


Lesson Plan
[image: ]Writing for Business: Avoiding Common Errors

Objective: Students will identify common errors made in word usage and apply correct usage to a business document.

Workplace Readiness Skill: Demonstrate reading and writing skills.

Demonstration includes 
· reading and interpreting workplace documents 
· effectively writing workplace documents, considering 
· ability to convey messages with clarity 
· professional tone, appropriate to audience 
· grammar 
· forms and conventions (e.g., formatting documents, using an email signature). 

Correlations to Other Workplace Readiness Skills:
· Demonstrate big-picture thinking.
· Demonstrate career- and life-management skills.
· Demonstrate information-literacy skills.
· Demonstrate professionalism.

Correlations to the Virginia Standards of Learning (SOL):
English: 6.1, 6.2, 6.3, 6.7, 6.8, 7.1, 7.2, 7.3, 7.7, 7.8, 8.2, 8.7, 8.8, 9.1, 9.6, 9.7, 10.1, 10.6, 10.7, 11.6, 11.7, 12.6, 12.7
History and Social Science: CE.4, CE.14, GOVT.16

Instructional Steps:
1. [bookmark: _re73w7colfwk][bookmark: _g692azh9grg3][bookmark: _4c67i2rlvlhp]Pre-assess student knowledge about proper word usage. Determine students’ current level of mastery with grammatical usage and common word errors with a short introductory activity. Display the following sentences large enough for the class to see, and ask, “What is wrong with these sentences?” Correct sentences with student feedback; if there are errors the students do not initially recognize, discuss those examples as a whole group and determine what corrections should be made. 

There going to they’re classroom, which is located over their.
(Correct version: They’re going to their classroom, which is located over there.)
Juan was excited to except the job.
(Correct version: Juan was excited to accept the job.)
Rachel explained that the error could of effected the company’s profits.
(Correct version: Rachel explained that the error could have affected the company’s profits.)
At the end of the night, there was less coins in the cash register then normal.
(Correct version: At the end of the night, there were fewer coins in the cash register than normal.)
We couldnt determine to who the shoe belonged. 
(Correct version: We couldn’t determine to whom the shoe belonged.)

2. Explain to students that correct word usage is extremely important in the workplace. Discuss the ramifications of using poor word usage. Ask students, “Why would an employer be concerned about an employee using correct grammar and usage? In what ways might poor word usage inhibit a person’s job acquisition or advancement?”

3. Ask students to complete Quizlet matching activity with a partner. The Quizlet activity, Commonly Misused Words, (https://quizlet.com/_3f636t) includes 20 terms. This will give students practice identifying correct terms for various uses prior to their application of the lesson.

4. Distribute Handout #1, Editing a Business Letter. Ask students to find and correct grammar mistakes throughout the letter. Can they identify over 20 mistakes?

5. Conclude the lesson with a discussion on the link between proper business writing and another workplace readiness skill: demonstrate self-representation. Ask students, “What is the link between the two skills? Why would it be difficult to demonstrate self-representation skills without a working knowledge of grammar and usage?”

Formative Assessment: 
· Gauge student understanding during introductory whole-group activity.
· Use Quizlet tools to evaluate student mastery of the Commonly Misused Words activity.
· Evaluate student editing of business letter. There are 22 errors and/or poor word choices throughout the letter. Please refer to the answer key for a corrected version of the letter with corrections highlighted. 

Options for Adaptation/Differentiation:
· To offer scaffolding to students and to complete this activity in a shorter time frame, complete Handout #1, Editing a Business Letter, as a whole group; students may also complete this with a partner. Teachers may want to prompt students by letting them know that there are 22 errors and/or poor word choices throughout the letter.
· To offer an extension option to students, brainstorm additional terms that are commonly misused and ask students to differentiate between correct and incorrect usage. 
· To offer another type of extension, project Handout #1, Editing a Business Letter, and lead a discussion about spell-check and grammar-check in word processing programs. Ask students, “Why is it of critical importance not to rely on a word processing program to alert us to spelling and grammar errors? How many errors from the handout are not underlined in blue or red on the projected version?”

Suggestions for Follow-up: 
· To practice the process of editing, and to sharpen student writing skills, ask each student to compose a cover letter for a hypothetical job application. Ask students to peer edit each other’s cover letters.
· Extend the lesson by completing an additional lesson, entitled “Using Email,” related to the Workplace Readiness Skill related to effective use of telecommunications. The lesson can be found with the Workplace Readiness Skills (WRS) for the Commonwealth: Instructional Resources (http://cteresource.org/wrs/telecommunication/telecommunication.html), from the Career and Technical Education (CTE) Resource Center.
· Build upon the concepts in this lesson by asking students to complete activities associated with the lesson on page 89, “Text vs. Email: Does it Really Matter?” in Soft Skills to Pay the Bills — Mastering Soft Skills for Workplace Success (https://www.dol.gov/odep/topics/youth/softskills/), from the U.S. Department of Labor, Office of Disability Employment Policy.

Teacher Resources
Audience, Purpose, and Language Use in Electronic Messages (http://www.readwritethink.org/classroom-resources/lesson-plans/audience-purpose-language-electronic-159.html), Read.Write.Think., National Council of Teachers of English

Soft Skills to Pay the Bills — Mastering Soft Skills for Workplace Success (https://www.dol.gov/odep/topics/youth/softskills/), U.S. Department of Labor, Office of Disability Employment Policy.

Top Twenty Errors in Undergraduate Writing (https://undergrad.stanford.edu/tutoring-support/hume-center/resources/student-resources/grammar-resources-writers/top-twenty-errors-undergraduate-writing), Hume Center for Writing and Speaking, Stanford University. 

Workplace Readiness Skills (WRS) Assessment: Virginia Overview (https://www.ctecs.org/virginia/virginia-overview), Career and Technical Education Consortium of States (CTECS). 

Workplace Readiness Skills (WRS) for the Commonwealth: Instructional Resources (http://cteresource.org/wrs/index.html), Career and Technical Education (CTE) Resource Center.
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