Convey Ideas in Writing Classroom Activity
Planning (completed before you do the lesson):
Lesson Topic/Theme: 
To write a business letter  


Lesson Level:  ABE 04/ESL 06
How did you arrive at the topic/theme?  How is this topic/theme relevant to the students?

During a dialogue role-play between a landlord and a tenant, the students gave some incorrect information about Seattle Landlord-Tenant laws. After asking some questions, I discovered many of the students had had similar landlord-tenant issues and did not know the laws or what to do about them. With one or two exceptions, all of my students are immigrants or refugees and rent apartments or houses in the Seattle area. 
I brought in copies of the City of Seattle Information for Tenants Packet. Students worked in groups for reading comprehension and to scan the document for information about the issues they brought up in class. I asked them to find both the law and the action a tenant can take in the event that the landlord is not following the law. In each case, they discovered that a tenant put their correspondence in writing in order to protect their legal rights. I introduced the idea of business letters and elicited other uses of the business letter format.
In a following activity, I brought in a sample business letter to a landlord requesting a repair. We analyzed the document for form, content and conventions. Then, students worked on their own business letters to their landlords in the computer lab using the sample as a model. 

Once students submitted their letter drafts, I edited them using a grammar usage guide we use for every writing assignment. In class, I showed the students the business letter rubric, I planned to use to grade the final letter and we reviewed it. Then, students re-wrote their letters using the rubric.
Real-Life Application: Students will convey information in writing in order to protect their legal rights.
Implementation (completed after you do the lesson):
1.  How did you incorporate the components of the Convey Ideas in Writing standard?

	Components of the Standard
	How did the lesson help students develop these knowledge, skills, and strategies?

	Determine the purpose for communicating.


	Show a sample letter and elicit:

Why is this person writing?

Who is reading it?

Why are they reading it?

(N.B. The purpose is to communicate information effectively in writing to protect legal rights. Ss inductively discover this through the example and the questions)

	Organize and present information to serve the purpose.
	Business Letter format (Form): Saluation, Body and Closing
Parts of a Business letter (Content)

Resources: Business Writing Mary Guffey & Teacher presentation

	Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.
	(Teacher presentation)
Writing an address,  names & titles, appropriate closings for letters, signing your name

Language functions: stating the purpose of writing, choosing important background and details, stating a request

	Organize and present information to serve the purpose.
	Elicit landlord tenant problems
Ss write a business letter  to their landlord about a repair

	Seek feedback and revise to enhance the effectiveness of the communication
	Questions:

So what do we look for in a good business letter?

 (Write on the board)

Explain the business letter rubric with the students based on format, conventions and word choice

Final Draft


2. How did you use the level indicators to guide your planning?

It helped me decide what to cover with the students. I also chose activities appropriate to what students should already be able to do.
ESL 062: Writing a Business Letter

Notice about repairs

Name: ________________________________



Date: ________________________

Look at the Letter below and answer the questions:


1. What information does the writer give in the first 2 sentences?

2. What information does the writer give in the second paragraph?

3. What information does the writer give in the last paragraph?

4. Now Label the parts of the letter

Signature

Body

Address

Date

Greeting

Closing

ESL 062: Business Letter Checklist

Student Name ___________________

Date: ___________________

Assignment _______________



Total Points (25) ___________
	
	Poor
	Fair
	Good
	Very Good
	Excellent

	The student uses proper letter format. The date, address block, greeting, body and closing are properly formatted.
	1
	2
	3
	4
	5

	The first sentences of the body state the purpose. (Why you are writing?)
	1
	2
	3
	4
	5

	The second paragraph contains appropriate explanation and background details.
	1
	2
	3
	4
	5

	The third paragraph states the result the student wants.
	1
	2
	3
	4
	5

	The letter is signed, and appropriate titles are used.
	1
	2
	3
	4
	5

	The student used the appropriate verb tense and voice.
	1
	2
	3
	4
	5

	There are few mistakes in spelling, and punctuation.
	1
	2
	3
	4
	5

	The word choices and word forms are English-like and easy to understand.
	1
	2
	3
	4
	5


February 26, 2009





Mr. Rob Gulderson, Manager


Greenridge Apartments


8501 Elizabeth Avenue NW


Seattle, WA 98117





Dear Mr. Gulderson:�


My unit, C-201 needs some repairs immediately. I do not have any electricity





When I returned home this evening from work, I was unable to turn on the lights or any of the appliances in the apartment. I tried to replace the bulbs and checked the electric box. Neither of these attempts to fix the problem worked. I contacted an electrician. In his good faith estimation, he believes the above repairs will cost $ 200.00.





Please fix these problems immediately. If the repairs are not made within 24 hours as required by RCW 59.18.070, I have the option of either terminating my rental agreement, or paying for the repairs myself and deducting the amount from next month’s rent. 





Sincerely,











Jamila Barton, Tenant (C-201)











