	
	
	NAME: Pulkit Vasudha                                                                         DATE: July 10, 2009                LESSON LENGTH: 40 mins

LEVEL: Upper Intermediate                                                           NO. OF STUDENTS:
	
	

	
	
	 
	
	

	
	
	LESSON AIMS: 

Main Aim: To develop discursive and stylistic writing skills using the format of the formal letters.

Sub Aim: To give students practice in writing formal letters
	
	

	
	
	
	
	

	
	
	PERSONAL AIMS (Max. 3): 

To reduce time taken for setting the context and give students more time to focus on the writing.

To minimize TTT. 
	
	

	
	
	
	
	

	
	
	AIDS & MATERIALS:

a) Handouts/worksheets attached? YES

b) Specify book material used: Cutting Edge Upper Intermediate, by Sarah Cunningham and Peter Moor (Pearson Education Limited 1999)


	
	

	
	
	
	
	

	
	
	BOARDWORK (Exactly what you will write/draw on the board):

What makes a good cover letter?

                                                         
	
	

	
	
	
	
	

	
	
	ASSUMPTIONS ABOUT STUDENTS’ LANGUAGE KNOWLEDGE:

I assume students have some understanding of formal and informal usage of language. 


	
	

	
	
	Important: Include any Concept Checking Questions in the ‘PROCEDURE’ section of your plan!
	
	

	
	
	TIME
	STAGE NAME
	AIM OF STAGE
	PROCEDURE
	Inter-action
	

	
	
	0:02

(2 mins)
	Setting a context
	To introduce the topic of the lesson's topic – dream jobs
	Ask students to talk in pairs about their dream jobs. They should ask each other, do you like your job? Is this your dream job? What is your dream job? What do you like about your job?
	SS
	

	
	
	0:02

(2 min)
	Feedback
	To initiate conversation about applying for jobs. 
	Ask some students to share their ideas of their dream jobs. Initiate conversation about how they would apply for these jobs if they see their dream job advertised somewhere. If some students say they'll send their resume, I'll ask what they need to send with their resume. 

→ This leads me to the idea of writing a cover letter. Ask students what a cover letter is, why is it needed at all?

Cover Letter is sent along with another document (in this case, a resume) to explain why you are sending the document, gives the employer an idea about who you are, your background and interests.
	TS
	

	
	
	0:02

(2 mins)
	Guided discovery 
	To ensure students know the difference between formal and informal language
	Give students a cover letter with both formal and informal sentences written in it. Ask students to work in pairs and find the sentences they will include in a cover letter and those they won't.
	SS
	

	
	
	0:01

(1 mins)
	Feedback
	Ensure students understand the difference between formal and informal language 
	Ask one student which all the formal sentences are, another student which the informal sentences are (to save time)
	TS
	

	
	
	0:03

(3 mins)
	Give writing model
	Give students a writing model and ask them to figure out the rules
	Give students a handout with T/F activity to determine rules for a good formal cover letter. Project a sample cover letter on the smart board and ask students to come up with ideas for a good cover letter in groups of 3-4.
	SS
	

	
	
	0:01

(1 mins)
	Feedback
	To ensure students have the rules for writing cover letters
	Ask individual students their answers to the T/F activity and tell them these are the basic rules for a good cover letter
	TS
	

	
	
	0:20

(20 min)
	Set writing task
	Give students practice in writing a formal cover letter 
	Ask students to follow all the rules the class came up with, use the formal expressions they identified, and write a cover letter for their dream job.
	SS
	

	
	
	0:05

(3 mins)
	Feedback
	Students exchange ideas and give feedback to each other 
	Ask students to swap their letters, give them a minute to read it and ask them to critique it. You are the employer reading your partner's letter. Has this person written a good letter? What are the strengths of the letter? What else should he have written? What should your partner change in the letter? Will you like to invite this person to join your company?
	SS
	

	
	
	0:03

(5 mins)
	Error correction
	Ensure that any stylistic or discursive errors the students made are corrected
	While monitoring, write down a few sentences which have glaring errors or which are really good. Ask students what they think about these sentences? Are they good? Is there a mistake? How can it be written better for a formal cover letter?


	TS
	

	
	
	
	

	Language Focus Lesson

Meaning/Use:

Form:

Pronunciation:

Other:


	Skills Lesson (e.g. Lack of interest in topic; unknown vocabulary)

1. Some of the students might feel writing is a boring activity.

Solution: Activate their imagination by asking them to think about their dream jobs. Give them a few whacky ideas if they don't come up with anything themselves – how about being manager of a private beach in Hawaii, or personal masseuse to your favorite actor, or wine-tasting, or beer-tasting?


2. Students might have trouble differentiating between formal expressions and informal ones.

Solution: Give students a simple activity to distinguish between the tone and style of an informally written cover letter and a formally written cover letter.


	


