Great Ideas Lesson Planner
Lesson Title:  Fortune 500- Do You Know Who Offers the Best?
Subject:  Word Processing
Time Duration:  7-8 hours (4-5 class blocks)
Teacher:   Leigh Anne Parks

 School:  King’s Fork High School
	Content Standards/Competencies:
011
Compose documents, such as letters, reports, tables, and memos representing a variety of formats and incorporating English writing process steps.

012
Produce complex business documents (e.g., text with tables, columns, graphs, graphics, and/or documented material).

013
Proofread copy using software tools and manual techniques.

014
Edit copy (e.g., using software tools and manual techniques).

015
Manipulate text and data through insertion, deletion, cutting/pasting, and copying.
027
Apply principles of graphic layout and design.

028
Use desktop publishing features to enhance the appearance of documents (e.g., graphic boxes and graphic lines).

029
Apply principles of typography (e.g., font sizes and styles).

030
Create documents in varying columnar forms.

031
Design complex tables.

032
Import graphics from various sources (e.g., Internet, clip art, files) into text.
	Related SOL Objectives:

(include all applicable, example English 10.7)

10.4
The student will read and interpret informational materials.

Analyze and apply the information contained in warranties, contracts, job descriptions, technical descriptions, and other informational sources, such as labels, warnings, manuals, directions, applications, and forms to complete specific tasks.

Skim manuals or informational sources to locate information.

Compare and contrast product information contained in advertisements with instruction manuals and warranties.
10.8
The student will edit writing for correct grammar, capitalization, punctuation, spelling, sentence structure, and paragraphing.

Use a style manual, such as MLA (Modern Language Association) or APA (American Psychological Association) to apply rules for punctuation and formatting of direct quotations.

Apply rules governing use of colon.

Distinguish between active and passive voice.

10.11
The student will collect, evaluate, organize, and present information.

Organize information from a variety of sources.

Develop the central idea or focus.

Verify the accuracy and usefulness of information.

Credit sources for both quoted and paraphrased ideas.

Present information in an appropriate format, such as oral presentations, written reports, or visual products.

Use technology to access information, plan, and develop writing.

	1.   DESIRED RESULTS

	Essential Questions
	Knowledge and Skills

	· What are the basic parts of a business letter?
· What is the format for a business letter?
· When should I use a business letter?
· Why should I use a certain format in a table?

· What feature in Word 2007 can enhance a document?

· Why should you use a multiple column document?

· What are the layout principles I need to know in order to effectively design a newsletter?


	Students will know:
· How to locate resources needed to use all parts of a business letter

· How to insert and format tables in Microsoft Word 2007

· How to use clip art, word art, and pictures from files to enhance a document

· How to Organize information in tables
· How to create a minimum of two columns using selected text in a document

· How to insert and format graphics for various layouts 

Students will do:
· Create and format a business letter 
· Design a flyer using Word 2007 features

· Create a multi-column newsletter using graphics and text

· Construct and format tables using advanced table features 

	
	(Subject) Vocabulary

· Full- Block Business Letter
· Table

· Row Height

· Column Width

· Shading/Borders

· Text Direction

· Design

· Layout

· Columns

· Text Wrapping

· Cropping

· Rotating

	2.   STUDENT ASSESSMENT 

	Prior knowledge
· Business letter Formatting

· Use of tables

· Use of Microsoft Word 2007

· Choose features from the Microsoft Word Tabs and Ribbons

· Experimentation with document layouts

· Brainstorming and Planning for designing documents
	Ongoing throughout lesson
· Using references in textbooks and online for formatting and samples of documents
· Peer assessment such as proofreading, ideas for designing

· Utilizing company websites (Fortune 500) in order to determine select information to incorporate in documents 
	By the end of the lesson

· Students will independently format and organize information in tables
· Create flyers and newsletters using effective layout designs and principles

· Use Word 2007 features to increase their knowledge on a company of their choice

	
3.   LEARNING ACTIVITIES/INSTRUCTION 

	Introduction (hook)
WebQuest Introduction(first page) and Questions:

· What Product Do You Really Like?

· Is there a Company you buy from all the time?

· If there was one company you would work for, what company would that be?
	What students are doing
Students are learning about a specific company of their choice, what this company offers that they like or dislike, whether or not they would want to work for this company while learning how to use features in Word 2007.
	Conclusion

Students


	Accommodations
	Required or Supplemental

Materials and Resources

	Extra support-Students who need additional help will have extra resources and time after school and during skills support blocks for additional time and support.
Enrichment or early finishers-Students will write letters to company of their choice requesting information from the company.
Various learning styles-Students will have webquest to follow as well as teacher guidance throughout the process. They will have examples and non-examples show as they complete the various parts of the webquest. 
Limited English proficiency-N/A
	· Computers with Internet Access

· Templates (Microsoft online)
· Online access for research

· Microsoft Word 2007

· Textbooks, previous completed documents from student portfolios

	Related Technology
	Research/Best Practices/Strategy

	· Microsoft Office
	· Engage students by giving them choices in their areas of interest
· Create opportunities for creative, cooperative and independent learning

· Provide concrete examples and products for student learning


	4.   WRAP-UP (5-10 min)

	Evidence of student learning/understanding
	Homework

	· Documents containing the features, principles, that has been effectively formatted (according to rubric in webquest)

· Documents containing specific information from the student’s choice of company composed and formatted according to rubric
	· Extra time or research if needed can be completed at home


	5.   Other Resources Needed/Comments (optional)

	


