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PA Career Education & Work Standards
Lesson Planning Guide
Comparing Business and Personal Letters
Strand #13.2:  Career Acquisition (Getting a Job)
CEW Standard #13.2.5C:  Compose and compare a business and a personal letter.
Approximate Time: Three 45-minute periods. 

Prerequisite Skills
Reading, Writing, Speaking and Listening*
1.4.5 Types of Writing
B.  Write multi-paragraph informational pieces 
1.5.5 Quality of Writing 
F.  Edit writing using the conventions of language.   

Mathematics*
None
Science and Technology*

None
Career Education and Work*

None
Performance Standards

	Performance Standard
	Suggested Evaluation Method

	1. Compose a personal and business letter and compare them as presented in the class activity with 80% accuracy on the rubric.
	Product evaluation: rubric


Suggested Projects

None
Multiple Intelligence Types

Verbal/Linguistic
Visual/Spatial
Resources
1.
Handout – Business letter
See attached
2.
Rubric - Business letter
http://www.rubistar.com
See attached

Equipment/Materials/Software
None
Suggested Learning Sequence

	Strategy
	Outline
	Resources/Equipment

	Performance Standard 1
	
	

	Introduction
	Ask the students about how they talk differently from when they talk with friends to adults (i.e. Slang words with friends, respectfulness, manners with adults).
	

	Presentation/ Discussion of Activity
	Inform the students they will write 2 types of letters.  One is a personal letter to a friend and the other is a formal letter to a business.  Discuss how they can write anything they want to their friend (school appropriate) and then discuss what you are looking for in a business letter.  Use the sample business letter to identify the required business letter criteria (i.e. salutation, closing, return address). 
	Resource #1

	Activity
	Have students develop 2 letters.  Before the students begin their letters review rubric.  The rubric is ONLY used for the business letter.  The personal letter is not graded.  Also, remind them to keep the personal letter school appropriate.

The personal letter should be written to a friend.  The business letter should be written to any company using the rubric as a guide.  You may provide the example of a business letter to help the students with format.
After both letters have been written have several randomly selected students bring both letters to the front of the class and explain what they did differently when writing the two letters (i.e. format, spelling in the business letter, used slang words in the personal letter).
Related Academic Skills: 1.4.5B; 1.5.5F
	Resource #1

Resource #2

	Assessment
	Use the rubric to assess the business letter and presentation.
	Resource #2


Related SCANS/Soft Skills
Resources

None
Interpersonal

None
Information

None
Systems

None
Technology

None
Thinking Skills

None
Personal Qualities

None
Related Worksite/Work Based Activities

None
Additional Resources

None
______________________________

This planning guide was written by Heather Troutman, Special Education Teacher, Dalmatia Elementary, Dalmatia, PA.

Mrs. Clara Winters --------Return Address
12187 S. Polo Dr. 
Fairfax, VA 22030
   
May 26, 1998 -------- Date

The Tiny Tots Toy Company -------- Inside Address
15456 Pyramid Way 
College Park, FL 33133

Dear Customer Service Representative: -------- Salutation 

I recently purchased one of your Tiny Tents (Model # 47485) for my three-year old. Unfortunately, after viewing the components that came with the product, I discovered that four of the parts were missing. Also, the instructions that came with the tent are incomplete. Both of these situations have resulted in the tent remaining unassembled and unacceptable as a toy for my daughter. 

I am writing to request replacements for the missing parts, and a copy of the full set of assembly directions for the model I purchased. If reasonable arrangements are not made within ten business days, I will return the tent to the store I purchased it from and expect a full refund. To assist you in processing my request, I am including a copy of my sales receipt and a list of the missing parts. 

I have purchased other toys manufactured by your company in the past, and have always been impressed with the quality and selection Tiny Tots has made available to its customers. I sincerely hope this is a one-time incident, and that any future purchases I make will live up to the standard my family has come to expect from your company.

Sincerely, -------- Closing 

Signature 

Clara Winters -------- Typed Name and Position 

Enclosures: 2 -------- Abbreviations

	CATEGORY
	4
	3
	2
	1

	Format
	Complies with all the requirements for a business letter.
	Complies with almost all the requirements for a business letter.
	Complies with several of the requirements for a business letter.
	Complies with less than 75% of the requirements for a business letter.

	Grammar & Spelling (conventions)
	Writer makes no errors in grammar or spelling.
	Writer makes 1-2 errors in grammar and/or spelling.
	Writer makes 3-4 errors in grammar and/or spelling.
	Writer makes more than 4 errors in grammar and/or spelling.

	Salutation and Closing
	Salutation and closing have no errors in capitalization and punctuation.
	Salutation and closing have 1-2 errors in capitalization and punctuation.
	Salutation and closing have 3 or more errors in capitalization and punctuation.
	Salutation and/or closing are missing.

	Neatness
	Letter is typed, clean, not wrinkled, and is easy to read with no distracting error corrections.  It was done with pride.
	Letter is neatly hand-written, clean, not wrinkled, and is easy to read with no distracting error corrections.  It was done with care.
	Letter is typed and is crumpled or slightly stained.  It may have 1-2 distracting error corrections.  It was done with some care.
	Letter is typed and looks like it had been shoved in a pocket or locker.  It may have several distracting error corrections.  It looks like it was done in a hurry or stored improperly.

	Sentences & Paragraphs
	Sentences and paragraphs are complete, well-constructed and of varied structure.
	All sentences are complete and well-constructed (no fragments, no run-ons).  Paragraphing is generally done well.
	Most sentences are complete and well-constructed.  Paragraphing needs some work.
	Many sentence fragments or run-on sentences OR paragraphing needs a lot of work.

	Speaks Clearly
	Speaks clearly and distinctly all (100-95%) the time, and mispronounces no words.
	Speaks clearly and distinctly all (100-95%) the time, but mispronounces one word.
	Speaks clearly and distinctly most (94-85%) of the time.  Mispronounces no more than one word.
	Often mumbles or cannot be understood OR mispronounces more than one word.

	Posture and Eye Contact
	Stands up straight, looks relaxed and confident.  Establishes eye contact with everyone in the room during the presentation.
	Stands up straight and establishes eye contact with everyone in the room during the presentation.
	Sometimes stands up straight and establishes eye contact.
	Slouches and/or does not look at people during the presentation.

	Content
	Shows a full understanding of the topic.
	Shows a good understanding of the topic.
	Shows a good understanding of parts of the topic.
	Does not seem to understand the topic very well.

	Letter Comparison*
	Shows a full understanding of the differences.
	Shows a good understanding of the differences.
	Shows a good understanding of parts of the differences.
	Does not seem to understand the differences very well.


*This category will receive double the points indicated in the top row (i.e. 8, 6, 4, 2).
* Academic Standards, Pennsylvania Department of Education
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