Project SHINE / SPIRIT2.0 Lesson: 

Writing the Thank You Note
==========================Lesson Header ==========================

Lesson Title: Writing The Thank You Note:  It’s Not Old-Fashioned, It’s Good for Business!
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Instructional Component Used: Communication

Grade Level: 12

Content (what is taught): 

· Value and importance of gratitude in a business setting

· Various business situations that might call for a handwritten written thank you

· How to write a thank you note that is appropriate to a variety of business situations

Context (how it is taught):

· Read what successful business leaders say about the value of written thanks
· Look at examples of proper business thank you notes
· Analyze the components of a proper business thank you note

Activity Description:

This lesson will expose students to the value of written thanks in the business world and how to write thank you notes appropriate to various business situations.
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Standards:

Technology:
Materials List:

· Teacher selected materials from the web and books

· Paper

· Pens
Asking Questions: (Writing the Thank You Note)
Summary: The questions will prompt students to think about the culture of technology and its effect on the writing of notes and letters sent via the post office, rather than by phone or computer.  Students will consider the differences between digital communication (emails and texts) and paper communication (notes and letters).  
Outline: 

· Students will reflect on how technology has affected written forms of communication

· Students will consider the ways in which a handwritten note is different from a text or email

· Students will discuss their own experiences receiving and sending traditional notes and letters

· Students will discuss the occasions/situations the writing and sending of traditional notes and letters
Activity: 

Students will answer the questions on a survey sheet first.  Then they will use their answers to engage in a group discussion/exploration of the topic.
	Questions
	Answers

	When is the last time you received a note or letter by snail mail?
	

	When is the last time you wrote a thank you note or letter?
	

	In what ways has our culture of technology affected the writing of notes and letters on paper?
	

	In what ways is a written note or letter different from an email or text?  
	

	What are some situations in which it might be more appropriate to send a handwritten note or letter, rather than email or text?
	


Resources:
· Teacher-made questionnaire

Exploring Concepts: (Writing the Thank You Note)
Summary: Students will explore how the expression of gratitude through the written thank you has value in the business world.  
Outline: 

· Students will read what successful business people have to say about the reasons for writing thank you notes.
· Students will read sample business thank you notes written for different business scenarios.

· Students will discuss the differences between sending a written thank you note and an email or text.

Activity: Students will read information from various sources that convey the importance of written thanks in the business world and discuss the implications.  They will also look at samples of business thank you notes and discuss the different situations for which they were written.
Resources:

Teacher-Selected Materials
· “The Art of the Thank You Note.” < http://www.thesimpledollar.com/2007/02/14/the-art-of-
     thank-you-note/#comments>.

· “Writing a Thank You Note.”< http://www.dailywritingtips.com/writing-a-thank-you-note/>.
· “How to Write a Business Thank You Note.” <http://www.wikihow.com/Write-a-Business-   

     Thank-You-Note>.

· Appleman, Jack E.  Ten Steps to Successful Business Writing.

· Isaacs, Florence.  Business Notes:  Writing Personal Notes That Build Professional

     Relationships.

· Kelly, April.  Gratitude at Work: How to Say Thanks, Give Kudos, and Get the Best From Those You Lead.
· Shepherd, Margaret.  The Art of the Personal Letter:  A Guide to Connecting Through the 


     Written Word.
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Shepherd, Margaret.  The Art of the Handwritten Note:  A Guide to Reclaiming Civilized

     Communication.

Instructing Concepts: (Writing the Thank You Note)
Communication

Communication is a two-way process related to the transfer of information from one person to another.  There has to be an initiator and a receiver for communication to take place.  In the most general terms, it can be thought of as the exchange of thoughts, opinions, information, and feelings for the achievement of a common goal.  

Communicate Effectively to Multiple Audiences

When communicating information you must be aware of whom your audience is and adapt your methods to fit each unique audience.  For instance you would communicate information very differently to a group of business people from the chamber of commerce than a group of middle school students.  The content can be very similar but your delivery must be tailored to fit your audience.

Communicate Effectively Using a Variety of Media

Communication in the 21st century is very different than it was even several years ago.  When conveying your ideas there are many different technologies available.  It could be by e-mail, telephone, web conferencing, texting, blogging, discussion boards, traditional written methods, or verbally.  This list is not exhaustive but is presented to show the diversity of communication methods.  When choosing the media that you will use to communicate, you should consider the information to be transmitted and your audience very carefully.  The reason is to insure that you choose the most efficient and the least likely method to be misunderstood.  Remember the goal of communication is the successful transfer of information.  If the wrong media type is used it is possible that communication will be ineffective.

Develop Cultural and Global Awareness

In this world with a global economy, rapid travel, instant communication, and instantaneous news it has become critical that we develop a multicultural awareness.  The people that we are communicating with may very well have different backgrounds, values, and customs.  If we are to understand each other and create quality communication, we must be aware of these differences.  This multicultural awareness is a critical component for effective communication.  With it communication flows freely in both directions and common goals can be easily achieved.  Without multicultural awareness misinterpretations and poor communication will be commonplace.

Organizing Learning: (Writing the Thank You Note)
Summary: Students will explain why thank you notes are important in today’s business world, list some business situations for which a thank you note would be appropriate, and read sample business thank you notes, analyzing them for structure and content.

Outline:
· Students will explain the value of a business thank you notes.
· Students will name the various business situations that may call for a written expression of thanks.

· Students will analyze sample thank you notes for their structure and content.

Activity: In this lesson, students will discuss the importance of written thank you notes in business, as well as the various situations in which a thank you is appropriate. Students will then analyze several sample business thank you notes, noting the content and structure.
Resources: Teacher selected examples of business thank you notes.  These can be found on the web or in business books, such as the following:

· “The Art of the Thank You Note.” < http://www.thesimpledollar.com/2007/02/14/the-art-of-
     thank-you-note/#comments>.

· “Writing a Thank You Note.”< http://www.dailywritingtips.com/writing-a-thank-you-note/>.
· “How to Write a Business Thank You Note.” <http://www.wikihow.com/Write-a-Business-   

     Thank-You-Note>.

· Appleman, Jack E.  Ten Steps to Successful Business Writing.

· Isaacs, Florence.  Business Notes:  Writing Personal Notes That Build Professional

     Relationships.

· Kelly, April.  Gratitude at Work: How to Say Thanks, Give Kudos, and Get the Best From Those You Lead.
· Shepherd, Margaret.  The Art of the Personal Letter:  A Guide to Connecting Through the 


     Written Word.
· Shepherd, Margaret.  The Art of the Handwritten Note:  A Guide to Reclaiming Civilized

     Communication.

Understanding Learning: (Writing the Thank You Note)
Summary: Students will write essays that summarize what they have learned about the value of thank you notes in the business world.  Students will also write thank you notes appropriate to a select number of business scenarios.
Outline: 

· Formative assessment of communication

· Summative assessment of communication
Activity: Students will be assessed on their understanding of communication by writing.

Formative Assessment

As students are engaged in the lesson ask these or similar questions:

1) How has technology made the thank you note seem obsolete?

2) Why is it important to write thank you notes in business situations?

3) What is the value of this type of handwritten communication?  How is it different from an email thank you or one that is sent by text?
Summative Assessment

Students can answer the following writing prompt:
Describe why the business thank you note is an important means of communication.  Be sure to include how different forms of thank you notes can affect the communication process in a positive or negative way.

Performance Assessment

1) Students will be given several imaginary business scenarios and will write appropriate thank you notes for two of them.

2) Students will write an essay that addresses the formative assessment questions.
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