
Lesson Plan  
 

WRITING AN INFORMAL LETTER 
 

Background on Lesson 
 

• Context: What kind of teaching situation/school setting is the lesson based on?  

 Group of 20 adult immigrant ESL students from Washington, D.C. 

 Age:  Mid 20s to 50s 

 Level: High intermediate 

 Length of class:  60 minutes 

• Learner Needs: What do the learners need/want to learn? 

 They need to improve their social and professional language for job opportunities. 

• Objectives/Aims: What will your students know or be able to do as a result of this lesson? 

 Objective:  The students will learn to write an informal letter to their classmates. 

 Aim:  To prepare them to write a business letter during another lesson. 

• Assumptions: What are you assuming in terms of student background knowledge?  

 This is not the first or last class in the course for these learners. 

• Language Analysis: What new grammar and vocabulary will this lesson target?  

 Vocabulary:  parts of a letter (salutation, body of letter, closing) 

 Grammar review:  past, present, and future tenses 

• Anticipated Problems and Solutions: What could go wrong? What backup plans do you 

have?  

 The lesson could take longer than anticipated.  Be prepared to continue the lesson at 

  the next class. 

 



• Materials: What materials will you use? How will you adapt them? 

 I would create my own letter as an example for the students. 

• Timing/Sequencing: How much time will you need?   

 60 minutes 

• Assessment: How will you measure what your students can do? 

 The students will write a sentence that sums up their partner’s experience and turn in  

 the paper along with their letter for the teacher to review. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Lesson Plan Template 

Objective:  The students will learn to write an informal letter to their classmates.  

Stage Procedure Materials Time 

Warm up The students will be in pairs before the 
lesson begins.  The teacher will ask the 
students about their letter writing 
experience.  Who do they send letters to?  
Do they send letters by snail mail or email?  
Why is it important to write properly even 
when the letter is informal?  What is their 
impression of people who write correctly 
versus people with poor grammar and 
punctuation?  The teacher will provide a 
sample letter of her experience when she 
first visited Nepal and go over it with the 
class.   
 
New vocabulary: 
Parts of a letter -- 
Date 
Salutation 
Body (refer to the past, talk about the 
present & future) 
Closing 
Signature 
 
Grammar review:  Past, present, and future 
tenses  
 

Handout of teacher’s 
informal letter 

10 - 15 minutes 

Activity 1 The students will brainstorm ideas of what 
was strange, funny, good, and bad upon 
their arrival in the United States. 

n/a 10 minutes 

Activity 2 The students will write a letter to their 
partner. 

n/a 10 - 15 minutes 

Activity The students will exchange letters and 
compare experiences with each other. 

n/a 10 minutes 

Assessment Students will write a sentence that sums up 
their partner’s experience and turn in the 
paper for the teacher to review along with 
the letter they wrote. 

n/a 5 minutes 

Wrap up I will ask the students to think about how 
they would mail the letter and address the 
envelope for the next class. 

n/a 5 minutes 



 
 
 


