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LESSON PLAN 

Subject English 

Topic Letter Writing (Writing Skills) 

Date   dd/mm/yyyy 

Class   IX-XII 

Duration   40 minutes 

 

 

1 Learning Outcomes: 

1.1 To recall the basic structure of sentence. 

1.2 To recognise the types of letters. 

1.3 To compose different types of letters in day-to-day life. 

1.4 To improve social skills – sending greetings, saying ‘thank you’, sending an invitation, offering help 

or support etc. 

1.5 To exchange ideas and opinions.  

1.6 To write about some personal experience. 

1.7 To create interest of students in English language. 

1.8 To ask for information – formally or informally. 

1.9 To enable students to write good/correct English. 

2 Learning Objectives: 

By the end of the lesson, the students will be able to –  

2.1  recall the basic structure of sentence. 

2.2  recognise the types of letters. 

2.3 compose different types of letters in day-to-day life. 

2.4 improve social skills – sending greetings, saying ‘thank you’, sending an invitation, offering help or 

support etc. 

2.5 exchange ideas and opinions.  

2.6 write about some personal experience. 

2.7 create interest of students in English language. 

2.8 ask for information – formally or informally. 

2.9 enable students to write good/correct English. 

3 Learning Resources: 

3.1 Flash Cards 

3.2 Presentation on Letter Writing 

3.3 Smart Board/ Chalk Board 

 

4 Previous Knowledge Assumed: 

It is assumed that- 
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4.1 students have basic knowledge about sentence formation and basic to intermediate lexical terms and 

idioms. 

4.2 students know the purpose(s) for writing letters. 

5 Previous Knowledge Testing: 

5Es Teacher’s Activity Students’ Response Chalkboard/ 

Interactive Board 

Activity 

E
x
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E

n
g
a

g
e What are the means of communication now-

a-days? 

E-mail, SMSs, sending 

messages on social media 

(WhatsApp, Facebook, 

Twitter, Discord etc.) etc.  

 

What were the means of communication in 

olden times? 

Pigeons, Messengers, 

Telegrams, Letters etc. 

 

Do you know how to write letters? No response  

 

6 Announcement of the Topic: 

 
Well dear students, today we will discuss writing skills topic ‘Letter Writing’. 

 

 

7 Presentation: 

5Es Teacher’s Activity Students’ 

Activity 

Chalkboard/Interactive 

Board Work 
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in

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 

First of all, the teacher defines the term ‘letter’. 

Definition of Letter: 

A written message conveyed from one person to 

another.  

 

We come across various types of letters in our day-to-

day life: 

 Letter to friends or family 

 Letters to Principal 

 Letter to Editor 

 Letter to Authorities 

 Business Letters 

 Job Applications 

 

We can broadly classify them in two categories. 

 Formal Letters 

 Informal Letters 

Students are 

carefully 

listening to 

the teacher 

and writing 

main points in 

their 

notebooks.  

 

After the 

teacher 

completes his 

explanation, 

students ask 

their doubts 

(if any). 
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Now the teacher describes two types of letters: 

Definition of Formal Letters: 

A formal letter is a letter, written in formal 

language, in fixed format, for official purpose. 

Students are 

listening 

carefully 

and 

clarifying 

their doubts 

(if any). 

The 

students are 

taking notes 

in their fair 

notebooks. 

 

Definition of Informal Letters: 

A letter written in a friendly manner, to someone 

you are familiar with, is called informal letter. 

Students are 

listening 

carefully 

and 

clarifying 

their doubts 

(if any). 

The 

students are 

taking notes 

in their fair 

notebooks. 

 

Now the teacher explains the types of formal 

letters: 

 

Students are 

listening 

carefully 

and 

clarifying 

their doubts 

(if any). 

The 

students are 

taking notes 

in their fair 

notebooks. 

 

The teacher now explains the tips and tricks to 

write a formal letter: 

 

 

Students are 

listening 

carefully 

and 

clarifying 

their doubts 

(if any). 

The 

students are 

taking notes 

in their fair 

notebooks. 

 

Now the teacher goes on explaining the format for 

formal letter and the terms used in the format: 

 

 

Students are 

listening 

carefully 

and 
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clarifying 

their doubts 

(if any). 

The 

students are 

taking notes 

in their fair 

notebooks. 

 

 

 

 

 

 

 

 

 

(Both of these should be explained 

thoroughly) 

 

* 

 

 

 

 

 

 

 

 

 

 

 Sample letter for clarifying doubts regarding   
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format of formal letter: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8 Recapitulation 

Teacher’s Activity Students’ Response 

The teacher will ask the following quetions: 

 What is a letter? 

 How many types of letters are there? Name 

them. 

 What is a Formal letter?  

 What is the format of a formal letter? 

Students will give answers of these 

questions. 

 

 

9 Homework/Activity 

9.1 Write letters on the following topics in your fair notebook- 
9.1.1 You are Abhinav/Abhilasha of B-22, M.C. Colony, Bhiwani. You are concerned about an 

increase in road accidents in your city. Write a letter to the editor of The Tribune suggesting 

ways and means to check these accidents.  
9.1.2 You are Shobha/Shubham of 122, Vikas Nagar, Hisar. Your colony is facing a problem of 

supply of polluted and dirty water for a long time. On behalf of the residents of your colony, 

write a letter to the Chairman, Jal Board Nigam, Panchkula complaining about the same and 

resolving it as soon as possible.   
9.2 Refer to the library or to the internet to read letters written by famous personalities and freedom 

fighters. 


