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Level:  Intermediate High - Advanced
Task 3:  Reply to an Email


	
Language & Literacy Objectives:


3.  *Identify common elements (e.g. greeting, signature, recipient) of an email message, blog post, social media comment, etc.


4.  *Use appropriate language to communicate effectively and behave appropriately on the Internet.

9.  Demonstrate the ability to write an email, blog posting or social media posting using appropriate style, tone and register.


	
INTRODUCTION

	In this lesson, students will learn how reply to an email using appropriate style, tone, register and format.  



	ASSESSMENT TASK

	Reply to an Email:  Students will choose one of 3 different emails and write a reply from the perspective of the recipient.  Reply will include: 1) self-identification; 2) reaction to content of email; 3) request for assistance or action from sender.  (14 pts possible)


	SUGGESTED ACTIVITIES

	· Rewrite an email so it is direct and brief.  Ask students to print out emails they have written (or received) in real life, particularly ones they thought were too long.  Work with a partner to rewrite the emails, crossing out unnecessary words and trying to make the emails shorter.


· Compare and contrast writing email and writing a formal letter.  Have students use a Venn diagram to compare similar content in email and letter form.  Adapt a lesson such as:  
http://www.readwritethink.org/classroom-resources/lesson-plans/what-difference-beginning-writers-299.html 



	HANDOUTS PROVIDED

	Handout 1:  Vocabulary – Online Communication Through Email
Handout 2:  Conversation Questions – Email
Handout 3:  Introduction:  Parts of an Email Message

Handout 4:  Introduction:  Elements of Email  
Handout 5:  Introduction:  Writing Effective Email Messages  

Handout 5:  Activity:  Rewrite an Email Message
Handout 6:  Practice:  Reply to an Email Message  



	ADDITIONAL RESOURCES

	· PowerPoint presentations available for download in “Additional Resources” section of EL Civics folder (see desktop of classroom computer).


· Related Websites - see list in “Additional Resources” & live links in shared folder.



	COMPUTER LAB IDEAS

	· Student sends actual email (for an authentic purpose) to teacher, doctor or boss; optional:  bring in copy of email and/or response to share with classmates

· Teacher sends an email to all students requiring a response.  Ss reply to teacher.

Sample email topics:

· What are your learning goals for the term?

· What are three new vocabulary words you learned this week?

· How do you practice using English at home?

· Teacher sets up a Google or Yahoo group for class.  Discuss replying to all (e.g. a group) vs. replying to an individual (e.g. the sender), and demonstrate the difference between the two and when you should choose each.




Task 3 – Handout #1
VOCABULARY:  ONLINE COMMUNICATION THROUGH EMAIL

Adapted from Longman Dictionary of Contemporary English Online (www.ldoceonline.com)

appropriate:
correct or suitable for a particular situation

asynchronous:
users are online at different times and communicate at each person’s convenience

attachment:
file sent along with an email message, with the intention that the recipient will download and open on his/her computer

body:
message of an email

CC:
stands for “carbon copy” and shows the recipient who will receive a copy of the email (BCC = “blind carbon copy” and does not appear to recipient)
digital citizenship:
the ability to participate in society online; includes Internet safety, netiquette, and effective use of online tools and resources
draft:
unfinished email saved to be edited and sent later
e-mail:
messages sent from one person to another using a computer

header:
part of an email that contains the sender, recipient, date, time, CCs and subject

recipient:
person who receives an email

register:
the words, style and grammar used in a particular situation or type of writing (e.g. formal vs. informal)

reply:
response/answer to an email message

sender:
person who sends an email
signature:
part of an email where the sender includes name, affiliation and contact information

spam:
email messages that a computer user has not asked for and does not want to read (e.g. advertising)

style:
using words and communication conventions (e.g. acronyms, emoticons) in a way that is considered correct and/or typical
subject line:

topic an email is about 
tone:
the general feeling or attitude expressed in a piece of writing (e.g. friendly, angry)

username:
part of an email address that identifies the user

This page intentionally blank.

Task 3 – Handout #2
CONVERSATION QUESTIONS – EMAIL
Adapted from http://www.esldiscussions.com/e/email.html  (ESL Discussions: Conversation Questions on Email )

· How important is e-mail to you?
· Do you prefer writing e-mail or real letters with a pen and paper?

· How much time do you spend each day reading and writing emails?

· Who do you email the most?

· Do you ever receive spam?  What do you do with it?

· Have you ever pressed “send” and then wished you hadn’t?

· Do you respond quickly to email?

· Do you prefer checking email on your phone, tablet, or computer?

· Are you worried that others (government, criminals) can read your email?

· What will replace email in the future?
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TASK 3 - Handout #3
Introduction:  Parts of an Email Message
No matter what type of e-mail account you have, most e-mail messages share these common elements:
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There will also be a section at the top or bottom of an email message for attachments.  Look for the graphic of a paperclip!   
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TASK 3 - Handout #4
Introduction:  Elements of Email

The way we communicate has changed dramatically over the past 20 years.  People now use instant messages, Twitter and Facebook updates, and – especially in the workplace – email.  Email is about fast communication, but it still requires attention to common conventions in order to be effective.
Some email is informational and can just be read.  Other messages ask for a response, also known as a “reply.”  To reply to an email message, you need to prepare an answer using appropriate register, style and tone.  In general, email messages are less formal than written letters, but you must consider the recipient in every case and adjust your writing as needed.

Also, keep in mind that non-verbal gestures and tone are often misunderstood online.  If the content of an email conversation involves a conflict or disagreement, you might consider writing a first draft and saving it to edit and send later, after you have had some time to think and reflect.  Because it is challenging to communicate online, it helps to cool down before sending a message so that you are not misunderstood.

If a message asks for a quick, simple answer, then reply right away (e.g. party RSVP):
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TASK 3 - Handout #5
Introduction:  Writing Effective Email Messages
(adapted from “Send Me a Message,” McGraw Hill)
When writing an email message, you need to consider the following:
	Format:  rules for greetings, closings & punctuation


	Rules for email are less formal than letters.  Often, greetings and closings are not necessary.


	Tone:  feeling of the message (professional?  angry?  friendly?)  


	Send me information.

Could you please send me information?

I would appreciate it if you could send me information.

Thanks!

Thank you for your help.



	Level of Formality:  related to tone; depends on your relationship with the reader


	Let me know, OK?

I would appreciate it if you could let me know what you think.



	Functional Language:  requests, suggestions, apologies, complaints


	When communicating with your doctor, you will most likely write requests.


Writing a Request 

A request is when you are not asking for a special favor, and you expect the request to be fulfilled.

· State your main idea in the first or second sentence.  This will save your reader time.  Include any necessary information the recipient will need to fulfill your request.
· Use polite, but not flowery, language.


· Be specific. State exactly what you want.


· Close with a friendly tone in your last paragraph.
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TASK 3 – Handout #6
Activity:  Rewrite an Email Message
Directions:  Work with a partner to label the parts of the email message below.  Then, on another page, rewrite the email message to be clearer.  Remove unnecessary words and try to make the email shorter.  Check the grammar, spelling, punctuation and tone.  Is it appropriate for the recipient?  Is everything clear, well-structured and easy to understand?  

After you rewrite the email, write a reply as if you were the teacher.  What would you say to this student?

1. Label the header, body and signature of this email message.

2. TO whom is the message addressed (the recipient)?  _____________________
3. Who is the message FROM (the sender)?  ______________________________
4. What is the SUBJECT of this email?  Is it appropriate to the topic of the message?  Why or why not?  ________________________________________________________________

________________________________________________________________
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TASK 3 – Handout #6 (KEY)

Activity:  Rewrite an Email Message (ANSWER KEY)

1. Label the header, body and signature of this email message.  

2. TO whom is the message addressed (the recipient)?  Ima Teacher
3. Who is the message FROM (the sender)?  Julie Smith
4. What is the SUBJECT of this email?  Is it appropriate to the topic of the message?  Why or why not? 

Subject is “VERY IMPORTANT MATTER!!!”  It is too general and does not communicate the point of the email (“Registration Problems” or “Trying to Register for Advanced ESL”).  Needs to be more specific to help teacher/reader.
Rewrite Notes:

Email should always start with a greeting, e.g. Dear Ms. Teacher.  Student needs to identify which class (some teach more than one per term).  Tone is demanding, rather than asking for help.  Also needs to include detailed contact info in signature (phone, email address).


Reply Notes:

Teacher should reiterate coupon policy involves attendance and paired CASAS scores.
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TASK 3 - Handout #7
Practice:  Reply to an Email

Directions:  Imagine you received one of the following emails:

1.  School

FROM:

Ima Teacher <iteacher@tastusd.org>
DATE:

January 6, 2014
SUBJECT:
Welcome to the class!

Dear Students,

Thank you for taking this ESL class.  I’m looking forward to a fun and productive term.  Why are you taking this class?  What do you want to practice?  What do you want to learn?  Please reply with your ideas.  It will help me plan the class and make it more valuable for you.

Regards,

Ima Teacher, Torrance Adult School

2. Doctor’s Office

FROM:

Joe Doctor <joedoctor@hospital.org>
DATE:

January 6, 2014
SUBJECT:
New medication

Dear Patient,

Thank you for coming in for your recent checkup.  I wanted to know if the new medication I prescribed is working for you.  Have you noticed a difference?  Please let me know if you have any questions.  

Regards,

Joe Doctor, Torrance Memorial

3. Work
FROM:

I.M. Boss <imboss@business.com>
DATE:

January 6, 2014
SUBJECT:
Thank you

Dear Employee,

Thank you for your extra effort in handling a difficult situation at work yesterday.  You were calm and reasonable, and the customer later apologized for his behavior.  As a thank you, I would like to offer you one extra vacation day during the next month.  Just let me know which day you would like to use before the end of February.  

Regards,

I.M. Boss, XYZ Business
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TASK 3 - Handout #7
Practice:  Reply to an Email (cont.)

Directions:  Choose ONE email from page 15 and write a reply that includes:

( Your contact information:  name, class name and email address
( Answers to the sender’s questions
( A request for help or action

	TO:

	FROM:

	DATE:

	SUBJECT:
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From:		Hideko Sato�Date Sent:	January 8, 2012


To:		Dr. Sally Johnson


Subject:	Change in Medication Strength


�





Dear Dr. Johnson, 





How are you?  I’m writing because I think my medication needs to be adjusted.  As you prescribed at my last visit three months ago, I have been taking 75mcg of Levothroid for my thyroid problem.  However, I am still feeling very sluggish.  Could you please increase my dosage to 100mcg?





I look forward to hearing back from you.





Thanks,





Hideko 





************************************


Hideko Sato


Medical Record #:  008124849


562-555-4491


hsato43@gmail.com








header





body





signature








From:		Julie Smith <jsmith@gmail.com>�Date Sent:	January 13, 2014


To:		Ima Teacher <imateacher@tastusd.org


Subject:	VERY IMPORTANT MATTER!!!


�





I was in your class.  Was very busy and did not go to school in December.  Where is my coupon?  Why didn’t I get a coupon?  I tried to register.  They want me to pay full price.  I don’t want to pay full price because I should have a coupon.





I am a very good student.  Every day I go to register.  They tell me the same thing.  I must pay full price and too late for coupon now.  I don’t like it when they tell me that.





Where is my coupon??????





Julie














From:		Julie Smith <jsmith@gmail.com>�Date Sent:	January 13, 2014


To:		Ima Teacher <imateacher@tastusd.org


Subject:	VERY IMPORTANT MATTER!!!


�





I was in your class.  Was very busy and did not go to school in December.  Where is my coupon?  Why didn’t I get a coupon?  I tried to register.  They want me to pay full price.  I don’t want to pay full price because I should have a coupon.





I am a very good student.  Every day I go to register.  They tell me the same thing.  I must pay full price and too late for coupon now.  I don’t like it when they tell me that.





Where is my coupon??????





Julie
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body





signature
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