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Hands-On Learning

Alphabet Post Office
A Note to the Teacher

Primary Concepts’ Alphabet Post Office kit contains the following materials:

n 26 Mailboxes, in six colors

n 78 miniature Alphabet Objects and object list

n Alphabet Label Stickers for Mailboxes

n 92 plastic Letter Tiles (26 uppercase and 2 to 4 of each lowercase letter)

n Teacher’s Guide with reproducibles



Primary Concepts has been collecting miniature objects for use in the classroom since 1984. Teachers have learned to depend on Primary Concepts to

provide the most appealing, realistic miniatures from many different content areas, including the alphabet. But keeping supplies of these small

miniatures is no easy task. Occasionally a miniature is temporarily out of stock and a substitute is provided. As you read the guide, please keep in mind

that references in the text to specific miniatures may not coincide with some objects you receive. 

Alphabet Post Office
Children will love learning the letters and their sounds as
they sort engaging life-like miniatures and the sturdy
alphabet tiles into these colorful mailboxes. Hands-on
activities are the most natural way for young children to
learn about their world. Whether sorting objects by sound
or ordering mailboxes from A to Z, the activities in the
guide provide many great ways to integrate multisensory
learning into your classroom activities. A set of mailbox-
themed reproducible activities is also included in this guide
to extend the alphabet matching and sorting experiences.

The focus of Alphabet Post Office is basic alphabet
knowledge. Children learn to:

n match letter shapes and orientations

n name all the letters of the alphabet, both uppercase
and lowercase

n place letters in alphabetical order

n isolate beginning sounds in words

n sort objects by initial sounds

n identify letters that represent sounds

n say the sounds that letters represent

Getting Started
Before using your Alphabet Post Office kit, attach the
alphabet stickers to the 26 multicolor mailboxes so that
you have one mailbox for each letter of the alphabet. We
suggest using the red or yellow mailboxes for the vowel
letters (a, e, i, o, and u) as a way to differentiate them from
the consonants. Get acquainted with this Teacher’s Guide.
It is filled with simple activities, perfect for small-group
games or activities focusing on just one child. In many
activities children “mail” letters, objects, and reproducible
postcards by pulling down the handle of the mail slot. A
notch on side of the mailbox lets you slide open the
bottom, allowing you to empty the contents of the
mailbox.

Using the Teacher’s Guide
This guide is filled with simple alphabet activities, perfect
for small groups of three to four children. The activities are
sequenced so that each activity is dependent on mastery of
the previous skill. Because your students may be at various
skill levels, you can modify the activities to meet each
group’s needs. For example, children who are new to a
concept might sort letters or objects into only three or four
mailboxes, gradually replacing mastered letters with new
ones. More advanced groups might sort letters into 10 or
more mailboxes at a time. 

The Alphabet Objects in this set contain no beginning
blends or digraphs. In addition, most letters are
represented by only one sound—the sound each letter
most frequently represents. For vowels, this is the short
vowel sound (e.g., /a/ as in apple, /e/ as in egg, /i/ as in
igloo, /o/ as in octopus, and /u/ as in umbrella). For the
consonants c and g, the hard sound (e.g., /k/ as in cap and
/g/ as in goose) rather than the soft sound (e.g., as /s/ as in
city and /j/ as in gem) is used. X is a special case. For x, most
of the included Alphabet Objects have the sound at the
end of the word because so few words begin with x. In this

kit objects like ax and box represent the final sound /ks/
sound of x.
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Activity 1: Matching Letters 
with Common Shapes
For young children, the alphabet can be a maze of lines,
curves, angles, and dots. The first step in becoming familiar
with the alphabet is to examine the shapes and to
recognize these common shapes in other letters. 

Objective: to match letter shapes

Materials: two sets of uppercase and lowercase letter tiles
and the mailboxes

Match and Mail (Hands-on Lesson)
Set out a few mailboxes and their matching upper- and
lowercase letter tiles. Introduce a group of three to five
letters, grouped with other letters with similar shapes (such
as B, D, P, R or M, N, V, W). Have students look for letters
on tiles that are identical to the letters on mailboxes. Point
to the letter on the first mailbox (i.e., B), say its name, and
have the group repeat it. Have a student find the matching
uppercase tile. If correct, let the student “mail” the
uppercase tile by placing it in the pull-down mail slot of
the correct mailbox. Then have the child mail the
lowercase tile. Continue until all letters have been mailed,
then either repeat those letters or introduce a different set
of letters. If a student pairs two letters that are similar but
not identical, point out the differences in the letters. As
children’s letter matching skills improve, increase the
number of mailboxes and tiles.

I Can Spell My Name (1-to-1 Activity)
Most children can identify the letters in their first name.
Set out the mailboxes that appear in a child’s name (for
example, J A K E) and the letter tiles that spell out the
name. Use all uppercase letters for early learners or, for
more advanced students, select an uppercase tile for the
first letter and lowercase tiles for the remaining letters.
Invite a child to spell out his/her name in letter tiles,
touching and naming each letter when finished. If correctly
identified, have the child place each letter sequentially in
the correct mailboxes. Use additional lowercase letter tiles
for names like Patty or Bobby.

Activity 2: Alphabetical Order
In this activity, children build the alphabet using their
letter-matching skills.

Objective: to match the letters of the alphabet in order

Materials: one set of uppercase letter tiles and the
mailboxes

Order, Please! (Hands-on Lesson)
1. Put a set of 4 or more mailboxes in alphabetical order

on the table. Some students may need to start with just
A to D, or to focus on a specific sequence in the
alphabet such as H to N. Others may be ready to tackle
half or the entire alphabet. 
Note: Placing all 26 mailboxes on the table requires
about six feet of space so a larger table may be needed
to do the entire alphabet at once.

2. Introduce the corresponding letter tiles. Pick up a letter,
say its name, and have the children repeat it. Singing
the alphabet song as you point to each letter is a great
way to help children remember the order of the
alphabet letters. 

3. Mix up all the letter tiles. Have the children (working
together or one at a time) place each letter in ABC
order.

4. Reinforce the sequence by letting them “mail” the
letter tiles in their matching mailboxes.
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Activity 3: Matching Uppercase 
and Lowercase Letters
Some uppercase and lowercase letter pairs look almost
identical except for their size. Other letter pairs, however,
are quite different from each other. 

Objective: to match uppercase and lowercase letters

Materials: one set of uppercase and lowercase letter tiles
and mailboxes

Alphabet Partners (Hands-on Lesson)
1. Display the mailboxes so that children can see the

uppercase and lowercase letter pair on each mailbox. 

2. Pull out three mailboxes (Ss, Ii, and Rr). Talk about how
these uppercase and lowercase letter pairs differ on
each mailbox. Which pair of letters is written identically,
except for size? Which pair is very similar, but not
exactly the same? Which pair is completely different?
Have students look for additional mailboxes by
category–identical, similar, and different.

identical (except for size): Cc Oo Pp Ss Vv Ww
Xx Zz
similar: Ii Jj Kk Uu
different:Aa Bb Dd Ee Ff Gg Hh Ll Mm
Nn Qq Rr Tt Yy

3. Now set out just the uppercase letter tiles in
alphabetical order. Have the children take turns
matching lowercase letters to their uppercase matches
and naming the letter pair. On another day, repeat the
activity starting with the lowercase letters and
matching them to their uppercase partners.

Match, Mail, and Take (Additional Practice)
This concentration-type game is perfect for reinforcing
letter pairs. 

Objective: collect the most mailboxes by matching letter
pairs and depositing them in their mail slots

Materials: one set of uppercase and lowercase letter tiles
and mailboxes

Choose at least 6 pair of matching letter tiles, placing them
face down in rows on the table. Separate the uppercase
and lowercase tiles into two groups for early learners. Too
many tiles may frustrate beginners, so start with 6 or 8
pairs and gradually add more. Place the mailbox for each
letter on the table.

1. Have children take turns turning over pairs of letter
tiles. If the tiles match (Bb), the player places the tiles in
the mail slot of the matching mailbox and then keeps
that mailbox. 

2. Play continues until all of the letter tiles are matched
and mailed. 

3. The player with the most mailboxes is the winner.

4. Remove letters through door on bottom of mailbox and
play again, with the same letters or new ones.

eEbB cC
dD

aA fF

B GE F
e fb

A
a g

M
m

T
t



5

Activity 4: Automaticity in Letter
Naming
Learning to make letter/sound associations is the first step
in learning to decode words. Since many letter names are
similar to the sounds the letters represent, being able to
instantly name a letter is vital to learning letter sounds.

Objective: to quickly recognize and name the letters of the
alphabet

Materials: mailboxes

“What’s Your Name, Mailbox?” (Hands-On
Lesson)
1. Line up the mailboxes in alphabetical order. You may

want to separate this activity into 3 sections–letters A to
G, H to P, and Q to Z to correspond with the alphabet
song. As children progress at identifying those letters,
add more mailboxes until the whole alphabet has been
presented.

2. Point to a random mailbox (such as Ff) and say, “What’s
your name, Mailbox?” Then ask a child to name the
letter on the front. Continue until children are able to
name the letters quickly and accurately.

3. Now think of a letter and say, “Where’s your mailbox,
letter a?” Ask a child to point to that letter on its
mailbox. (Note: You may want to give clues to
struggling students. First, give an initial sound clue such
as, “This letter makes the beginning sound in ax and
alligator.” For those students still needing help, give a
color clue such as, “It’s a red mailbox.”) 

Activity 5: Identifying Missing 
Letters in Sequence
This is the mystery of the missing mailboxes. In this fun
activity, children build the alphabet by identifying the
missing letters (and their mailboxes) and completing the
alphabet line-up from A to Z. 

Objective: to name and recognize the letters of the
alphabet missing in sequence

Materials: mailboxes, one set of uppercase letter tiles

Mailbox Detectives (Hands-On Lesson)
1. Place the mailboxes in one long line from A to Z or use

A to M and then N to Z for smaller groups. Have
children put their heads down while you remove several
mailboxes, leaving gaps for the missing mailboxes.

2. Set out the uppercase letter tiles on the table.

3. Point out the empty spaces between mailboxes. Then
have children take turns finding a missing letter in the
alphabet line-up and “mailing” it in the preceding
mailbox. As children work, ask children to name the
letter being placed in the mailbox as well as the letters
than come before and after it. 

A to Z Line Up (Additional Practice)
Randomly pass out the uppercase tiles to the children so
that each child has several tiles. Then ask the child who has
the A letter tile to lay it down first, saying its name, “A.”
The child with the next letter says its name “B” and lays it
down. Continue until all 26 letters have been played.
Remind children to use the alphabet song to help them
figure out what letter comes next. Repeat this activity with
the lowercase letters on another day.
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Activity 6: Isolating Beginning
Sounds
Words are made up of sounds. The focus of this activity is
identifying the beginning sound of each alphabet object.
This set includes 78 objects, three for each letter of the
alphabet. Being able to isolate the beginning sound in a
word is an essential phonemic awareness skill. 

Objective: to isolate beginning sounds in words

Materials: alphabet objects, one set of lowercase letter
tiles, and a basket.

Pick-and-Say Sounds (Hands-On Lesson)
1. Place all the objects in a basket. 

2. Pass around the basket of alphabet objects and have
each child pick one object, name it, and say the
beginning sound in that word (“This is used to play
baseball. Its beginning sound is /b/”). If a child has
difficulty identifying an object, give a clue and say the
beginning sound (“This animal sometimes lives in caves
and flies around at night. Its beginning sound is /b/”). If
the child gives a correct answer that differs from the
one on the list (for example, fly instead of insect),
accept it but then introduce the word on the list and
ask the child to name that beginning sound. 

3. Next, show the letter that makes that sound and say,
“The letter b makes the sound /b/ in bat.”

4. Continue until all letter sounds have been identified at
least once. You may want to limit the number of objects
in the basket to 26, one for each letter in the alphabet.

Beginning Sound Hide and Seek (Additional
Practice)
1. Have each student take seven objects from the basket. 

2. Randomly pick a letter tile. Hold it up, say its name, and
say its letter sound: “The letter j says /j/.” 

3. Ask children to look through their objects for an object
that starts with that sound. 

4. Each child who makes a sound match gives you the
object and takes a replacement. 

5. Continue this way as time allows or until the basket is
empty.

Activity 7: Letter/Sound 
Connections
The name of a letter sometimes gives a clue to the sound
that letter makes. When you say the letter b, your lips are
in the same position as the sound /b/. Other letters,
especially the short vowels, don’t sound anything like their
names. When you say the name of the letter o, your lips
are in a different position from the short sound o makes at
the beginning of octopus. Because of these inconsistencies,
it is best to introduce letters that have close connections
between their names and their sounds before moving on
to trickier ones.

Objective: to connect letters and the sounds they represent

Materials: alphabet objects, uppercase and lowercase letter
tiles, mailboxes

Make the Link (Hands-On Lesson)
Introduce letter sounds, one at a time. Start with letter
sounds that are easy for children to identify. For example,
the letter name B is similar to the sound /b/ as in book. 

Easier: Bb, Tt, Ss, Pp, Kk, Mm, Dd, Ff, Jj,
Ll, Nn, Vv, Zz
Continue with letters that are trickier because they have
altered or different letter sounds. For example, the letter
name C is completely different from the sound /k/ as in cat. 

Harder: Cc, Gg, Hh, Qq, Rr, Xx, Aa, Ee,
Ii, Oo, Uu, Ww, Yy

1. Show a pair of matching uppercase and lowercase letter
tiles and ask for the name of the letter (for example,
“b”). 

2. Now show an object that begins with that letter (for
example, book). Then say the letter name (“b”), the
letter sound (/b/), and the word for the object (“book”).
When you say the sound, avoid including any initial
vowel sound. Say the letter name (“m”), the letter
sound (/m/) not (/em/), and the word (“moose”). 

3. Choose a child to say the letter name, its sound, and its
object. Then have the child “mail” the tile and object in
its corresponding mailbox.

4. Do the same with four or five more letters. Then mix up
all those objects and challenge the children to match
each object to the letter it begins with.

5. If mastered, introduce 4 or 5 new letters. Continue this
way until all the letters have been introduced.
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Practice Makes Perfect (Additional Practice)
Set out the 26 objects you used in the hands-on lesson.
Distribute the lowercase letter tiles a to z evenly among
the children. Then the children take turns putting a tile
next to the object that starts with that letter. The child
should say the letter name, its sound, and the name of the
object. For example, a child might put the letter tile u next
to the umbrella and say, “The letter u says /u/ as in
umbrella.”

Activity 8: Discriminating Sounds
This activity gives children practice discriminating the
beginning sounds and connecting the sounds to the letters
and objects that represent them.

Objective: to sort objects by their beginning sounds

Materials: alphabet objects, mailboxes, a bag or sack (not
included)

Who’s Got the Mailbox? (Hands-On Activity)
Getting Ready: Divide the mailboxes among the children so
that each child has the same number of mailboxes. (Note:
You may wish to eliminate Xx from this activity, since so
few words begin with x. In addition, do not use the Cc and
Kk mailboxes at the same time because the same sound is
represented by both of these letters.) Finally, place all the
alphabet objects in a sack. 

1. Pull an object out of the sack (for example, pig) and
invite children to name it (“It’s a pig”).

2. Ask, “What sound do you hear at the beginning of
pig?” If children have difficulty, the problem may be
one of articulation or sound discrimination. Have
children listen as you say the word and then ask them
to repeat the word, correctly enunciating the sound.

3. Now ask for the name of the letter that makes that
initial sound (/p/).

4. Finally, ask “Who’s got the mailbox for the pig?” Give
the object to the child with the p mailbox and have
him/her mail it in the drop-down slot. 

5. When all objects have been mailed, ask each child to
name the objects in his/her mailbox. Repeat the activity
several times to ensure that every child experiences
naming all the letters. 

Tricky Sounds (Additional Practice)
Give children extra practice with the trickiest sound
discriminations, using each of the following sets of
mailboxes. Focus the learning by using only the objects
that go with each mailbox.

Set 1: b, d, p, t
Set 2: l, n and f, v
Set 3: s, z and k, q
Set 4: a, e, i, o, u 
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Activity 9: Vocabulary Expansion
Encourage children to name additional words for the initial
sounds of the alphabet. Alphabet Post Office includes three
objects for each initial letter sound, but a child’s spoken
vocabulary is filled with thousands of additional words.
Mine their memory banks with this vocabulary-expanding
activity.

Objective: to name words that begin with select letter
sounds

Materials: mailboxes and their matching alphabet objects,
uppercase letter tiles

Pass the Mailbox (Hands-On Lesson)
1. Set out any mailbox (for example, b), the three alphabet

objects for that mailbox (banana, bat, book), and its two
letter tiles (B, b). 

2. Choose a child to say the name of the letter tile and its
sound (“This is b. It says /b/”) and then place it in the
mail slot. The child then “mails” each object, saying its
name as it is placed in the mailbox drawer (“banana,
bat, book”). 

3. The child passes the mailbox to the next child who says
any other word that begins with that sound (boots,
bathtub, boat, baby). Suggest category words like
animals (beetle, bear, beagle, buffalo) or foods (bacon,
beans, burger, butter). Proper nouns are also acceptable
(Blake, Batman, Brazil). After several rounds, set out a
new mailbox and repeat the activity.

Stretching Sentences with Alliteration
(Additional Practice) 
Play a game in which a child picks a mailbox and then says a
silly sentence, supplying key words beginning with the
sound on the mailbox.

Silly Sentence 1: My name is ___ and I’m a ___ that eats ___.

“My name is Zara and I’m a zebra that eats zucchini.”

“My name is Manuel and I’m a manatee that eats
mushrooms.”

Silly Sentence 2: I’m a ___ that likes ____.

Children might say, 

“I’m a jellyfish that likes jellybeans.” 

“I’m a submarine that likes surfing.”

Activity 10: Identifying Letter
Sounds A to Z
In this activity, children practice saying the sounds
represented by letters of the alphabet.

Objective: to recognize and name letter sounds

Materials: mailboxes, reproducible of postcards (page 9)

See It, Say It, Mail It (Hands-On Activity)
1. Reproduce the alphabet postcards, cut apart, and hand

out several to each child. Each postcard has one set of
upper- and lowercase letters (for example, Ll). Line up
the mailboxes in alphabetical order. If space is an issue,
do A to M and then N to Z. 

2. Point to a random mailbox and ask the child who has
that postcard to name its letter and sound (“The letter n
says /n/”). When children have difficulty, remind them of
the objects that start with that letter.

3. Then have the child name a word that begins with that
sound (“nose”). Give clues if child has difficulty. When
finished, child mails postcard in correct mailbox.

4. Continue until all postcards have been mailed. 

Criss-Cross Applesauce (4-player Practice
Activity)
Materials: Separate the lowercase letter tiles into two sets
containing one of each letter except x and k, 4 Criss-Cross
Applesauce game boards (page 11), bag (not included)

1. Place one set of letter tiles in a bag and turn the other
set of tiles facedown on the table. 

2. Each child picks six tiles from the table. Remove any
extra tiles. 

3. Pick a letter tile from the bag and show it to the
children. 

4. The child who has that tile names the letter and its
sound and then places in a box on her game board. 

5. The first child to fill his/her game board says “Criss-Cross
Applesauce” and is the winner. 
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Performance Assessments
Test individual students on the basic goals of the Alphabet Post Office Kit: to name beginning letters in words, to name
the sounds that letters of the alphabet represent, and to match uppercase and lowercase letter pairs.

Student Name _____________________________

Assessment 1: Naming Initial Letters
1. Say each of the following words, one at a time, articulating the initial sound carefully (for example: “back”).
2. Then use the word in a sentence (“I sit at the back of the room”).
3. Ask the child to name the beginning letter in the word (“What letter does the word back begin with?”). 
4. The child would say, “Back begins with the letter b.”
5. Circle all incorrect answers.

  back     save     list         feet       pipe      wet       egg       ax       up

  meal    dot      ox         gold      zip        queen    yell       in

  night     run      cup        toad      kite       jump     help      van

Assessment 2: Naming Initial Letter Sounds
1. Point to each of the following letters, one at a time. 
2. Have the child name the letter and tell the sound it represents (“The letter l says /l/”). 

L    v    m    D    a     j     y    z     l     K    a    w

E    d    t     h    b    N   R    c    p    e     i     F

g    L    n     r    S     u    G    f    B   M   w

Assessment 3: Matching Uppercase and Lowercase Letters
1. Duplicate the Mailbox Match Game on page 10.
2. Hand the child the lowercase letter tiles.
3. Have the child match each lowercase letter tile to its uppercase mailbox.




