
Integration PTE Component

Identify the objectives of the PTE lesson you are teaching:  To learn and/or review basic grammar usage of singular verbs, plural verbs, homophones, subject/predicate, capitalization, number expression, and comma usage.

Define where the academic area and the PTE area meet:  Proper grammar is essential to keyboarding and word processing.

1. Assess students’ language awareness:  Ask students about the grammar questions on the ISAT test.  Do they remember any they had a hard time answering.  Ask students what they know about each section of grammar at lesson time.  Example:  Ask student how they know when to use a comma or when not to use a comma and they days the lessons are regarding commas.
2. Work through the embedded example:  Go over the rule and the first few learn lines of the book showing examples of how the grammar rule is applied.
3. Work through related, contextual examples:   Show other examples of the rules in different keyboarding typing lessons.  Show examples of other important type documents that proper grammar is necessary.  Explain that secretaries/assistants are required to know and apply the grammar, not the executive.
4. Work through traditional language  examples:  Same as #2 and #3.
5. Students demonstrate understanding:  Students will complete several sections in the keyboarding text book dedicated to the basic grammar identified above.
6. Formal assessment:  Students will type the grammar rule, the learn lines which show proper usage of the rule, and then the apply lines in which the students must apply the grammar rule on their own.   



























