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Red Lion Area School District – EATS Lesson 
A lesson is a chunk of learning not a chunk of time 

 
Topic: Career Acquisition (Getting a Job)                                                           Kelly Stauffer 

                                                                                                                       Grade 5 
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 Subject/Grade(s): Writing/5th 

Essential Question: What is the difference between a business and personal letter? 

 
What do students need to know and be able to do to answer the LEQ? 
Assessment Prompt 1: What is a personal letter and its components? 
Assessment Prompt 2: What is a business letter and what is its format? 
Assessment Prompt 3: How do the personal and business letter differ? How are they the same? 

 

Activating Strategy: Have students write a note to a classmate telling him/her something they 

know about the essential question. Deliver the letters and have students share the contents of 
their letter or the information he/she wrote in his/her letter. 

 
Key Vocabulary to Preview: career, friendly(personal) letter format, business format, compare, contrast 

Teaching Strategies:       
 
Graphic Organizer: Blank friendly and business letter, Venn Diagram 

Instruction: Together read and discuss in the Writer's Express book pages 116-121 Writing 
Friendly Letters. Focus on the format having five parts. Stress that this type of letter also has 
indented paragraphs. Discuss reasons for writing friendly letters. Include in the discussion 
this format is used for example to thank a possible employer for an interview. 
 
 
AT #1: Handout the blank friendly letter format for students to complete with the help of their book. Have 
students check his/her completed organizer with a friend. 
 
 
 
Instruction: Together read and discuss pages 142-147 in Writers Express Writing Business Letters. Focus 
on the format and reasons for writing this type of letter. In addition to the discussion of letters of request, 
complaint, and editorials include how a business letter is used to assist with gaining employment.  Stress 
the addition of the inside address and  that the entire letter is aligned to the left margin. (No Indenting) 
 
 
AT #2: Handout the blank business letter format for students to fill in with the help of their book. With a 
birthday month partner discuss the completed organizers. 
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Instruction: Review what it means to compare and contrast. Handout the  Letter Format Venn Diagram 
to students and have them work together to fill in the organizer using their Writers Express and their letter 
organizers to help recall.  
 
 
AT #3: After completing diagrams use the Elmo projector to show some of the finished projects. Have 
students add to their diagrams as others are displayed. 
 
 
 

Assignment:       

Summarizing Strategy: Have students write another note to the same person they had written 

to in the activating strategy answering the essential question again.  
 

 
  


