
Introduction

The ESL Email Writing Lesson Plan is crucial for English as a Second Language (ESL)

learners as it focuses on a practical and essential aspect of communication. In

today's digital age, writing emails has become a common form of interaction in

both personal and professional settings. This lesson plan aims to equip students

with the skills and confidence to effectively compose emails, covering elements

such as greetings, body content, closing remarks, and appropriate etiquette.

Through this lesson, students will not only enhance their overall language

proficiency but also develop practical communication abilities that are directly

applicable to real-life scenarios.

Vocabulary Building

Vocab

Vocab Definition

Salutation A greeting used at the beginning of an email, such as 'Dear' or 'Hello.'

Body The main content or message of the email.

Closing
The ending part of an email, including phrases like 'Sincerely' or 'Best

regards.'

Attachment A file that is sent along with an email.

CC (Carbon

copy)
Sending a copy of the email to someone other than the main recipient.

Contextual Usage



- Salutation: In an email, you might use a salutation like “Dear Mr. Smith” or

“Hello team” to address the recipient.

- Body: The body of the email should clearly convey your message and purpose.

For example, “I am writing to inquire about the available job positions.”

- Closing: End your emails with suitable closings such as ‘Sincerely,’ ‘Best

regards,’ or ‘Thank you.’

- Attachment: You can mention in your email, “Please find the report attached for

your review.”

- CC (Carbon Copy): When sending a copy of an email to someone other than the

main recipient, you can use CC. For instance, “I have CC’d my manager on this

correspondence for awareness.”

ESL Warm-up Activity

To set the tone for the ESL Email Writing Lesson Plan, begin with a captivating

warm-up activity. Start by displaying different scenarios on the board where

students might need to send an email, such as inquiring about a job opening,

asking for information about a product, or sending an email to a friend. Ask

students to brainstorm appropriate greetings, body content, and closings for each

scenario. This interactive activity not only captures students' attention but also

introduces them to the language elements and structure relevant to email writing.

Students can work in pairs or small groups to discuss and present their ideas,

fostering collaboration and communication skills right from the start of the lesson.

Main ESL Lesson Activities

Vocabulary Activity: Email Elements Sorting



To reinforce key email writing terms, prepare cards with different elements of an

email (e.g., greeting, body content, closing remarks) and their definitions. Divide

the class into small groups and distribute the cards. Instruct students to match the

term with its correct definition and discuss how each element contributes to the

overall structure of an email. Encourage group discussions to ensure

comprehension and provide assistance as needed.

Roleplay: Real-life Email Scenarios

Assign students various real-life scenarios that require them to write different types

of emails (e.g., formal job application, informal social invitation). Have them work in

pairs or small groups and roleplay these scenarios, drafting sample emails

addressing the given situations. This hands-on exercise allows students to apply

their knowledge in practical contexts while promoting collaboration and language

usage.

Writing Activity: Drafting Effective Emails

Provide a set of diverse prompts representing various email writing situations. Ask

students to individually choose a prompt and draft a complete email following the

proper structure learned in class. Encourage creativity within the context of

professional or personal communication needs. Following this task, facilitate peer

review sessions where students can exchange feedback on each other's drafts,

fostering constructive critique and language refinement.

ESL Homework Assignment

For homework, task the students with writing a professional email related to a

hypothetical scenario provided by the teacher. This can include drafting an email for

a job application, sending an inquiry to a university, or any other relevant and

practical situation. Encourage students to incorporate the email elements discussed

in class with attention to appropriate tone and language use. Additionally, request



them to review their peers' emails as part of the assignment, offering constructive

feedback based on the lesson's learning objectives.

Conclusion

Key Points Recap

Throughout this ESL Email Writing Lesson Plan, students have learned the essential

elements of crafting effective emails, including salutations, body content, and

closings. They have also engaged in practical activities to apply this knowledge in

real-life scenarios.

Reflection and Application

Take a moment to reflect on how the skills gained in this lesson can be beneficial for

your language development. Recognize that email writing is not only a significant

part of modern communication but also an opportunity to enhance overall language

proficiency. The ability to compose clear and compelling emails is a valuable skill

that extends beyond English language learning and into various personal and

professional contexts. Identifying these connections can help reinforce the

importance of mastering email writing skills as part of your language development

journey.

Why this topic is great for ESL

learning

The ESL Email Writing Lesson Plan holds significant value for English as a Second

Language (ESL) learners as it provides practical and applicable language skills.

Mastering email writing not only enhances overall language proficiency but also

prepares students for real-world communication in both personal and professional



settings. By focusing on email elements such as greetings, body content, and

closings, students are equipped with essential tools to navigate modern

communication effectively. Furthermore, the lesson encourages critical thinking,

creativity, and collaboration while honing language skills – all of which are integral

to comprehensive ESL learning.


