Email: Day 4

	Objectives Learners will be able to…
	Materials

	Computer skill: send and reply to emails
Computer skill: decipher difference between forward and reply
Computer skill: review parts of an email 
Computer skill: determine Tone
	Make Student Copies
· Email Exercise 5: Send vs. Reply (Tab 10)
· Email Exercise 6: Tone Matching (Tab 11)

Props, Technology or Other Resources
· Projector
· Computer for every student
· Download and project Tone Example from Lesson Plan 
· Download and Project  Day 3 Tone Practice from lesson plan

	

	Lesson Plan
	Vocabulary

	Warm-up: 
Description: review parts of an email, write the answers on the side of the board as you go: Ask learners what three things always need to be included in an email: recipient address, subject, body.  Ask learners what four things always needs to be included in the body of an email: Greeting, Text, ClosingSalutation, Contact information
Materials/Prep:   

Activity 1: Send and Reply Practice  
Description: learners will partner up and send each other an email and then reply to the email
Materials/Prep: copies of Email Exercise 5: Send vs. Reply 

Activity 2: Forwarding vs. Reply   
Description:  depending on how many people are still taking the test/how much of the test they have left, learners will either follow a handout which instructs them how to login to Email, or, if everyone is done by 7:40, teacher will lead learners through log in process
Materials/Prep: 

Activity 3: Tone Activity
Description: discuss the importance that comes with being aware of tone within an email
Materials/Prep: copies of Email Exercise 6: Tone Matching (if you run out of time to do this activity, say so in the lesson report and then attach the handouts to the clipboard, download and project Email Tone Examples and Day 3 Tone Practice from Lesson Plan
	· Recipient address
· Subject
· Body
· Greeting
· SalutationClosing
· Reply
· Forward
·  Tone



Teacher Directions: Activity 1: Send and Reply Practice    -Email Exercise 5: Send and Reply
Step 1: Pair Students off
	Students should pair off with someone across the room from themselves
[image: ]
Step 2: Hand out exercise 
	Hand out Email Exercise 5: Send and Reply   
	Instruct students to write their partners email address into Part 1
Ask them if it is important to double check that you have the spelling of the email address correct: yes, always
Ask them if they have to include @gmail.com: yes, always include the email service provider

Step 3: Read assignment together
	Read through the passage and directions with the class

Step 4: Demonstrative Review
	Instruct learners to have their EYES FORWARD AND HANDS OFF OF THEIR COMPUTER
	Teacher will demonstrate how to complete the activity- modeling is the key to success
	Where to click to create a new email? Compose
	Is spelling important when it comes to email addresses? Yes. 
	What three things must be included in an email: recipient email address, subject, body
[bookmark: _GoBack]What four things much be included in the body of an email: salutationgreeting, textbody, closing statement, contact information
	
Step 5: Learners complete activity
	Instruct learners to begin their activity with part 2: composing a new email
	Remind them to include all necessary parts of an email

Teacher Directions: Activity 2: Forward versus reply
Step 1: What does it mean to reply?
Take a piece of paper and write a student’s name on it.  Explain to the class that this is a letter. Hand the paper to the student, what are you doing with the paper? Imagine it was an email: sending the paper
Ask what it is called if the student writes on the letter and sends it back to me: reply
Ask what it would be called if instead of sending the email back to me, the student passed it on to another member of the class: forward

Step 2: Define forward
Explain that when someone forwards an email, it means they have received an email and wish for someone else who was not originally included to see it
If they need more explanation, use the letter example again and have learners use the following phrases:
· I am sending this letter to…(hand to recipient)
· I am replying to this letter…(hand it back to original sender)
· I am forwarding this email to…(hand letter on to a different student, do this 2 or 3 times)

Step 3: Where is the forward button?
Ask learners how to get back to their inbox, no matter where they are in their email-click on inbox
	Instruct learners to click on the email that was sent to them by their partner 
	Ask if they see the word “forward” anywhere: same area as the forward option

Step 4: Demonstrate forwarding
	Learners should have their EYES FORWARD AND HANDS OFF OF THEIR COMPUTER
	Demonstrate how to forward
Ask learners if they have to include a recipient email address: yes, it is being mailed to someone not previously included in the email
Ask learners if they have to include a recipient email address when replying to an email: no

Step 5: Controlled Practice 
Instruct learners to forward the email that their partner sent to them to the teacher email address (comp.lit.opendoor@gmail.com)
*****Forwarding etiquette will be discussed during Day 5******


Teacher Directions: Activity 3: Introduction to Tone    	   -Copies of Email Exercise 6
-Download and Project Email Tone Examples and Day 3 Tone Practice from lesson Plan

Step 1: Context
	Open the attached Email Tone Examples: Page 6 
	Ask a learner to read each email
	Ask them what emotion they think the sender was conveying: there is no wrong answer
Explain that it is possible to read an email and think the sender meant one thing, when they really meant another
Email #1: This email was actually sent to an MLC employee.  The employee thought the sender was angry, when in actuality that is simply the way they sent emails.  They did not intend to come off angry, but they did. 
Email #2: The sender was being sarcastic, which came off rude and unprofessional.  You might have friends that communicate this way, but in an professional setting, communication like this is never okay.

Step 2: What is Tone?
	Explain that when discussing the emotion of writing, we are discussing tone
	Tone is the attitude toward a subject


Step 3: How does it relate to email?
Explain that tone is important when it comes to sending emails because you do not want people to get the wrong idea. 
Because email is not face to face, it can be easy to misinterpret what people are saying, so when sending an email it is important to be clear about your purpose and intentions

Step 4: Tone Practice 
	Write directly on the board a list of tone options:
· 
Kayla Norman, Minnesota Literacy Council, 2012         p. 1	Email Unit
· Friendly 
· Humorous 
· Positive
· Encouraging
· Worried 
· Angry
· Stern 
· Demanding 
· Informal

[image: ]Project Day 3 Tone Practice and go through the emails and match the tone to the sentence with the class
 Point out words/phrases that help to determine tone 

Step 4: Pair Practice- if there is time
Only complete this activity if there is time, if not, be sure to write that in the lesson report and explain that it should be reviewed during the warm-up
	Hand out Email Exercise 6: Tone Matching 
	Model completing the Exercise- do at least number 1, number 2 if needed
Instruct learners to find a pair and with their partner they should match the tone with the appropriate text


[image: ]Email Exercise 5: Send versus Reply

Part 1: 

Write down another classmate’s email address here (be sure to double check spelling):

	





Part 2: Compose a new email

1. Click on the appropriate button to create  new email
2. Type in the recipient’s email address 
3. In the body of the email, ask your partner where they would like to visit if money was not an option. 
a. Be sure to include all necessary parts of the body of an email. 
4. Be sure to include a subject in the email. 
5. Check for any spelling mistakes, especially in the recipients email address.
a. Did you include @gmail.com? 
b. Do not include any spaces in the email address 
6. Send the email. 

Part 3: Reply to email

1. Open the email that your partner sent to you. 
2. Read through the email and then click on Reply.
3. Reply to the email and include all necessary parts of an email. 
4. You do not have to type in the recipient’s email address, because when you click reply, Google knows you are sending an email back to the same person who emailed you. 
5. Additionally, you do not need to include a subject, because one has already been picked by the original sender. 
6. Check for all necessary parts of an email. 
7. Send the email. 
Email Tone Examples 
Alex,
Send me the following changes. 
1) Acknowledge when people sign up on the website
2) add a Facebook link button
3) put a link to the Events section of the site in the main navigation?
Get this done ASAP.
- Liame



Steve, 
Heard you really had an awesome time in that status meeting on Friday.  Did you forget your morning coffee or intend to screw up as bad as you did? Hahaha 
Oh well, better luck next time. 
Kyle Hanson


	Day 3 Tone Practice 
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Email Exercise 5 Tone Matching 
· 
Kayla Norman, Minnesota Literacy Council, 2012         p. 7	Email Unit
· Friendly and Polite
· Humorous 
· Positive and encouraging
· Angry
· Stern and professional
· Informal
· Worried and angry
· Worried and angry
· Firm and demanding 


Dear Mrs. Jones, 
Thank you for bringing the cake to the party.  I really appreciate it. 


My goal in life is to become an underwater airplane pilot.
Don’t worry about it.  You’ll get better.  It also took me a long time to learn how to use a computer. 


How dare you talk to me like that!

I expect you to be here on time tomorrow.  If not, you may lose your job.

What’s up?

Where are you? I’ve been awake all night.  I’ve been wondering when you are!

This is not acceptable.  I want to speak to your manager right now.
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Activity # Tone Matching

« FriendlyandPoiite « informal
* Humorous  Woriedandangry
« Positive and encouraging  Woriedandangry
« Anery « Firm anddemanding
* stemandprofessional

Dearrs. Jones,

Thankyou for binging the cake to the party. | really appreciate .

My goal inlifeis tobecome anunderwaterairplane piot.

Don't worry aboutit. You'l getbetter. Italsotook me 3 long time tolearnhow to usea

computer.

How dare youtalkto me like that!

1 expect you to be here on fime tomorrow. Ifnot, you maylose your ob.

What's up?

Where are you? 've been awake al night. fve been wondering when youare!

This s not acceptable. | wanttospeakto your managerrightnow.
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To mysister@internet.net

Add Cc Add Bcc Request return receipt

Subject  Mexico City
Attach a file Insert: Invitation

Check Spelling ~

B Z U T-+-A-T-@eo}
« Plain Text

Hi, Sis,

Guess what? I'll be in Mexico City on the 8th for a business meeting. Il have some free time in the P.M. Let's have
dinner together. OK? By the way, | bumped into your old friend Sally last week. She asked me how you were doing.
| guess she hasn't heard from you in a while. Why don't you give her a call? See you soon. :)

-Jack
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To mrhill@internet.net

Add Cc Add Bcc Request return receipt

Subject  Seoul October 8th
Attach a file Insert: Invitation

Check Spelling ~

B 7 U T-+T-A-T-©@eoi=
« Plain Text

Dear Mr. Hill:

| will be in Seoul on October 8th and would like to meet with you and shoe you our new product line. if this is
agreeable to you, | can meet you at your office at 4:00 P.M. | look forward to hearing from you.

Jack Norrig|
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To

Subject

katie@email.org

Add Cc Add Bcc Request return receipt

Get Well Soon!
Attach a file Insert: Invitation

B 7 U T-+T-A-T-@®e2i= =

« Plain Text

Hey Katie!

Check Spelling

| know you have not been feeling well, but | hope you get well soon! | am sending all of my positive thoughts your
way so that you have a speedy recovery!

Get well soon!

Lisa
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To

Subject

B 7 U T-T-A-T-@e2i=

ryanbf@unstablerelationship.org

Add Cc Add Bcc Request return receipt

CALL ME

Attach a file Insert: Invitation

=

« Plain Text

Ryan,

How dare you ignore my phone calls! We need to talk, you cannot avoid me forever!

Kelly

Check Spelling ~
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To chrislaughs@unstablerelationship.org

Add Cc Add Bcc Request return receipt

Subject  Funny Friday
Attach a file Insert: Invitation

« Plain Text

Check Spelling

Hey Chris,
Why do birds fly south in winter?

Because it's too far to walk!
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Email Exercise 5: Send versus Reply

Pant1:

Write down another classmate’s emal address here (be sure to double check
speliing)

Part 2 Create a new email -

1. Glickon the appropriate button to create new email

2. Type inthe recipient’s email address

3. In the body of the email, sk your partner where they.
‘wouldlike 0 Visit if money was not an option.

a. Be sure to include il necessary parts of the body
ofan email.
4. Besureto nclude s subjectinthe ema
5. Check forany spelling mistakes, especialyin the recpients emailaddress.
. Did you include @gmail.com?
b. Do ot nclude any spaces inthe email agaress.
6. Sendthe email.

Part 3: Replytoemail

1. Openthe emailthat your partner senttoyou.

2. Readthroughthe email andthen clickon Reply.

3. Replyto the emal andinclude all necessary parts of an email.

4. You do nothave to type i therecipient's email address, because whenyou
Clickreply, Google knows youare sending an email back o the same perscn
whoemailedyou.

5. Additionaly, ou 6o not need to include 2 subject, because one has already
been picked by the originalsender.

6. Check forall necessary parts of anemail.

7. Sendthe email.




