Class: Computer Applications  

Unit: Word Processing 

Technical Standards:
CTE Information Support and Services Pathway

A7.1 Know common industry-standard software and its applications.
Academic Skills Reinforced: CAHSEE Language Arts-Written
1.2 Understand sentence construction (e.g., parallel structure, subordination, proper placement of modifiers) and proper English usage (e.g., consistency of verb tenses).
Lesson/Performance Objectives:

Upon completion of this lesson, student will be able to prepare correctly formatted Business Block Letters.
Assessment: 
Student will be evaluated by how well they complete three correctly formatted Business Block Letters that are error-free, printed, and signed in blue or black pen by the author.

Anticipatory Set/Opening:
How and when will you use Business Block Letters?

Connection to today’s lesson: (Key Concept)

The objective of this lesson is to provide you with the ability to write business letters for personal or business purposes.

	Time Frame-
Minutes
	Teacher
	Student
	Materials/

Supplies needed:

	0-20
	Input: (new material presented)

· Review objective and agenda for the day.

· Observe students during warm-up as they practice keyboarding skills.


	· Listen while objective and agenda are presented

· Practice touch- typing skills.
· Internet Resource www.Learn2tyep.com
	Personal Computers



	21-31
	· Word Processing for composing Business Block Letters.

· Present Business Block Letter writing and explain the assessment.


	· Take notes on outline provided.

· Fill in the blanks on handout provided.


	Handouts:

1. Outline

2. Cloze Model

3. Teacher Web site

	32-35
	Model:

Present to students samples of a correctly formatted Business Block Letter.
	Use sample document to model own work.
	Sample Business Block Letter.

	36-80
	Check for Understanding:

· Questions will be asked of students throughout presentation.

· Monitor student progress through observation.

	· Respond appropriately to questions.

· Copy, paste, and format correctly the fix it letter from teacher web site.


	CPU’s with Microsoft Office Package.

Internet access

	
	Guided Practice:

· Monitor student progress through observation.


	· Open Microsoft Word 

· Complete fix-it letter assignment and print, sign in appropriate location in blue or black ink, hand-in for grading.
· Write a rough draft of your next letter:  a letter to JanSport about a defective backpack and your desire to have the warranty honored.

· Self-assess letter.

· Peer-assessment of letter.

· Teacher assessment of letter.


	Laser Printer

Printer Paper

Blue and Black Pens

	81-86
	Closing:

Recommend students keep a folder or section of their binder with this work as a reference.


	Save work and turn off computers.
	

	
	Independent Practice: (homework)


	 Write draft of next letter to a big music company about the cost of downloading music.
	


