  Explain why they do not need to put a stamp on these.

8. Discuss titles such as Mr., Mrs., Miss, and Ms.
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