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Student Learning Objectives
After completing these activities, students will …
1. Understand the importance of different types of thank you letters.
2. Develop and create different formats of thank you letters.
3. Identify components of thank you letters.

Time Required:  90 minutes
Resources:
1. FFA.org
2. Book: Wait, How Do I Write This Email? by Danny Rubin 

Equipment and Supplies Needed:
1. A copy of the “Searching for a Thank You” worksheet for each student
2. A copy of the “Let’s Write It!” worksheet for each student 
3. A copy of the “Leveling Up: Insight into Thank You Letters” worksheet for each student 

These activities are aligned to the following standards:
FFA Precept
· FFA.PL-A.Action: Assume responsibility and take the necessary steps to achieve the desired results, no matter what the goal or task at hand.
· FFA.PL-C.Vision: Visualize the future and how to get there.
· FFA.PL-F.Continuous Improvement: Accept responsibility for learning and personal growth.
· FFA.PG-I.Professional Growth: Assume responsibility for attaining and improving upon the skills needed for career success.
· FFA.CS-M.Communication: Effectively interact with others in personal and professional settings.
· FFA.CS-O.Flexibility/Adaptability: Be flexible in various situations and adapt to change.
· FFA.CS-P.Technical/Function Skills in Agriculture: Obtain knowledge and skills needed for a career in agriculture and related industries.
AFNR Performance Element
· CS.05. Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources career pathways.
Common Career Technical Core
· AG5: Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources Career Pathways.
Common Core- Reading: Informational Text
· CCSS.ELA-Literacy.RI.9-10.2 Determine a central idea of a text and analyze its development over the course of the text, including how it emerges and is shaped and refined by specific details; provide an objective summary of the text.
· CCSS.ELA-Literacy.RI.9-10.4 Determine the meaning of words and phrases as they are used in a text, including figurative, connotative, and technical meanings; analyze the cumulative impact of specific word choices on meaning and tone (e.g., how the language of a court opinion differs from that of a newspaper).
Common Core- Writing
· CCSS.ELA-Literacy.W.9-10.2 Write informative/explanatory texts to examine and convey complex ideas, concepts, and information clearly and accurately through the effective selection, organization, and analysis of content.
Common Core- Speaking and Listening
· CCSS.ELA-Literacy.SL.9-10.4 Present information, findings, and supporting evidence clearly, concisely, and logically such that listeners can follow the line of reasoning and the organization, development, substance, and style are appropriate to purpose, audience, and task.
Common Core- Math Practices
· MP1: Make sense of problems and persevere in solving them.
· MP3: Construct viable arguments and critique the reasoning of others.  
· MP6: Attend to precision.       
AFNR Career Ready Practices
· CRP.02. Apply appropriate academic and technical skills. Career-ready individuals readily access and use the knowledge and skills acquired through experience and education to be more productive.
· CRP.04. Communicate clearly, effectively, and with reason. Career-ready individuals communicate thoughts, ideas and action plans with clarity, whether using written, verbal and/or visual methods.
· CRP.06. Demonstrate creativity and innovation. Career-ready individuals regularly think of ideas that solve problems in new and different ways, and they contribute those ideas in a useful and productive manner to improve their organization.
· CRP.08. Utilize critical thinking to make sense of problems and persevere in solving them. Career-ready individuals readily recognize problems in the workplace, understand the nature of the problem, and devise effective plans to solve the problem.
· CRP.10. Plan education and career path aligned to personal goals. Career-ready individuals take personal ownership of their own educational and career goals, and they regularly act on a plan to attain these goals.
· CRP.11. Use technology to enhance productivity. Career-ready individuals find and maximize the productive value of existing and new technology to accomplish workplace tasks and solve workplace problems.
Partnership for 21st Century Skills 
· Communication
· Critical Thinking and Problem Solving
· Flexibility and Adaptability 
· Initiative and Self-direction
· Leadership and Responsibility
· Information, Communications, and Technology Literacy
· Financial, Economic, Business, and Entrepreneurial Literacy

Lesson Plan: 
1. Bell Ringer: To introduce students to the lesson for the day ask these two questions:
1) What should be two components of a thank you letter?
2) What are two reasons for writing a thank you letter?

2. Introduction: 
Explain that this lesson is all about creating the perfect thank you letter and adapting it for the appropriate situation.  Many young adults today often do not value or understand the importance of creating and sending a thank you letter, whether it is after an interview or for a fellow co-worker.     

3. Activity 1: Each student needs a copy of the handout “Searching for a Thank You.”
To understand how to create and adapt a thank you letter for a specific situation one must first research the different formats of thank you letters and the situations in which they may be used.  

Students can perform this first activity individually or you can pair them up. Have students research the different types of thank you letter formats. As students are performing this research, they should complete the handout that goes with this activity. After ample time is given to complete this activity, have students share and discuss their findings.  

Activity 2: Students will need a clean sheet of notebook paper for this activity. Working individually, students will need to choose one situations in which a thank you letter would be appropriate. Once students have those situations chosen, they will write a thank you letter for the situation. Students can reference the format based on the research they did in the first activity.

Activity 3:  Each student needs a copy of the handout “Let’s Write It!”
a. Each student will complete this activity on their own. They will practice writing a thank you letter to a co- worker or customer for going above and beyond. Reference the template provided on page 1 of the handout.  Page 2 is where the student can write his or her own letter.  
b. Example co-worker scenario: A co-worker has nominated you for a service award. You want to write a letter thanking them for nominating you for the award.
c. Example customer scenario: It is customer appreciation week, and a husband and wife have been loyal customers to your family business for numerous years. In addition to the other customer appreciation perks, you want to write a special letter to thank them for their continued business over the years.

Activity 4: Have students pair up. Students will exchange their thank you letter and have their partner critique their letter using the “Critiquing Thank You Letters” rubric.  

Activity 5: Using the “Job Interview Thank You” worksheet, have students write a second thank you letter to a potential employer with whom they just interviewed. The rubric from Activity 4 should be used to score the job interview thank you letter. 

4. Follow-up: Have students write thank you letters to their guidance counselor, principal, vice principal or nurse to express appreciation for their hard work and dedication.

5. Leveling Up: 
a. Have the students interview a human resources person within a company. Have students take the “Insight into Thank You Letters” worksheet and answer the questions during their discussion.  

6. Exit Ticket: Have students share with their seat partner three things they learned from the lesson and one way they will implement this in seeking jobs.  


[image: ]Unit 6: Follow-up Correspondence 

  
[image: ]

[image: ]
Activity 1: Searching for a Thank You           Aligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Using the website http://jobsearch.about.com/od/thankyouletters/tp/types-of-thank-you-letters.htm), search for 2 different formats of thank you letters and answer the following questions.

Thank you letter – Format 1
 
1. Who is the audience for this thank you letter?












2. How does the writer begin the first paragraph of the letter?













3.How does the writer summarize the end of the letter? 
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Explain in one sentence why the first paragraph and summary are so important to have an effective thank you letter. 













Thank you letter – Format 2

1. Who is the audience for this letter?














2. How does the writer begin the first paragraph of the letter?














3. How does the writer summarize the end of the letter?
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Activity 3: Let’s Write It!Aligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Practice writing a thank you note to a co-worker or customer who went above and beyond (use Let’s Write It! Handout page 2). Reference the template below to write your own thank you letter.
Example co-worker scenario: A co-worker has nominated you for a service award. You want to write a letter thanking them for nominating you for the award.
 
Example customer scenario: It is customer appreciation week, and a husband and wife have been loyal customers to your family business for numerous years. In addition to the other customer appreciation perks, you want to write a special letter to thank them for their continued business over the years.

This template comes from Wait, How Do I Write This Email? by Danny Rubin.

   Subject line: Thank you again for [how the person helped you. For instance, “help on the financial report”]

    Hi [first name],

    Thank you so much for the help recently.  [Then, be specific and let the person know exactly how he or she helped. For  
    instance, “The year-end financial report was a huge task, and it was great to have your knowledge and assistance 
     to finish the job.”] 

    Please let me know how I can help with your own projects.  I’m more than happy to lend a hand.

    NOTE: Always offer to return the favor.  

    Thanks again and have a great day.

   -Your first name
    Email signature 

     Used with permission from Danny Rubin/News To Live By LLC









Activity 3: Let’s Write It! Aligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Use the following space to practice writing your thank you letter to a co-worker or customer that has gone above and beyond.



















			

















Activity 4: Critiquing Thank You LettersAligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Find a partner and exchange the thank you letters you both just wrote. Use the following rubric to evaluate your partner’s thank you letter. 

	Indicator
	Very strong evidence of skill (5–4 pts)
	Moderate evidence of skill (3–2 pts)
	Weak evidence of skill (1–0 pts)
	Points Earned

	Format
	The document was directed to the appropriate person with an appropriate address and salutation. The level of formality was appropriate for the type or correspondence.
	The document was somewhat directed to the appropriate person with an appropriate address and salutation with minor errors. The level of formality was generally appropriate for the type of correspondence. 
	The document was not directed to the appropriate person. No address or salutation was included. The level of formality was not appropriate.
	

	Content
	Effectively expressed appreciation and appropriately reiterated their qualities; expressed interest and appropriately stated provisions for follow-up
	Attempted to express appreciation and generally reiterated their qualities; generally expressed interest and attempted to state provisions for follow-up
	Did not attempt to express appreciation; did not attempt to reiterate their qualities; did not attempt to express interest or state provisions for follow-up
	

	Grammar/
Punctuation/
Spelling
	Spelling, grammar and punctuation were extremely high quality with two or less errors in the document.
	Spelling, grammar and punctuation were adequate with three to five errors in the document.
	Spelling, grammar and punctuation were less than adequate with six or more errors in the document.
	

	Overall Impression
	Writing was legible and 5 or more sentences in length. 
	Writing was difficult to read, and length was generally appropriate (3 to 4 sentences.
	Writing was illegible, and length was inappropriate (less than 3 sentences).
	


											    Total: ___/20








Activity 5: Job Interview Thank YouAligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Write a thank you note to send to a potential employer with whom you just completed an interview. 



































Insight into Thank You LettersAligned to the following standards:
CS.05; FFA.PL-A; FFA.PL-C; FFA.PL-F; FFA.PL-I; FFA.CS-M; FFA.CS-O; FFA.CS-P; AG5; CCSS.RI.9-10.2; CCSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.4; MP1; MP3; MP6; CRP.02; CRP.04; CRP.06; CRP.08; CRP.10; CRP.11

Directions:
Identify a human resource person within the school district or at a company, and conduct a brief interview with them specifically about the importance of thank you letters after interviews.

1. Do you consider thank you letters after an interview important and, if so, why?








2. Do you receive thank you letters from potential candidates after they have interviewed with you? If so, do you take that into consideration when deciding who receives the job offer?













3. What mistakes have you seen with thank you letters that you have received?












	
4. Are handwritten or typed thank you letters preferred in this situation?
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FFA makes a positive difference in the lives of students by developing their potential for premier leadership, personal growth and career success through agricultural education.











