When the activity is completed, give the letter N to students.
Teacher’s page
Lesson plan

Duration: 60 min.

Level: Secondary Cycle 2
Objectives: By the end of the lesson students will be able to recognize the main features of formal and informal writing and to write a formal letter.

Group size: about 30-36 students

Materials: handouts, a projector

Competencies

Competency 3 – Writes and produces texts

Expands knowledge of the internal and external features of the text

Cross Curricular Competency

Uses information; solves problems
Process
Introduction

Warming up:

Ask students to look at the letter and then answer questions.

Ask students to look at two short texts to see the differences in terms of meaning and style.
Ask students to focus on the main differences between formal and informal writing.

Ask students to give some characteristics of the formal prose.

Give them some prompts.

Give students exercise 1.1 to match the formal phrases in the boxes on the right with the informal boxes on the left. Use the link on-line: http://elc.polyu.edu.hk/CiLL/eap/matching-errors-formality.htm
The students raise hands and answer. 
Explain the expression which students do not know.

Give students the handouts with the table to match a greeting with a suitable ending (Ex.2.1).
Students do Ex.2.1.
Give them a couple of minutes to finish the exercise.

Explain the outline of a formal letter (Ex.2.2). 

Ask students to do Ex.2.2.
While students are writing, walk around the class and check the exercise.
Ask students to read aloud what they have written.

Ask students to write a formal letter in order to help Jordan (Ex.2.3).
Assess Ex.2.3 using the rubric (See Appendix I)

Note to the teacher: As teachers we often divide language into two boxes and label one “formal”and the other one “informal”. We often think of writing as more formal than speaking and in general this is true. Remember, English is a living language, so what is the accepted “norm” today will not be tomorrow or the next day. Technology, especially the internet, is changing expectations for both formal and informal writing very quickly.

Keys to exercises

Ex. 1.
Top of Form

	       Score: [image: image1.wmf]
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/ 10

	Informal
	Formal
	 

	1
	Life is not a rose garden. Life is tough.
	Life presents a number of challenges.
	[image: image2.wmf]

	2
	On top of that...
	Another point is that...
	[image: image3.wmf]

	3
	In a nutshell...
	To state it briefly / In brief,...
	[image: image4.wmf]

	4
	Last but not least...
	A final and equally/very important point is...
	[image: image5.wmf]

	5
	Government must make laws...
	There is a need for laws...
	[image: image6.wmf]

	6
	Hong Kong is an international city, so we all must...
	The trend of globalisation makes it necessary for many people to...
	[image: image7.wmf]

	7
	Every coin has two sides.
	There are advantages and disadvantages to...
	[image: image8.wmf]

	8
	By the way...
	Incidentally...
	[image: image9.wmf]

	9
	Pros & cons of...
	The points for and against...
	[image: image10.wmf]

	10
	Government & the people must join hands together...…
	Cooperation between the Government and the public is vital...
	[image: image11.wmf]


Bottom of Form

Exercise 2.1

Dear Sir or Madam – 
Yours faithfully

Robert J Fleming (formal)

Dear Ms McDonald – 
Yours sincerely

Robert J Fleming (formal)

Dear Helen – 

Love, Bob (informal)

Dear Philip – 

Yours, Bob (informal)

Darling Rosie –

 Lots of love, Bobby XXX (informal)

Exercise 2.3
	The Principal

The Oxford English College

234 Hilton Rd.

Eastbourne BN4 3UA 

 María Zambrano

 50018 Zaragoza

Spain
29 September 2003
Dear Sir or Madam,
 I saw your advertisement for English classes in this month’s English Today magazine and I am

interested in coming to your school this summer.
I have studied English for three years but I have never been to England and I feel that this is now necessary, especially to improve my pronunciation. Please could you send me more information about your courses, and an application form? I would also like some information about accommodation. 

I look forward to hearing from you as soon as possible. 

Yours faithfully,
Anna Maria Fernandez




Ex.2.3.
	Ex.2.3.

Executive Director

Mad Science Group

5515, Rue Paré
Montreal Qc

Canada

H4P 1P7

Jordan Pareira

3430 Boul.Decarie

Montreal Qc

Canada

H4A 3J5

15 February 2010
Dear Sir or Madam,
 I am looking for a position in your company. I am very interested in what you are doing in the sphere of science enrichment for children.
I did an MBA and PHd in marketing in Orlando (USA). I speak fluently three languages: Spanish, English, and French. Please find enclosed my resume showing my education, experience, and background. Moreover, my creative thinking and knowledge of the US market can contribute to your company. In addition, I speak fluently three languages: Spanish, English and French. Please find enclosed my resume showing my education, experience, and background.
I look forward to hearing from you as soon as possible. 

Yours faithfully,
Jordan Pareira




A Teacher Evaluation Tool for a Formal Letter
Appendix I

	Criteria
	4
	3
	2
	1
	Comments

	Style,  vocabulary
	The letter demonstrates elements of formal style.  It is addressed to the appropriate person with the appropriate greeting.  Vocabulary includes Latin based words, uncommon words.
	The letter has a few informal features. Vocabulary includes phrasal verbs.
	The letter demonstrates mixture of styles(e.g. formal greeting

/informal ending).
	The letter demonstrates informal style, informal vocabulary. 


	

	Arguments
	The arguments used in the letter are factual and persuasive. The letter notes positives elements.
	The arguments are factual and well presented. The tone is constructive.
	The arguments are disorganized. The tone of the letter is too vague.
	The letter is disorganized, the arguments are not presented clearly.
	

	Format, grammar, punctuation, spelling
	The letter is presented in proper letter format. The grammar is correct. There a few spelling and punctuation mistakes.
	The letter is in the proper letter format, but there are  few grammar and spelling mistakes.
	The letter is in the proper letter format.  There are  a few contractions, punctuation or spelling mistakes .
	The letter is not in the proper letter format. The salutation has missing elements. There are several grammar, punctuation and spelling mistakes. 
	


Formal vs. Informal Writing
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