
	Content Areas:
	Any content area

	Resources:
	· Shared reading

· Magnadoodle, markers, poster paper, corrective tape

	Lesson:
	· Read a shared reading relating to the current topic of study.

· Explain the information from this reading needs to be included in a message to a specific audience (principal, business, teacher, parent, etc.)

· Discuss the difference between personal and impersonal language.  Discuss specific situations requiring the use of each, as well as specific audiences.

· As a class summarize and negotiate text, while the teacher provides guidance for the proper construction of memos.

· Interactively write the memo.

	Extensions:
	· Individually or in pairs, write memos exploring other formats (e.g. formal, informal, etc.)

· Take the message from a formal memo and write an informal postcard.

· Divide students into groups or pairs.  Give each a different article or page from an article about the current topic of study.  After reading the text, each group writes a memo to the class covering the information in the article.  Edit for spelling, punctuation, and meaning before distributing to the class.  Each student compiles a book of memos for unit information and references for memo styles and formats.



NOTE:  I don’t have a picture for this…we wrote one last year, I guess I forgot to take a picture!  (  

Interactive Editing





Business Writing


Goal:  Students will organize and write an informational memo.














