Integration PTE Component-writing
The purpose of this plan is to take what is already in the PTE curriculum and use the academic content to better teach the PTE concept not add to it
Identify the objectives of the PTE lesson you are teaching

Students will be able to write a sales manual for a company of their choice
Define where the academic area and the PTE area meet

Students will write a clear, concise training manual using their technical writing skills
1. Assess students’ writing (language usage) awareness

Ask students to access what an employers sales training manual should look like, what should it be written like.

What style of writing would be most effective?

2. Work through the embedded example

Discuss how the book is set up, the writing style and simplicity in it.
3. Work through related, contextual examples
Draw an outline on the board with discussion of what a sales manual would look like.  Show samples from firms books I have.
4. Work through traditional language examples


Remember these basic writing rules:

Writing 

Keep your copy simple. Manuals are similar to textbooks: you may have a limited amount of time to get your message across. Whenever possible, keep your text brief and easy to read. You must be specific about what you want and do not want.
Write conversationally. Think of your readers as individual people, not as a faceless mass. Try to communicate with them, not to them. A conversational style will help you make that connection. Test your copy by reading it out loud.

Present information in digestible chunks. Respect the time a visitor is investing to look at your manual. Whenever possible, summarize; more importantly, try to keep your paragraphs short, snappy and easy to process. The bottom line? Don't overwhelm the reader; pace your information.

Don't bury your key information. Since an employee will most likely gloss over a manual, think about what single concept or fact do you want that person to learn before he or she leaves? Make sure that the most crucial information is obvious and easy to find.

Check your spelling. Despite desperate assertions by bad spellers that spelling doesn't matter, spelling and grammatical mistakes can mar the credibility of an otherwise professional manual. At a minimum, such errors can make you or your business look like you don't care about details. It doesn't matter whether you can spell or not; it's a matter of using the correct tools.

As Casey Stengel once asked about his hapless Mets, “Can't anybody here play this game?” I recently ran a search on recieve, a common misspelling of receive. Recieve received 235,620 hits. OK, not everyone is a walking dictionary, but we all have access to one. Even if you're not a perfect speller, you probably know which words to double-check. And don't even get me started on the misuse of its and it's.

Proof your manual pages more than once. Even for good spellers, catching mistakes is sometimes difficult. 
5. Students demonstrate understanding

Students write a sales manual- use reading rubric
6. Formal assessment
Use grading rubric for manual- this lesson works with the reading one, and uses the rubric.






























