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	PREPARATION:  Summary of “to do’s” that the teacher should understand and prepare before bringing this lesson to the classroom.

	
Information
Before starting this exercise,students should have an understanding of material covered in

· Reading: Technical Communications
Tools
· Internet
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	SAFETY:  Summary of safety strategies in the lesson.

	
There are no safety strategies for this exercise.
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	DESIRED RESULTS:  

	ESTABLISHED GOALS:
	
	TRANSFER:

	
Problem Solving Techniques and Applications Standards:

Teachers should use the STEM Academy Standards Correlation System available in the STEM Connections area of a unit to extract specific standards and insert these standards here.




















	
	
	Students will be able to independently use their learning to…

· Describe effective communication methods


	
	
	MEANING:

	
	
	UNDERSTANDINGS
Students will understand that...

· Technical communication skills are vital in communicating ideas in a professional manner to peers or superiors
	ESSENTIAL QUESTIONS
Students will keep considering...

· How they could improve their technical communication skills
· How they could better present ideas

	
	
	ACQUISITION OF KNOWLEDGE AND SKILL:

	
	
	Students will know...

· Oral and written communication skills through assignments and learning activities


	Students will be skilled at...

· Presenting technical ideas in a professional manner
· Communicating ideas 
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	EVIDENCE:  

	EVALUATIVE CRITERIA:
	
	ASSESSMENT EVIDENCE:

	
· Completion
· Correct formatting
· Correct answers 
	Performance Task(s): 

Write a Memo
In this activity, students will learn how to write a professional memo.


	
	
Other Evidence:  

· Online unit test
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	LEARNING PLAN:  Summary of Key Learning Events and Instruction

	
Outline:

1. Set Introduction
Pass around several examples of official memos through your class. This will assist them in writing their own.

2. Write a Memo
Today’s activity will require your students to write a memo. First have them review pages 24-26 of the online document Technical Communication. This section will help refresh their memory of how to properly write a memo.

3. Submit Memo
[bookmark: _GoBack]Each student will be responsible for his or her own work and will submit it online.

Progress Monitoring:
· The instructor will need to monitor the classroom, checking students’ work and ensuring students are on task and following directions 
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	DIFFERENTIATION:  Summary of Key Differentiation Techniques

	
Please use this space to insert your differentiation techniques.  Depending on the needs of students, various techniques might be needed in a classroom, therefore use the information below and experts in the area needed to design your plan for differentiation.



The ASCD Study Guide for Integrating Differentiated Instruction and Understating by Design: Connecting Content and Kids.
by Carol Ann Tomlinson, Jay McTighe

Integrating Differentiated Instruction and Understating by Design: Connecting Content and Kids.
by Carol Ann Tomlinson, Jay McTighe
ISBN-13: 978-1416602842   
ISBN-10: 1416602844

Differentiating Reading Instruction
by Laura Robb.
ISBN13: 9780545022989

A Teacher's Guide to Differentiating Instruction
The Center for Comprehensive School Reform and Improvement
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	CAREER CONNECTIONS:  Summary of Career Opportunities Associated with this Lesson

	
Please use this space to insert careers that might be connected to this lesson. This section will need continuous updating as new careers and emerging technologies change the opportunities available in the workforce.

Good sources for career connections:

Occupational Outlook Handbook
http://www.bls.gov/ooh

The National Career Clusters® Framework
http://www.careertech.org/career-clusters
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	KEYWORDS:  Please Insert Keywords from this Lesson with their Definitions

	
COMMUNICATION – the imparting or interchange of thoughts, opinions, or information by speech, writing, or signs

VERBAL – of or relating to words

VISUAL – of or relating to seeing or sight
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