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ACADEMIC/PTE INTEGRATION – LANGUAGE STRATEGY
Preparing Technical Business Communication
1.  
Identify Idaho Achievement Standards


10 LA 3.1.4
Match format to purpose and audience. (753.01.c; 753.03.b)
10 LA 3.3.1
Revise draft for meaning, clarity, and effective organization. (753.01.a)
10 LA 3.3.2
Add relevant details and delete irrelevant or redundant information. (753.02.b)
10 LA 3.3.3
Use transitional words and phrases to clarify meaning and improve organization. (753.01.c; 753.02.b)
10 LA 3.3.4
Use a variety of sentence structures to improve sentence fluency and enhance style. (753.02.b)

10 LA 3.4.1
Use editing marks to indicate errors in conventions

10 LA 3.4.2
Edit for correct punctuation, spelling, grammar, and usage errors. (753.02.a)

10 LA 5.3.1
Apply correct and varied sentence types in writing. (753.02.b)
10 LA 5.3.2
Edit for agreement, word usage, parallel structure, and fluency. (753.02.b)
10 LA 5.4.2
Demonstrate in writing the correct use of punctuation and capitalization. (753.02.a)
2.
Determine students’ prior knowledge or awareness about content to be taught

What goes in a business letterhead?  What kinds of business communications are company letterheads used for?  

What goes in the heading of a memorandum?

What does email format look like?  Is company letterhead used for this type of business communication?

Have you written or received letters from friends or family?  Name some differences between personal letters and business letters.

3.
Work through the embedded example

Introduce three types of business communications:  memos, letters, and email.  Using examples from the textbook, Technical Writing for Success, examine the differences of these three types of business communications.  Note the format and organizational differences of memoranda, the three different letter formats, and emails.  Notice the precise details of memoranda headers, business letter components, and business email etiquette.
4.
Work through related, contextual examples

Communication through written language matters.  Discuss what a reader might infer from a business letter with content, grammatical, or structural flaws.  How is quality of written language a reflection of the writer?  

Discuss the difference between a memorandum and a letter.  What determines which format to use?
When would it be beneficial to use email?  Discuss the differences in email between friends, from students to teachers, and to a business.
5.
Work through traditional writing examples

Practice writing memos, letters, and emails by using the application exercises in textbook, Technical Writing for Success.   Practice emailing to teachers assignments as attachments or questions about assignments.  Traditionally, students turn in hard copies of assignments and speak to teachers or submit requests in writing.  Encouraging students to email teachers helps them to begin to write more professionally – if an email is inappropriately written, it is returned to the student for editing before the request is reviewed.
6.
Students demonstrate understanding

Students prepare properly formatted letters of inquiry to two colleges or two companies seeking detailed information about the colleges or companies.  Letters are edited to perfection prior to mailing.  Depending on the choice made for the letters, the one not chosen will be used for sending emails more specifically targeted to one or two questions.

Students prepare Progress Reports (yet another technical writing document format) in correct memo format at regularly designated intervals. 

7.
Formal assessment


Letters, emails and memos are professionally prepared according to correct format. 
Sample Rubric Categories for Language Strategy

	Criteria
	10 pts
	8.5 pts
	7.5 pts

	Business Letter Format

	ALL components properly used
	2-3 format errors
	4+ format errors

	Business E-mail Format


	Use of appropriate business wording with no typos
	Mix of appropriate business wording with some casual wording with no typos
	Mix of appropriate business wording with some casual wording with 2+ typos

	Business Memo Format
	ALL components in memo used correctly


	1-2 format errors
	3+ format errors


8.
Implementation


This strategy was easy to implement as we are constantly refining the art of business communications.  This strategy is in progress and will not be completed until December 1.  Students use practical application exercises from the text to become familiar with different formats of business communications which they will continue to encounter in their studies at MTCHS especially as they become immersed in their internships later on.  We practice a zero-tolerance policy for grammar, mechanical, and format errors – until letters and emails are error free, they will not be sent out.  This is a practical way for students to learn the importance of professionalism as it applies to routine business communication and the image projected if there are errors in format and content. 
9.
Evaluation


Preparation of two business letters is one of the final evaluation tools for this strategy.  Students are proud of their efforts at producing error-free correspondence which usually produces a professional response from the recipients of these letters.  
