Teacher’s guideline

2007-2008 (2nd Term) P.6 Writing task (Ex. 1)
Formal Personal Correspondence by Electronic Mail (email)

NB: Inform students that the difference between writing an email and writing a traditional letter by post is minimal.

Task A: Subject Lines and "To" & "From" Lines

Ask the students if they know what a subject line entails.

Tell the students a subject lines tend to be brief and give the receiver a clear idea of the subject of the email in question.

Get the students to write the subject lines for these email messages.

Task B
      Now would be a good time to introduce some of the rules of sending electronic  

      mail.

Just as with writing a formal personal correspondence by traditional letter, writing an email requires an opening stating the purpose of the email, a main body outlining your key points or queries and a complimentary closing. 

HOWEVER electronic mail tends to be slightly more informal in its forms of address. For example, a more common salutation would be "Hi (name of receiver)" and a more common complimentary closing would be "Regards". 

Students could spend some time reading the points on A Beginner's Guide to Effective Email.
Task C
There is an example the students should study before attempting this task.

http://english.unitecnology.ac.nz/resources/units/10792/home.html
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Suggested questions to help students organize their ideas.
	(How are you?)

<Opening of the email>

Thanks for your email. 
	
	

	
	
	(Will you meet Jane at nine o’clock in the morning at the Exit D of the Hong Kong MTR station)

Why? / Why not? / Any new suggestions?



	(Should we make some food?)

According to Jane’s suggestions, what kind of food can David prepare? Why? 

	
	

	
	
	Places to visit.  Do you agree with Jane’s suggestions?  Why or why not?



	What other place (1) you would like to visit after visiting the website? Why? 

	
	

	
	
	What other place (2) you would like to visit after visiting the website? Why? 



	
	
	


2007-2008 (2nd Term) P.6 Writing task (Ex. 1)                     Student’s version
Part A: Read the following email.

	To: David, Kate, Joe                                                     

Subject: Our trip to Ocean Park                                            

Hi David, Kate and Joe, 

How are you? Today is Saturday and we do not have much time to prepare for our trip to Ocean Park.  I have found the route to the park.  Next Thursday, we shall meet at nine o’clock in the morning at the Exit D of the Hong Kong MTR Station.  From there, we shall take a bus to the park.

I think we should bring our own water.  Should we make some food?  I think we can prepare some sandwiches, chicken wings and sausages for the trip.  I am going to make some chicken wings.  Can anyone of you prepare the sandwiches and the sausages?

I watched the weather report yesterday.  It will be cloudy and cool.  We don’t need to bring caps or hats.  However, there may be showers.  Remember to bring an umbrella.

I have visited the website of Ocean Park. I would like to visit the Bird Paradise, Marine Land, Headland Rides and Giant Panda Habitat.

What do you think?  You can visit the websites as well. 

http://www. oceanpark.com.hk/f_index.html


Yours,

Jane

	


Part B: Read the features of an email, then write the number (1,2,3,4,5) in 
        appropriated boxes above.
The features of an email:
	1
	Complimentary closing is a little more informal, often using “regards”, “yours” before
the name.

	2
	Opening sentence is brief and states purpose. (The reason why Jane sent this email.)

	3
	Subject line is clear and comprehensive.

	4
	Paragraphs are short and often carry one single idea.

	5
	Greeting is a little more informal.


Part C1: Can you help David write in about 80 words to reply Jane? First fill in the graphic organizer.
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
	
	


Part C2: According to the format below, write the reply email on the paper.

To:  Jane                                                               
Subject: Re: Our trip to Ocean Park                                       
__________________,

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
___________________,

___________________
The rubrics for a reply email
	Name: ___________________________
	Date: _______________________


	Class: 6(     )


	 Content
	30-40
	16-29
	0-15

	Main/Topic Idea Sentence
	Main/Topic idea sentence is clear and correctly placed in appropriate paragraph. 
	Main/Topic idea sentence is unclear and incorrectly placed.
	Main/Topic idea sentence is unclear and incorrectly placed, without paragraphing. 
	____

	Elaborating Detail Sentence(s)
	Each supporting detail sentence has three or more elaborating detail sentences.
	Each supporting detail sentence has at least two elaborating detail sentence.
	Each supporting detail sentence has one elaborating detail sentence.
	____

	Appropriateness
	Response was appropriate and delivered in an ideal manner.
	Response was appropriate.
	Response was inappropriate.
	____

	Organization Of Thought
	Work is clearly organized and includes a diagram or step-by-step analysis.
	Disorganized approach to the problem.
	Lacks organization of thought.
	____

	Language
	21-30
	10-20
	0-9
	

	Grammar, Format, and Spelling
	The final body of work had 3-5 grammar, spelling, and formatting errors. Use at least 5 cohesive devices.
	The final body of work had no more than 10 grammar, spelling, and formatting errors. Use at least 3 cohesive devices.
	The final body of work had major grammar, spelling, and formatting errors. Use at least 2 cohesive devices.
	____

	Punctuation & Capitalization
	Punctuation and capitalization are correct.
	There are two or three errors in punctuation and/or capitalization.
	There are four or more errors in punctuation and/or capitalization.
	____

	 
	 
	 
	Total:-----
	____


TEACHER COMMENTS

	
	Content & organisation
	
       40

	
	Language

(Grammar, format, spelling, punctuation & captialization)

Total
	       
       30

       70


