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3. Ss take notes of the conversations between customers and clerks and write down any 
questions they have for the teacher in the next class. 

(Alternatively, if the class is small, the teacher can take Ss to a nearby post office to observe how 
language is used by customers and mail clerks.  The teacher needs to arrange this with the post 
office ahead of time.) 

 
Activity 6: Homework 2: Selecting an item to mail (5 min.) 
1. Have Ss buy a small present from Hawaii to mail to their family (e.g. keychain, candy, etc.). 

2. Find or buy the box or bubble envelope they want to mail presents in. They can find the 
box or bubble envelope at Longõs Drug Store or Fisherõs. 

 
 
Lesson 2 
Discussion and Practice 

 
Activity 1:   Review vocabulary (10 min.) 
1. Review vocabulary words.   

2. Give Ss the òPost Office Matching Vocabularyó (see Appendix C).  

3. Have Ss work alone to try to match the vocabulary words with their definitions. (Books 
closed, papers put away.) 

4. Put Ss into pairs to check answers with a partner. 

5. 
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Activity 5: Asking for Clarification (5 min.) 
1. Go over questions that Ss can ask at the post office if they donõt understand what the mail 

clerk says. 

a. Iõm sorry, could you repeat that? 
b. Iõm sorry, I didnõt understand you. 
c. What does _________ mean? 
d. How do you spell that? 

   e. Would you say that more slowly, please?  
 
Activity 6: Practicing Asking for Clarification (10 min.) 
1. Have Ss practice conversation in pairs, this time using the different questions to ask for 

clarification. 

 
Activity 7: Homework (5 min.) 
1. Ss should familiarize themselves with Conversation 2 enough to feel comfortable using the 

language when they go to the post office tomorrow.  

2. Bring bubble envelope/package with addresses written on it to take to the post office.   

 
 
Lesson 3 
Going to the Post Office 
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2. Write down the problems, things that went well, and the new words on the board in 

columns as Ss share them. (If Ss are in groups, have each group report to the class while 
you write on the board.) 

 
Activity 5: Homework. (5 min.) 
1. Have Ss write a one-paragraph journal about this experience. Give them òJournal of Post 

Office Experienceó hand-out (see Appendix E). 
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APPENDIX A 

 
 

POST OFFICE VOCABULARY 
 
 

Stamps        First Class 
 
Mail         4th Class 
 
Postage        Insurance 
 
Envelope        Delivery Confirmation 
 
Bubble envelope       Perishable 
 
Address       

 eodc Fm vqfof f F? p a FCBffowd  
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APPENDIX B 

 
SAMPLE CONVERSATIONS 

 
 

Mail Clerk:  May I help you? 
Customer:   Yes. I want to buy some stamps. 
Mail Clerk:  That will be $8.40. 
Customer:  (Gives Mail Clerk money.) Okay. 
Mail Clerk:   Will there be anything else? 
Customer:  No, thank you. 
 
 
Mail Clerk:  Next in line, please. 
Customer:  Iõd like to mail this package. 
Mail Clerk:  Is there anything liquid, perishable, fragile, or potentially hazardous? (used when 

mailing packages only) 
Customer:  No. 
Mail Clerk:  How would you like this sent?  
Customer:  Air Mail please. 
Clerk:  Would you like insurance? 
Customer:  Yes, please. 
Mail Clerk:  What is the value? 
Customer:  $50.00.  
Mail Clerk:  Will that be all? 
Customer:  Yes, thank you. 
Mail Clerk:  That will be $12.95.  
Customer:  (Gives money to Mail Clerk) Thank you. 
Mail Clerk:  Youõre welcome. 
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APPENDIX C 

 
POST OFFICE MATCHING VOCABULARY 

 
 

1. ____ Something used to mail a letter     a.   Delivery Confirmation 
 
2. ____ Letters and packages      b.  perishable 
 
3. ____ Something to put a letter in      c.  address 
 
4. ____ Something to put big items in     d.  stamps 
 
5. ____ Forms that tell what is inside a package    e.  insurance 
 
6. ____ This is mailed instead of cash     f.  bubble envelope
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APPENDIX D 
 

FILL-IN-THE-GAP CONVERSATIONS 
 

Fill in the gaps in the following conversations. You can use the words given in òWord Choicesó 
below or use your own words. 

 
Conversation 1 
Mail Clerk:  May I ______ you? 
Customer:   Yes. I want to buy some _________. 
Mail Clerk:  That will be $________. 
Customer:  (Gives Mail Clerk money.) ______. 
Mail Clerk:   Will there be ___________? 
Customer:  ______________. 
 
 
Conversation 2 
Mail Clerk:  ___________, please. 
Customer:  Iõd like to _______________. 
Mail Clerk:  Is there anything liquid, ___________, _________, or potentially hazardous? 

(used when mailing packages only) 
Customer:  ________. 
Mail Clerk:  How would you like this sent? Would you like __________? 
Customer:  Yes, _________ with ___________. 
Mail Clerk:  What is the ___________? 
Customer:  $_________. 
Mail Clerk:  Will that ________? 
Customer:  Yes, _____________. 
Mail Clerk:  That will be $________. OR: Oh, and I need _______________ too. 
Customer:  (Gives money to Mail Clerk) ___________. 
Mail Clerk:  ______________. 
 
 
Word Choices 
insurance      buy an envelope 
help        
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ANSWER KEY 
 FILL-IN-THE-GAP CONVERSATIONS 

 
 

Conversation 1 
 Mail Clerk:  May I help you? 

Customer:   Yes. I want to buy some stamps. 
Mail Clerk:  That will be $8.40. 
Customer:  (Gives Mail Clerk money.) Here you are. 
Mail Clerk:   Will there be anything else? 
Customer:  No, thank you. 
 
Conversation 2 
Mail Clerk:  Next in line, please. 
Customer:  Iõd like to mail a package. 
Mail Clerk:  Is there anything liquid, 
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APPENDIX E 
 

JOURNAL OF POST OFFICE EXPERIENCE 
 

Please write one or two paragraphs of how you felt about the trip to the post office today. Here 
are some questions to answer. Feel free to add your own thoughts. 
 
1.  How did you feel about the trip? Scared? Excited? Nervous? Confident? 

2. Did you feel you were well prepared to do this task? If not, what did you need to know? 

3. Did you think you did this task well? 

4. Do you feel more confident about going to the post office again by yourself to mail 
something? 

5. Do you think you could help another classmate use the post office now? 

6. What would you do differently the next time you go to the post office? You may want to 
list the specific expressions you want to use. 

7. How is the post office transaction you just completed different from a similar transaction 
in your culture and your language? 

 
 
 
 
 
 
 
 
 
 


