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Technical Writing – Business Communications

Lesson Plan Header:

· Business Communications – Chapter 5 
· Content Area- Sophomore English
· Lesson Duration – 4 weeks
· Lesson Plan Author: Carol Ebert
· Brief Lesson Description:  Preparing professional quality business communications is an integral part of both the technical writing program and the professional/technical curriculum at MTCHS.  This chapter integrates reading, writing, and researching.
· Grade Level – 10th grade
· Academic Standard Addressed (Standards/ISAT Categories in Language Strategy)
· Materials: Technical Writing for Success (text)and laptops
· Specialized Vocabulary:  letterhead, memo header, writing style etiquette  
Learning Activities:

Introduction 
· Introduce different business communication formats:  letters, memos and email

· Discuss various templates unique within each of these formats

· Students will learn the purposes served by the three business communication formats
· Students will predict how each of the three business communication formats can be used while at MTCHS, while interning, and as prospective employees

· Students will practice writing using each of the three business communication formats
· Students will proofread for clarity, grammar, mechanics, and structure/format all critical skills for professional-quality technical communications
Content Development

· Instructional methods -  Read Chapter 5 in text, lecture, discuss, collaborate, produce sample business communication products

· See Language Strategy for details on student-produced documents
· Collaborate with peers during production of various business communication formats
· Formal assessment – Sample letters, memos, and emails in writing portfolio. 

Language Strategy/PTE Integration:  Production of 2 professional quality letters of inquiry to be mailed to companies/colleges; and 2 professional quality emails to be sent seeking information

· Feedback – graded assignments; teacher/student meetings; incoming mail/emails responding to letters/emails sent out
References and Resources:

Technical Writing for Success, 2nd Ed.
Class lecture/discussion
