









	Lead-In 

	Materials: n/a

	Time
2-3 min

	Set Up
Whole class
	Procedure:

1. Greeting
Hello, class. How are you today? Did you have good weekdays? What did you do? (each student answer.) Great. 


	Pre-Activity 

	Materials: envelope, template of a personal thank-you letter

	Time
1-2 min 
3-4 min 


	Set Up
Whole class
Whole class

	Procedure:
1. Introduce  today’s topic 
Instruction

(T shows Ss an envelope) What is this? (Eliciting the answer from Ss) an envelope and a letter inside, right? 

Have you written a thank-you letter (or cards) before? Who did you write it to? When was it? (Ss share their experience)

Guiding questions

When do we usually write a thank-you letter? What is the purpose of writing a thank-you letter or note?
O.K. Today we are going to learn about a thank-you letter 
CCQ
What are we going to learn today?
-If Ss don’t volunteer, pick one and have the student answer. 
2. Study the form of a letter briefly
Instruction

Now, we are going to study the form of a personal thank-you letter. (T gives out the handout) Class, please look at the subtitle ‘structuring a personal thank you note’ in your handout. You first put your address at the top and add the date. After that, address the recipient as ‘Dear Mr./Ms. Last name’. For the first part of the letter, you open the letter by thanking them for the gift, hospitality or kindness offered. Your second paragraph should give some indication of your enjoyment or use of the gift. You can talk about your news if you want. The closing paragraph looks forward to seeing or speaking to the recipient. Saying “thank you” again is a good idea to emphasize the point of the letter.  If you end with “yours sincerely”, the letter becomes formal, but a less formal phrase is often appropriate for relatives, such as “love”, “best wishes”, “warmest wishes”, or even “thanks again”. At the very end of the letter, you put your name. Class, look at the example thank you letter on the bottom. What comes first? And next? And the last? (T asks Qs and Ss answer) 
Demonstration
Teacher demonstrates the template of a personal thank-you letter on the board and provide Ss an example of it
CCQ
What do you write first for your thank-you letter? What comes next? What do you put for the first part of the letter? Second? Closing part? What words can you use to end the letter? 

	Main Activity 

	Materials: vocabulary worksheet, true/false Q paper

	Time
4-5 min
 5-6 min

	Set Up
Pair 
Whole class

	Procedure:

1. Pair work : learn new vocabulary
Instructions
Before reading, we are going to learn new vocabulary through the pair work. 
Demonstration
Class, look at this worksheet.  What you need to do is to read the word meaning and fill the blank with the appropriate word in a box below. It’s helpful to consider a part of speech for each word. And then, you make an example sentence for each word, ok?  I’ll give you one min. 

CCQ
What three things are you supposed to do with this worksheet?

How many minutes?
 Let’s make pairs. You two, you two,,, work together.  (T distributes the worksheet) Let’s start. (T actively monitors the class) 
Feedback

Are you done? Do you need more time? (if yes, give them one more min. If no, check the correct meaning of each word and an example from each pair.)

OK, let’s check the answers. The first word, everyone, repeat after me. ‘Jealous’ X2. (Ss repeat and answer. Then T writes their answers down on the board. T goes through the same process for every word) 
-T makes sure all the pairs get a chance to answer and understand each word clearly

-If any pair has difficulty finding the answer, teacher gives them a hint
-If S can’t make the example sentence, encourage them to use the sample example on the worksheet
[words : jealous, shallow, reef, resurface, weary, misplace, celebration] .

2. Study the text by skimming and scanning 
Instructions

(T gives out the text sheet) Everyone got the text sheet? Last time, we learned about two reading skills, skimming and scanning, right? Then, what is skimming? What is scanning? (Elicit the answer from Ss) Good. Now, we’ll do skimming first, so I’ll give you 30 seconds to read, ok? 
CCQ

How much time? Skimming or scanning? 

Go. (after 30 sec) Time’s up. Class, turn it over. Don’t look at the text. (T asks Qs and Ss answers) 
Q1. What kind of writing is it? (Is it a novel or fantasy?,,,) Can we guess from the title? 

Q2. What is this passage about(main idea)? Who thanks whom? Why?   
instruction

(T puts the true/false Q paper on the board.) Next, we are going to do skimming for specific info. Class, look at the true/false Qs and find the answers quick. I’ll give you 30 sec. 
CCQ

How much time? Skimming or scanning? 

Go. (after 30 sec) Time’s up. What is the answer for Q1? Is it true or false? (T asks Qs and Ss answer. They go through all the Qs.) 

Q1. This is a thank-you letter. (Y)
Q2. My sister could make a trip. (N)

Q3. I was so afraid that I couldn’t wear a face mask and breathing tube.(Y)

Q4. I resurface to breathe.(N)

Q5. I lost my camera and didn’t get it back. (N)

Q6. I never felt tired from the trip. (N)

-If Ss don’t volunteer, pick one and have the student answer. 
-If any student has difficulty finding the answer, teacher helps him or her.



	Post-Activity 

	Materials: extra paper, board, marker

	Time
4-5 min
2-3 min

1 min


	Set Up
pair
whole class
whole class


	Procedure:

1. Pair work: write a thank-you letter
Instruction

We are going to do the pair work. Let’s make pairs. You two work together. Think of a person who you want to express your gratitude to and write the person a thank-you letter, ok? I’ll give you two min. Start. (T giving out extra paper)

CCQ

What are you supposed to do?

How much time?

 (If students need more time, give them one more min. If the class time is running out, make it as homework) Are you done? OK. If you finish writing, exchange your sheets with your partner. Now, you read your partner’s letter and give feedback. I’ll give you one more min. 

CCQ

What are you supposed to do?

How much time?
Start.  (If time is allowed, ask some Ss to present their letter to class. If Ss don’t volunteer, T picks some.) Can you come up here and read your thank-you letter?
2. Conclude lesson 

Let’s review today’s lesson. What words did we learn? (Elicit the answer from Ss) Good job. We learned the words like jealous, shallow, reef, resurface, weary, misplace, celebration. What kind of writing was it? A thank-you letter, right? Ok, based on the info from the text, let’s draw a semantic map. (T draws a circle and write ‘thank-you letter’. T keeps asking Qs about the text and Ss answers while T draws the map.)
Give homework
Class, attention, please. Today’s homework. Make sure you finish your own thank you letter and read the next chapter by next class, ok?
CCQ 

What are you supposed to do for your homework?

By when? 

Any questions about today’s lesson?

You all did great today. Let’s call it a day. See you next class~!
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Dear Ms. Silva (personal thank-you letter)





Length: 29minutes





Students: 14





Instructor:  Stephanie





Level: intermediate





Materials:


-envelope                                                                                                    -board, marker


-vocabulary pair worksheet (14 copies)            


-text sheet (14 copies)


-extra paper for the writing pair work (14 copies)


-true/false Q paper


-template of a personal thank-you letter





Aims:


-to learn new words from the text


-to understand the text by skimming and scanning


-to complete the task of writing a personal thank-you letter


-to complete the homework on their own





Language Skills:


-speaking: pair work


-listening: teacher’s instructions, pair work


-reading: reading the given text 


-writing: writing a personal thank-you letter 





Language Systems:


-discourse: pair work


-lexis: learning new words


-function: understand the purpose and format of a personal thank-you letter and write it on their own.


-phonology: get Ss to repeat each new word a couple of times, monitor Ss’ pronunciation when they speak out loud











Assumptions: 


- Ss are on intermediate level


- Ss generally communicates effectively using complex sentence forms


- Teacher needs to monitor pair work actively


- Ss are familiar with skimming and scanning reading skills


- Ss are comfortable with working both individually and pair work





Anticipated Errors and Solutions:


- Ss may have some difficulty with the word pronunciation → teacher gets Ss to repeat the pronunciation of each word  





- Ss may have some difficulty understanding meaning of some words → teacher uses visual cards, example sentences, synonyms and antonyms in addition to reviewing the new words later in class 





- Ss may not be able to understand some of the teacher’s instructions of what to do in activities → teacher double-checks their understanding by asking students CCQ





- Some Ss may forget skimming and scanning reading skills → teacher reminds the class of those in case by asking Ss CCQ





-if time is short → cut the pair writing activity short and make it as homework 





References: Steck-Vaughn reading studio weekly, Harcourt Achieve Inc., Level E, p 5


� HYPERLINK "http://jobsearch.about.com/od/thankyouletters/a/thanktemplate.htm" �http://jobsearch.about.com/od/thankyouletters/a/thanktemplate.htm�


� HYPERLINK  \l "_Hlk269490158" \s "4,2087,2145,0,,http://www.dailywritingtips.com/" ��http://www.dailywritingtips.com/writing-a-thank-you-note/
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