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	Summary of Unit Plan:

Students will discuss the importance of tone, grammar, spelling, word usage and legible writing in business correspondence.  They will learn to format various types of business correspondence including, but not limited to, letters, memos, and email.  Students will learn how sensitive language biasness is and how to avoid it.  Students will combine all their objectives and in turn be able to proofread and identify errors in verbal and written correspondence.  Students will be given choices in which to choose from and will have to identify which choice is the appropriate language to use.  Students will first type the format of various business correspondences and then have to create their own correspondence based on scenarios they are provided.

	Georgia Performance Standards and Elements:
BCS-BE-2:  The student produces written communications that utilize proper tone, grammar, and bias-free language.

a. Discusses the importance of correct spelling, grammar, word usage, mechanics, and legible writing.
b. Formats various types of business correspondence (i.e., letters, memos, reports, resumes, email).

c. Demonstrates sensitivity to language bias (i.e., gender, race, religion, physically challenged and sexual orientation).

d. Proofreads business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous.

	Academic standard:
ELA10W1(a)  Establishes a clear, distinctive perspective and maintains a consistent tone and focus throughout.

	Big Ideas:
· Corresponding appropriately and in a respectable manner
· Formatting business correspondence in an appropriate format

	Enduring Understandings:
· Students will understand that appropriate spelling, grammar, word usage, mechanics, and legible writing are imperative in the world of work and in personal life.

· Students will understand that the writing they produce speaks to their level of intelligence to their readers.

	Essential Question(s):
Why is it important to produce professional looking documents?

Why is it important to produce grammatically correct documents?

Why is it important to produce business correspondences at all?

	Assessment Tools

	Pre-Assessment:

Students will read sample letters, memos, and emails.  Students will circle the errors that they find on the sample letters.  Students will then exchange their sample correspondence with that of another student.  With their new correspondence, the students will repeat the action of circling errors they have identified or making an argument to reject an error identified by the original student.  The teacher and the students will discuss together using an overhead projector the errors identified by the students on the sample correspondences.

	Performance Tasks:

· Students will be given an (a) and (b) selection of simplified language (one being an inappropriate choice and the other a more appropriate form of writing).  Students will have to identify the more appropriate language for each scenario and write an argument for their choice.

· The teacher will guide the students through formatting letters and memos on the overhead and identifying the parts of a letter and memo.  Students will first key from a sample memo and letter in Microsoft Word the format of the correspondences.

· Students will be given sample letters and memos.  They will have to identify the parts of each document (for a letter the return address, date, letter address, salutation, body, complimentary close, writer’s name, job title, enclosure, reference initials, etc.; and in memos the heading, including TO:, FROM:, DATE:, SUBJECT:, body, reference initials, etc.).  In the body of each document, they must identify what each paragraph is demonstrating (opening, purpose and details, closing).
· Students will be given scenarios while working in small groups.  Students must first choose what type of correspondence to use.  Students will then type a letter or memo in response to the scenario using correct formatting, grammar, punctuation, tone, word usage, spelling, etc.  Using a rubric, students will self-assess the correspondence the group produced.



	Evidence (Assessment):
· Student responses to questions asked in regards to sample copies to reveal knowledge of parts, formatting, tone, grammar, punctuation, etc.

· Individual students will be given a scenario.  Students must first choose what type of correspondence to use.  Students will then type a letter or memo in response to the scenario using correct formatting, grammar, punctuation, tone, word usage, spelling, etc.  Using a rubric, the teacher will assess the final product produced by each student.
· Students will be given a formal exam where sample phrases, sentences, paragraphs, and correspondence are provided.  Students will identify the errors in each.  For some, suggestions will be required for how to more appropriately compose what is trying to be said by the writer.

	Examples of Differentiated Instruction:
Auditory Learners:
· The teacher will first open with reading a sample correspondence and sample language and asking students their opinion of the writer based on the poor language the writer composed.

· Teacher and students will verbally identify errors in compositions and restate more appropriate ways of rewriting.

· Teacher/student discussion.
Visual Learners:

· The teacher will read a sample correspondence and sample languages projected on the overhead or in the textbook and ask students their opinion of the writer based on the poor language the writer composed.

· Teacher and students will identify errors in compositions displayed on the overhead or in the textbook and restate more appropriate ways of rewriting.

· The teacher will show students on the overhead a correctly formatted letter and memo and identify the parts.
· Students will be given a correctly formatted sample letter and memo in which to identify the parts of the correspondence on paper.

Kinesthetic Learners:

· Students will identify errors in documents.

· Students will key sample letters and memos.

· Students will type letters, memos and emails for practice and assessment.


	Rubric for a Business Letter
Score
0-13
14-15
16-17
19-20
Layout/ Design
Letter is unattractive or inappropriate. Text is difficult to read. It does not have proper grammar or punctuation for a business letter. 

Letter appears busy or boring. Text may be difficult to read. May have some grammar and or punctuation that indicate it is a business letter.
The letter is eye-catching and attractive. Text is easy to read. Grammar, style, and punctuation are indicative of a business letter. 

The letter is creatively designed with easily read text. Grammar, style, and purpose all excellent for a business letter.

Information, style, audience, tone
Information is poorly written, inaccurate, or incomplete. 

Some information is provided, but is limited or inaccurate. 

Information is well written and interesting to read. 

Information is accurate and complete, is creatively written, and is cleverly presented. 

Accurate Parts of the Business Letter
Improper form is used.

Most business letter elements out of place or missing.

Some business letter elements may be missing. 

Letter is complete with all required elements. 

Grammar, Punctuation, and choice of words for the business letter
Grammar, punctuation, and choice of words poor for a business letter. 

Information mislabeled or missing. Inaccurate punctuation or grammar. 

Style, purpose, audience, grammar, and punctuation all fair and indicative of a business letter.

Excellent job on presentation, style, grammar, and punctuation.

Following Classroom Guidelines and Directions
Students are often out of their area without permission and are disruptive to the class.

Students occasionally leave area without permission.

Students stay in their area and talk quietly to their own partner only.

Students are always on task, stay in their own area, and work quietly. Students followed project directions and classroom directions. 


	 FINAL SCORE:  


	


