Letter Writing Lesson Plans

This packet contains:

Page 1-2: 
Stand-alone lesson plan to help learners write a thank you letter based on a business letter model.
Page 3-17:
Unit on letter writing to help learners prepare for the GED and be informed and 

                  active members of the community. Includes sample letters.
Lessons were developed by Lisa Mullins, Hawkins County Adult Education. 
Additional sample letters were provided by Gale Warren, Weakley County Adult Education.
Letter-Writing Lesson

Objectives:

1. Identify parts of a business letter

2. Understand positive tone in writing

3. Use a checklist and rubric to check for accuracy

4. Write a business letter

Activity:

Brainstorm a list of reasons you might need to write in clear, correct form

· Complain or compliment a product, service, or organization

· Influence someone to do something- build a skate park, repair roads in neighborhood, continue education programs such as Adult Education, Head Start, and Even Start

· Impress someone- officials, employer, community members, voters 

· So that the person you are communicating with will take you seriously

The class discussion will lead to the agreement that letters would serve the purposes.

The teacher should have an example of a business letter.  Use the example to identify the parts of a letter. The letter should include a return address, an inside address, date, salutation, well written body, closing, and signature.  A discussion of each part will include naming, labeling, and defining the parts of a letter.  Use workbook exercises to show examples of correct punctuation and provide a short practice activity.

The class should examine the body of the example letter.  On the board, list some characteristics of the body.  Identify the message the letter is communicating, the tone of the letter, and the quality of the writing.  Look at the sentence structure, variety of sentences, and structure of the paragraphs.  With all this in mind, create a checklist of criteria for the final product.  Also, introduce the GED essay rubric. 

Carry out the activity of writing a business letter.  In pairs, read and use the checklist and the rubric to determine the quality of the final product.  The teacher reads the letter and provides final feedback.  The students should make corrections and revision.  Rewrite the letter if needed.  Reflect on the learning activity and how it could be useful skill to all the students.

Checklist for Letter






Yes 



No




	Tone: is the letter positive
	
	

	Style: is the letter in correct form
	
	

	Can anyone understand the message?
	
	

	Is the punctuation correct?
	
	

	Are there any other errors?
	
	

	Comments
	
	


Checklist for Writing a Business Letter

	Score rubric
	1

Did not include
	2

Not all the parts

many mistakes in placement, punctuation, spelling


	3

All the parts

some mistakes in placement, punctuation, spelling
	4

Correct placement, punctuation, spelling

	Heading

Return address


	
	
	
	

	Inside address
	
	
	
	

	Salutation
	
	
	
	

	Body
	
	
	
	

	Closing
	
	
	
	

	Signature
	
	
	
	


Unit on Letter Writing
Purpose: To help learners prepare for the GED test and become informed and active members of the community.
Content: 
Reading, Social Studies, Writing, Research, using technology, critical thinking 
and analysis, creating and understanding data, charts, and graphs.

Community Member Role: http://eff.cls.utk.edu/fundamentals/role_map_ccm.htm  

Broad Areas of Responsibility:
1. Become and stay informed

2. Form and express opinions and ideas
3. Take action

Key Activities:
Find, interpret, analyze, use, communicate, influence decision makers.

Standards: http://eff.cls.utk.edu/fundamentals/16_standards.htm 
· Learn through Research

· Use Technology

· Reflect and Evaluate

· Convey ideas in writing

· Advocate and influence

Pretest: 
Provide a set of 10 questions as a pretest to determine the knowledge on 
lesson topics before teaching the unit.

Learning Objectives:
The learners will be able to:

· Describe the branches of government

· Construct a chart to classify the responsibilities of each branch of government
· Use technology and research to identify Members of Congress from their district

· Organize the information and evaluate the Congressional Members’ positions on relevant issues
· Form opinions based on facts
· Compose a thank you letter to their Member of Congress
The following lessons will help learners to achieve these objectives.
Lesson One
Objectives:

· Describe the branches of government, including the names, purpose, and leaders.
· Construct a chart to classify the responsibilities of each branch of government.
Read: American Government Freedom, Rights, and Responsibilities (Steck-Vaughn, 1997) page 23-25.  

Discuss: Why did the founding fathers believe the new nation needed three branches 
of government?

· Discuss checks and balances of the government and its purpose

· Read pages 33-38.  Jigsaw activity

· Divide the class into small groups or pairs.

· Assign a section of the reading to each group or pair.

· Have them make a report describing a branch of the government and its responsibilities.

· The class members will create a chart that classifies each branch, its responsibilities, and its leaders.

Assessment: Learners should complete the following:
1. Name the three branches of government.
2. Name the leaders of each branch.
3. Name one or more important duties of each branch.
4. Describe in your own words why the checks and balance system is important.

Lesson Two
Objectives:

· Use technology and research to identify Members of Congress from their district

· Organize the information and evaluate the Congressional Members’ positions on relevant issues

Discuss: Who are our Members of Congress?  What are their jobs? What are their viewpoints on issues? How can the Member of Congress help me?
· Use multiple lines of inquiry to collect this information.

· Use Internet searches, websites, newspapers, etc.

Organize, evaluate, analyze:
Examine the Members of Congress, their policies, statements, committee membership, projects and their involvement in the community.
What are some of the issues that concern me? 

Have the students make a list of issues they are interested in or that concern them. 
(Remind learners that many of the public and community programs in which they are involved are funded through the government and that Congress makes decisions about funding these programs with or without their information. Don’t we prefer that Congress has their information so that they can make the best decisions possible?) 

Make a list of the issues students’ share—include funding for adult education.
The list may include adult education, WIA Youth Program, unemployment benefits, food stamps and medical programs, community housing, etc.

Focus on Adult Education Funding

Use the Internet to research adult education programs and funding in several states. 

Find fact sheets and statistics about adult education programs around the nation. (You might assign states to pairs of students or allow the students to make their own choices.) 

Use the fact sheets to make comparison of the programs – funding, number of GEDs, number of students enrolled, number entering employment or postsecondary education, etc. Here is a resource they might find helpful:
http://www.ncsdae.org/Final%20Blue%20-%207-1-09.pdf 

Other similar resources can be found on the state directors’ website: www.ncsdae.org .
Have the students create a chart comparing the states.

Have each pair or group make a report explaining the charts. (The chart should visually compare funding for each state, enrollment, results, showing how Tennessee ranks in areas of funding versus areas of success.)
Assessment:

· Write a paragraph explaining what can be learned from the chart you created.
Lesson Three
Objectives:

· Analyze the differences between funding, need, and success of adult education.

Activity:

· Have the students return to the websites and collect information on the number of people without a GED/high school diploma, need to learn English, illiterate, etc

· Make a graph comparing funding to need. (This graph could be as simple as funding to need-line or bar, or as complex as funding, need, results)
Assessment: Examine and answer questions about graphs.
· For a connection to the GED use- Contemporary’s Number Power Book 5 page 176 

· More complex graphs- Interpreting Visual Information GED skill book (Steck-Vaughn, 2002) page 16 and 23.

Lesson Four
Objectives:

· Create informed opinions based on facts.

Discussion:

· In pairs then as a class, discuss findings, feelings, and opinions about the facts and information learned in this unit.
· Discuss the importance of the Members of Congress’ jobs and why communication with constituents is important.

· Discuss the importance of communicating their opinions to their Members of Congress.
· Brainstorm ways to communicate those opinions, such as email, meetings, letters, phone calls, at community events, and so forth
Lesson Five
Objective:

· Compose a thank you letter to their Member of Congress.

Discussion:
· Examine appropriate and inappropriate ways to communicate with Members of Congress.
· Compare lobbying with advocacy. Put the definitions on the board, make a list of examples of both.
Here are definitions and also two diagrams developed by Jackie Taylor and Marsha Tait that you may find useful.
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Advocacy:

· Advocacy includes identifying, embracing, and promoting a cause.

· It is any attempt to shape public opinion, and promote the interests of your community.

 —The Lobbying and Advocacy Handbook for Nonprofit Organizations

Lobbying:
· A specific, legally defined activity that involves stating your position on specific legislation to legislators and/or asking them to support your position.

—Center for Lobbying in the Public Interest (CLPI)
Make a diagram or chart detailing the differences and the effective/ineffective ways to communicate.

· Determine that writing a letter is a good way to communicate with public officials.

Write a thank you letter:

· Provide a business letter as a model. 

· Examine this model as a well-written letter.

· Examine the parts of the letter. Identify correct punctuation, capitalization, form and tone for a letter of this type.

· Create a checklist for creating a letter.

· Have students write a letter.

· Use the checklist to determine if the letter is appropriate to communicate with a Member of Congress.

· Have the students compose a thank you letter with attention given to adult education programs. (This letter can be personal, describing the students’ experiences with education and the positive impact of adult education.)
I provided three sample letters for the students to read, evaluate, and generate ideas about their letters.  I just had each student read the three letters, we discussed how each was different, its purpose, and effectiveness.  (I did not say this is how it should be written.) The learners should compose their own letters based on what they learned and their opinions.
Assessment: After the students write their letter, they should use the checklist to determine if it is correct.  They may make changes and draft a final version.  Then the teacher and student use the checklist.  Teacher points out any problems and has the student revise/or if no problems, have the student prepare it for presentation to person.
Assessment: TABE 9D or 10D has a letter with punctuation and capitalization.
Both assessments ask the student to find the correct capitalization and punctuation of inside address, date, salutation, and closing.  Each one has a grammar or sentence structure question as well.  The salutation uses a colon.  Teachers will need to discuss the use of a colon in a business letter.  

As a final activity, have the students revisit the pretest questions and answer again.  They should make comment on what they learned in this lesson.

Using the Equipped for the Future Standard

Advocate and Influence

Use this worksheet with students to determine that the class has followed the steps of the EFF Standard, Advocate and Influence.
List how you accomplished each step.
Steps:
1) Define what one is trying to achieve.

2) Assess interests, resources, and the potential for success

3) Gather facts and supporting information to build a case

4) Present clear case

5) Revise in response to feed back

Sample Checklist for Letter

This is a sample checklist that my class created. I believe it is more powerful for the students to create their own checklist or rubric for evaluating their letters.

	Item
	Needs improvement
	Appropriate and accurate

	Inside address

· Capitalization
· Punctuation

· Spelling


	
	

	Date

· Capitalization

· Punctuation

· Spelling


	
	

	Salutation

· Appropriate

· Punctuation


	
	

	Body of letter

· Grammar

· Punctuation

· Capitalization

· Spelling

· Appropriate


	
	

	Tone of letter


	
	

	Closing

· Spelling

· Punctuation


	
	

	Appropriate for advocacy 


	
	


Dakota Leake

8156 Main Road

Bulls Gap, Tennessee

Congressman Phil Roe

P.O. Box 1728

Kingsport, Tennessee  37662

February 23, 2011

Dear Congressman Roe:

I am 19 years old and I live in Hawkins County.  I am a participant of the WIA Youth Program in Rogersville.  I just received my GED last week and I am going to Tennessee Technology School at Phipps Bend in May.  I can’t believe I am doing all this since I have had so many problems in my life.  I lost both my parents when I was little and my grandma raised me.  She died a few years back so I have been on my own.  It seemed like I was never going to get to school and get a good job.  But now I can do both those things.   The WIA program gives me the extra support and counseling I need to do these things.  The Hawkins County Adult Education Program helped me get my GED.  Without these programs, I might be on the streets or worse.

I want to thank you for your support of both of these programs.  I also want to tell how much I appreciate the work you do for our district.  You make important decisions and work to make things better for the people of East Tennessee.  Thank you so much.  I know that you listen to people’s concerns and work toward making this a better place to live and work.  I look forward to hearing from you about this matter.
Sincerely,

Dakota Leake

John Mayhan

120 Brown Road

Rogersville, Tennessee 37857

Congressman Phil Roe

P.O. Box 1728

Kingsport, Tennessee  37662

February 23, 2011

Dear Congressman Roe:

I am John Mayhan.  I live in the upper East Tennessee area.  I am honored that you represent my district in Congress.  First, I want to thank you for the work and dedication you put into the 1st district of Tennessee.  Your record proves you listen and care about the people in your district.

I am a student in the Hawkins County Adult Education Program.  We recently completed a project in our class that helped me understand your role in the community.  We learned the role of the legislature and the many decisions that are made there.  Now I understand how important it is to vote and to express my concerns about our community.

Soon I will have my GED and I hope to go into a good job and some type of higher education.  I hope that the next time you are asked to vote for funding the Adult Education Programs you will remember me.  The GED will open many doors that have always been closed to me before.  I could not have achieved this goal and important step in my life without Adult Education.  I think that I will become a better worker, parent, and community member thanks to the Adult Education classes and my GED.  This program is a big important part of our district.

Again thank you for the important work you do. I look forward to hearing from you in the future.
Sincerely,

John Mayhan

Lucy Manis

329 Shelby Street

Church Hill, Tennessee37642

Congressman Phil Roe

P.O. Box 1728

Kingsport, Tennessee  37662

February 23, 2011

Dear Congressman Roe:

My name is Lucy Manis.  I live in Church Hill, Tennessee.  I am a single mother of four children.  I am enrolled in the Hawkins County Adult Education Program trying to earn a GED.  I have passed all the tests and I believe I will have a GED in a few weeks.  This is going to help me so much.  I will be able to go to the community college and work toward a degree in nursing.  I always wanted to be a nurse, but I thought I never could because of my education background.  The staff and the classes at the Hawkins County Adult Education Program have helped me to understand that I can do this with the right attitude and help.  The teacher is great.  I understand so much more and I know I can do well in college.

In my classes I had to learn about how the government works in order to do well on the social studies part of the GED exam.  We had a few lessons about the role of lawmakers.  Now I understand how important you and your work are to me.  I want to let you know how much I appreciate people like you.  I also want to ask you to remember the community of Church Hill and Hawkins County and how much we need programs like Adult Education.  It is a big help to people like me and it will make my life and the community better.

Thank you so much for all you do.  Thank you for listening to the needs of the people and helping our area be a better place to live.  I look forward to hearing how you feel about Adult Education.
Sincerely,

Lucy Manis

Additional Sample Letters
Sample Learner Letter

Note: Please do not use this letter as a template. All letters should be unique. Staffs read our letters for unique stories. Form letters may alienate legislative staffs who try to read and respond to each letter.
Your street name

City and state, zip code
[image: image3.png]Advocatin Lobhying
! NN R

Identifying, embracing, | Requesting

and promoting a legislators to
cause

requesting action
legislation on specific
legislation




Date
Honorable Stephen Fincher

1226 Longworth HOB

Washington, DC  20515

 

Dear Congressman Fincher:

As a tax payer and citizen, I want to thank you for supporting funding for adult education programs.  Tax payer dollars help provide needed classes, job training, and improved skills. 

As a single parent with children and little education, I am having a very hard time caring for my family and providing things they need.  It is hard to buy food and clothing and get adequate health care.  It is hard to help them with school assignments, since my skills are so limited. 


Getting a GED is the only hope I have for a brighter future.  Hopefully, getting this education will help me to get a job and take care of my family.  It is also important for my children to see me continue my own education before they can realize the importance of staying in school.  It would also make me feel better about myself to be smart enough to help them with their assignments.

 Thank you for supporting funding for adult education so we can become givers to our communities. I look forward to hearing from you.

Sincerely,

Your Name
Sample Graduate Letter

Note: Please do not use this letter as a template. All letters should be unique. Staffs read our letters for unique stories. Form letters may alienate legislative staffs who try to read and respond to each letter.
Street name

City, State, Zip
Date
Honorable Stephen Fincher

1226 Longworth HOB

Washington , DC  20515

 

Dear Congressman Tanner:

Attending GED classes and gaining skills has helped my life in many ways. Please support funding and innovation for adult education.

While I was trying to gain employment and take care of my family without an education, the task was very, very difficult.  I attended GED classes in Weakley County and passed my GED.  Now things are better for me.

My children learned how important an education is in order to get jobs and provide things they need.  They saw that it is easier to get an education when they are young.  They saw me study along with them and realize it is important to never give up.  

Because of GED classes, some of my friends have been able to go to college, attend truck driving schools, enter nursing programs, and get jobs that are available now because of improved skills.  

Getting an education has helped my family and will help us to take care of ourselves.

Thank you for valuing education and its benefits. Please let me know whether you will support funding for adult education and innovation for these programs. I look forward to your response.


Sincerely,

Former student’s name
Sample Employer Letter

Note: Please do not use this letter as a template. All letters should be unique. Staffs read our letters for unique stories. Form letters may alienate legislative staffs who try to read and respond to each letter.
Business Letterhead
February 9, 2009

Honorable Lamar Alexander

455 Dirksen Senate Office Building

Washington , DC  20510

Dear Sir:

Please support funding and innovation for adult education during the appropriations process.

I see a great need for adult education classes in our community and state.  As an employer in Weakley County, I see the need to increase funding for training and education.  We have many unemployed people who simply do not have the skills needed to perform in today’s workplace.  Some people dropped out of school years ago to begin working in factories that have now been closed.  Some made bad choices and failed to see the value of education.  Others simply failed in the traditional classrooms and are desperately in need of further training.

 Whatever the reasons may be, it is my opinion that we have a very real need to educate and train people to help themselves become productive citizens of our communities and nation.  There are job opportunities available to those who will continue training that is necessary to perform much needed tasks.  We as employers need their skills.

More and more funding is needed to accomplish the goal of educating the adults in our communities.  We need your help in increasing the funding for adult education programs in order to prepare learners to pursue post secondary training and skills.  Our state and nation will reap the benefit of such programs.

Please let me know whether you will support funding for adult education and fund innovation for these programs. Thank you for your efforts to make this the greatest country in the world.

                                                                                                                                                                                                                                                                        Sincerely,

Employer’s name
Sample Nursing Student Letter

Note: Please do not use this letter as a template. All letters should be unique. Staffs read our letters for unique stories. Form letters may alienate legislative staffs who try to read and respond to each letter.
 Street name

City, State  Zip
Date
Honorable Lamar Alexander

455 Dirksen Senate Office Building

Washington , DC   20510

Dear Senator Alexander:

I am a nursing student and I want to ask you to please continue funding for adult education and fund innovation for these programs.  

Attending nursing classes has taught me many things besides the subject matter.  As a nursing student, I see how difficult it has been for many of the people in my class to get to this point in our lives.  Some have come directly from high school, some have been out of school for a while, and some who come here have completed GED classes.

Adult education classes are very important to our community.  Many people are unemployed as a result of factory closings and lack of necessary skills to gain other employment.  We in the nursing profession are aware of the shortage of nurses.  Adult Education classes can make it possible for some people to get GED’s and take refresher classes for NET exams.  They, too, might be able to begin a nursing career.

More money spent in adult education can bring great benefits to our communities.  Many professions can become stronger because of these educational opportunities.

Thank you for all you do to make our great country what it is today. I look forward to your response.

Sincerely,

Name
Sample Teacher Letter

Note: Please do not use this letter as a template. All letters should be unique. Staffs read our letters for unique stories. Form letters may alienate legislative staffs who try to read and respond to each letter.
6125 Greenfield Hwy. 54

Apt. # 2

Dresden , TN  38225

March 20, 2011

Honorable Stephen Fincher


1226 :Longworth HOB

Washington , DC  20515

 

Dear Congressman Fincher:


Please support funding and innovation for adult education. Adult education is provided by the Adult Education and Family Literacy Act.

Having been a teacher in TN schools for thirty years, I have seen the value of education in the lives of our citizens.  In my present position of adult education instructor, I see the real impact of lack of education in the lives of adults who enter our doors.  People ranging in ages from eighteen to seventy-three have come here seeking skills to help children with homework, to gain employment in order to feed their families, to be able to escape abusive relationships, to prepare for post-secondary training, to attend vocational schools, to begin nursing programs, and to model the need for education to their families.  Each person who has attended the classes has benefited in one way or another.

It is my belief that every US dollar spent for adult education will bring dividends to our nation.  When parents are better educated, children will be better educated.  Families will be healthier, more productive, and happier when jobs are in their reach.  Our communities and nation can benefit economically by having citizens who are prepared for the job market.  Adult education is the key to making improvements in our homes, schools, work places, and communities.  

Much of our success depends on funding for adult education.  I am requesting that you please vote for bills to continue funding and support innovation for this most important endeavor. We are counting on you to help this great cause.       

I look forward to learning whether you will support this request.

Sincerely,

Teacher Name
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Correct Name / Address 


(Are you sending the same letter to all three of your US legislators? Make sure you change the name, address, and salutation on each letter accordingly.)





“The Ask”





Why is adult education important to you?





Why are you are enrolled in adult education?





Restate your reason for writing





Let the reader know you would like a reply





“The Ask”





How has adult education helped you?





Restate your reason for writing.





Let the reader know you would like a reply.





Personal stationery





“The Ask”





Personal experience in role as a teacher





Restate The Ask





Let reader know you anticipate a reply
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