
Lesson Plan: Formal and Informal Digital Communication 

Lesson Objectives 

By the end of the lesson, students will be able to: 

1. Differentiate between formal and informal digital communication. 

2. Write effective formal and informal emails/messages. 

3. Identify and avoid common mistakes in digital communication. 

 

Materials Needed 

• Projector and computer for PowerPoint presentation. 

• Handouts with examples of formal and informal emails. 

• Whiteboard and markers. 

• Access to computers or smartphones for a practical activity (optional). 

 

Lesson Outline 

1. Warm-Up Activity (5 minutes) 

• Objective: Activate prior knowledge and introduce the topic. 

• Activity: 

o Ask students: “What platforms do you use for communication? How do 

you communicate differently with friends vs. teachers or employers?” 

o Write their responses on the whiteboard. 

o Briefly explain that today’s lesson will focus on formal and informal 

digital communication. 

 

2. Presentation: Formal vs. Informal Communication (10 minutes) 

• Objective: Teach the differences between formal and informal communication. 

• Activity: 

o Use the PowerPoint slides to explain: 

▪ What formal and informal communication are. 

▪ Examples of each (e.g., work emails vs. texting friends). 

o Highlight key differences in tone, structure, and purpose. 

 



3. Writing Formal Emails (15 minutes) 

• Objective: Teach students how to write effective formal emails. 

• Activity: 

o Present the key elements of a formal email (Slide 4). 

o Show an example of a well-written formal email. 

o Discuss the dos and don’ts of formal emails (Slide 5). 

o Interactive Task: 

▪ Provide students with a scenario (e.g., requesting a meeting with 

a professor). 

▪ Ask them to write a formal email based on the scenario. 

▪ Share and discuss a few examples as a class. 

 

4. Writing Informal Emails/Messages (10 minutes) 

• Objective: Teach students how to write informal messages appropriately. 

• Activity: 

o Present the key elements of informal communication (Slide 6). 

o Show an example of an informal message. 

o Discuss the dos and don’ts of informal communication (Slide 7). 

o Interactive Task: 

▪ Provide a scenario (e.g., texting a friend to make plans). 

▪ Ask students to write an informal message. 

▪ Share and discuss a few examples as a class. 

 

5. Common Mistakes and How to Avoid Them (10 minutes) 

• Objective: Help students identify and avoid common mistakes in digital 

communication. 

• Activity: 

o Present common mistakes in formal and informal communication (Slide 

9 and Slide 10). 

o Show examples of poorly written emails/messages and ask students to 

identify the mistakes. 

o Discuss strategies to avoid these mistakes (e.g., proofreading, knowing 

your audience). 

 

6. Group Activity: Role-Playing Scenarios (15 minutes) 



• Objective: Apply learning in a practical context. 

• Activity: 

o Divide students into small groups. 

o Provide each group with a scenario (e.g., writing a formal email to a 

manager, sending an informal message to a friend). 

o Ask them to write an appropriate message and present it to the class. 

o Provide feedback and discuss what they did well and what could be 

improved. 

 

7. Wrap-Up and Q&A (5 minutes) 

• Objective: Summarize key takeaways and address any remaining questions. 

• Activity: 

o Recap the main points of the lesson: 

▪ Differences between formal and informal communication. 

▪ How to write effective emails/messages. 

▪ Common mistakes and how to avoid them. 

o Open the floor for questions. 

 

Assessment 

• Formative Assessment: 

o Observe students during group activities and provide feedback. 

o Review their written emails/messages for understanding and application 

of concepts. 

• Summative Assessment (Optional): 

o Assign homework: Write a formal email and an informal message based 

on given scenarios. 

 

Extension Activities (Optional) 

1. Email Etiquette Quiz: Create a short quiz to test students’ understanding of 

formal and informal communication. 

2. Real-World Practice: Ask students to send a formal email to a teacher or 

mentor and reflect on the experience. 

3. Cultural Differences Discussion: Explore how digital communication varies 

across cultures. 



 

This lesson plan provides a structured and interactive way to teach formal and 

informal digital communication. Let me know if you’d like to adjust or expand any 

part of it! 

 


