
Lesson Plan-Letters BMT-BT-3

Activity 3:

Materials Needed : Business Letter Information: FBLA Format Guide.pdf , Worksheet: Business Letter Parts.pdf (one copy for each student), Business letters cut into parts, Computer Access, Microsoft Word

Lesson Process: After giving an overview of the order and parts of a business letter the teacher should have students divide into small groups. Within the groups created, the teacher should distribute a 

section of a business letter to each member of the group. The groups should then arrange themselves in the correct order of a business letter. Students will then present their order to the class. Teacher will 

then pass out the worksheet for students to work on individually for about 10 minutes. Teacher should go over the worksheet with the class, allowing for students to explain their answers. Once students have 

an understanding of the organization of a business letter, they should begin composing their own. Assign the students a specific person or company to send their letter to. Teacher should review all letters 

when complete. Teacher may create a ticket out the door for students to complete before leaving class.

Differentiation: Students may be paired to help those students who are struggling with creating and organizing folders

Intervention: Students can get one-on-one help from teacher after first seeking help from a classmate.

Curriculum Connections: This integrates the use of technology by having students create a business letter on Microsoft Word after learning the organization of a business letter.
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Grading Rubric and Directions

Letter Rubric for Ja’NiyaAvery

Excellent letter. Your corrections were made and letter is properly formatted Grade:100


