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Language  

The Comma
 

Connection 

Grades
 

3-5
 

 

 

Rationale 

   Using an authentic assignment and publishing for others to see can be 

very motivating for young writers. Use the writing process lesson to 

support students’ development of these interviews, and save 

interviews in a book for future students. 
 

Goal 

 

 
To expand students’ abilities knowledge of the correct use of commas, 

quotation marks, and proper punctuation of titles 
 

Standards 

L.3.2b Use commas in addresses 

L.3.2c Use commas and quotation marks in dialogue. 

L.4.2b Use commas and quotation marks to mark direct speech and 

quotations from a text. 

L.4.2c Use commas and quotation marks in dialogue. 

L.4.2d Use a comma before a coordinating conjunction in a compound 

sentence 

L.5.2a Use punctuation to separate items in a series.* 

L.5.2b Use a comma to separate an introductory element from the rest 

of the sentence. 

  L.5.2c Use a comma to set off the words yes and no (e.g., Yes, thank 

you), to set off a tag question from the rest of the sentence (e.g., It’s 

true, isn’t it?), and to indicate direct address (e.g., Is that you, Steve?). 

  L.5.2d Use underlining, quotation marks, or italics to indicate titles of 

works. 

 
Objectives 

  Students will explore business letters and other correspondence to 

form rules about punctuation. 

  Students will apply their understanding of commas, quotation marks, 

and punctuation of titles to a finished interview for publication. 
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Materials 

Junk mail or other correspondence that comes in business envelopes. Do not 

include any information that is personal. Good examples are credit card 

information, warranty checkups, letters from alumni associations, and 

business offers. Students will explore these letters, so protect personal 

information, as possible. You might want to use junk mail addressed to you at 

the school or a remote friend’s junk mail if you are concerned about sharing 

your own information. 

Chart paper and markers for developing the draft business letter and writing 
down comma rules that students extrapolate from their exploration. 

 

Preparation 

Ask 10-12 of the school’s faculty and staff if they would like to be 

interviewed. Share your idea with the principal as well to ensure that 

the project complies with all school policies. 

 

Procedures 

Tell students that they will interview some of the wonderful people in 

the school building. Get students excited about these interviews and 

about publishing them for the whole school to see. 

 

Part I: Asking for the Interview 

Ask students if they like getting mail. Talk about the types of mail that 

they get, and then pick up one of the pieces of junk mail. See what 

parts of the envelope or letter they can identify. 

Next, distribute the junk mail and have students use highlighters to 

identify all the commas on the envelope. Talk about how to punctuate 

addresses. Then have students open the mail and identify commas in 

the header and in the closing. Discuss what they find. You may want 

to create an anchor chart of comma rules for business letters. 

Work together to draft the body of the letter. Together, write a 

respectful request for an interview. 

Next, show students how to format their letters, based on what they 

saw from the letters they explored. Illustrate this on the draft they 

develop. 

Finally, break students into groups and allow each small group to 

choose a name of someone to interview. Have them use clean paper to 

format a letter properly and to copy the draft of the letter. 

Have students address the stamped envelopes (use the school address) 

and put the letters in the mail. Remind students that if they do not put 

the commas and periods in the right places, the letters may not get to 

their destination! 

As requests are granted, post them on the bulletin board, allowing 

students to enjoy their success! 
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Part II: The Interview 

Brainstorm with students a list of about 10 questions to ask. Make sure 

that some of the questions will elicit: 

► Lists (to be punctuated with commas) 

► Book titles or movie titles 

Perform a sample interview with another student. Ask the questions to 

the student, and on an anchor chart, write down his or her responses. 

Make sure to show how you quote the student using quotation marks. 

Allow students to invite the faculty members to the classroom so they 

can conduct the interviews. Monitor this carefully. 

After all students have conducted interviews, help them edit and 

publish their work, using correct punctuation, as appropriate. 

• Invite other classes to hear the interviews read aloud 

• Have students write thank you notes to their interviewees. 

 

Teacher Tips 

Once students’ interviews have been on display, gather them into a 

book format. You may want to keep the originals and use photocopies 

for the pages. Add their compiled text to the classroom library. 

Give students plenty of time to edit their interviews in their groups, 

looking especially for the placement of commas and quotation marks, 

and the formatting of titles. 

If you use a rubric to grade the project, be sure to add comma 

placement, quotation mark application, and title formatting to the 

conventions section. 

 

Extension Activities 

There are many other authentic tasks that can support these skills: 

o Assign an observation report about a natural setting, such as a park or 
playground. Students can watch and observe various things. They will 
apply commas to lists and write what they hear (using quotations). 

o Have students develop a list of books they would like for their book bins 
or in independent reading. 

o Story-writing can support these skills as well. A good prompt is to give 
students five objects and have students develop a story that tells how a 
character or set of characters use them to solve a problem. 

o Fourth and fifth graders may be ready to conduct research on a topic. Have 
students pay attention to these elements in a brief research paper or 
presentation. 

When reading together, look for examples of lists, quoted text (as in 
dialogue), and the formatting of titles. 

Create an anchor chart with rules from this lesson. It could be called “Comma 

Comments.” 
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Add photo of interviewee here 

Title: 
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