 Lesson Title: Venn Diagram for a Vocabulary Unit  Subject Area(s):       Business - Keyboarding              Grade Level: 7 & 8                                           Prepared by: Pam Brown
	Objective and Purpose—What will be learned and why is it useful?
General Performance

__x___Creating    (format words)    
_____Evaluating

_____Analyzin
__x___Applying  (Venn Diagram)
_____Understanding

_____Remembering
	General Content

Vocabulary incorporated into a Venn Diagram.
	Instructional Strategies:

LCS Principles:  Clear Learning Goals, Congruency, Task Analysis, 
                            Chuncking –  mathematically divide words into
                            groups of four (sort vocabulary terms according to 
                            normal, bold, italics, or bold and italics)
                           Informal diagnosis during keying

                           Formal diagnosis after proofreader graded paper

QTL Strategies:  Technology –Enriched Environment, 

                            Cooperative Learning
                            Project Based Instruction
Marzano Strategies:  Identifing Similarities and Differences 
                                    Cooperative Learning


	Specific Performance
(Clear Learning Goal) 
Students will format vocabulary terms as normal, bold and/or italics and incorporate the words into a Venn Diagram.
	Specific Content

Using formatting skills 
	Curriculum Standards Addressed:

What standards does this lesson satisfy? Framework - 2.1.1 

Prepare a list of terms with definitions

	Plan of Action Overview

What are the steps in conducting the lesson?  (Attach description, if needed.) See attached description.

	Assessment of Learning

 When students have completed keying the vocabulary words (normal, bold, italics, and both bold and italics) with the definitions, they will complete a Venn Diagram according to the instructions.  Cooperative Learning will occur when the students trade and grade papers.  Students will sign their name on the back of the Venn diagram indicating that the paper has been proofread and is correct.

	Technology Resources—What technology resources will be needed for this lesson?   Infocus Projector and Microsoft PowerPoint for the teacher computer.  Microsoft Word software on a working student computer.

	Resources—What materials will be needed for this lesson?

A copy of the Arkansas Curriculum Framworks for Unit 2.
A Venn Diagram (to be filled in by the student)



DESCRIPTION OF LESSON FOR UNIT TWO VOCABULARY WORDS
VIEW THE POWERPOINT ABOUT VENN DIAGRAMS

RECEIVE A COPY OF UNIT TWO FRAMEWORKS FOR THE CURRENT YEAR FROM THE TEACHER
OPEN THE SOFTWARE – MICROSOFT WORD

DIVIDE THE WORDS INTO FOUR CATEORIES – NORMAL, BOLD, ITALICIS, OR BOLD AND ITALICS (DO THE MATH AND HAVE EQUAL OR CLOSE TO EQUAL NUMBERS IN EACH CATEGORY)
KEY THE VOCABULARY WORD IN THE APPROPRIATE FORMAT (NORMAL, BOLD, ITALICIS, OR BOLD AND ITALICS)
KEY THE CORRECT DEFINITION FOR EACH VOCABULARY WORD – USE THE NORMAL FORMAT FOR THE DEFINTION OF THE WORD

FOR EXAMPLE:

1. NORMAL FORMATTING OF THE VOCABULARY WORD   

2. BOLD FORMATTING OF THE VOCABULARY WORD    

3. ITALICS FORMATTING OF THE VOCABULARY WORD   

4. BOLD AND ITALICS FORMATTING OF THE VOCABULARY WORD
UNIT TWO VOCABULARY WORDS

1. Alignment – the horizontal positioning of text (such as left, right, center, or justify)

2. Bold – a print enhancement used to make characters appear darker than other text to add emphasis

3. Bullets/Numbering – used to arrange items in a list with each item beginning with a bullet or a number

4. Cut/Copy/Paste – a feature that enables you to move or copy text from one place to another
(Please notice that only the vocabulary word has the formatting applied to the word.  The definition is keyed in the normal way without any special formatting applied to the definition of the word.)
FINISH KEYING THE WORDS FOR THIS UNIT 

PRINT OUT A COPY OF THE FORMATTED VOCABULARY WORDS WITH THE DEFINITIONS
FILL IN THE VENN DIAGRAM CORRECTLY – DON’T FORGET TO INCLUDE THE NORMAL WORDS IN THE UNIVERSAL SET (THE SPACE OUTSIDE THE CIRCLES BUT INSIDE THE RECTANGLE.)
PROOFREADERS – DON’T FORGET TO FILL IN THE BACK OF THE VENN DIAGRAM WITH YOUR NAME, CLASS HOUR AND DATE. 


