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	Content Areas:
	Any content area

	Resources:
	· Enlarged telephone message form

· Recording of a phone message

· Enlarged copy of informally written phone message notes

· Magnadoodle, markers, corrective tape

	Lesson:
	· Discuss messages and what important information a written message should include.

· Playback for students a tape-recorded phone message.  Display “sketchily” written notes taken from the phone message.

· As a group, go through telephone message form and interactively complete the form, discussing how to paraphrase the message without losing important information.  Also emphasize methods and procedures for completing complex forms.

	Extensions:
	· Using individual telephone message forms, have students divide into pairs and practice taking messages, alternating with one student dictating a message and the other writing the message.  Following each dictation, have students edit messages together using class writing standards.

· Provide pre-recorded messages related to current topics of study.  Students listen and record information independently on phone message forms.  Messages may also include specific examples of word analysis and grammatical structures the students are currently studying.



Interactive Editing





Completing Forms


Goal:  Students will understand purposes and procedures for inserting appropriate information into complex forms.





This an example of a telephone message form completed by a class of third grade students.








