
WORKPLACE 


WRITING SKILLS 


DEVELOPING 


C LARITY AND ACCURACY 

A RESOURCE TO SUPPLEMENT EXISTING PUBLISHED MATERIALS 


C HRISTINE POLK 

WORKPLACE COORDINATOR AND INSTRUCTOR 

CRSPOLK@ AOLCOM 


SOuth Berkshire Educational Coll:Jbof\llive, 


662 Stockbridge Rd. Gt. BarrinGton, MA 01230 

ITJ Christine Polk, 2009 


Permission is gOven for this resource to be copied for use with students . 


Funded by the Massachusetts Department of Elementary and Secondary Educat on 

• 
• 



CONTENTS 


INTRODUCTION..................................................................................................................................... - 1 ­

INSTRUCTIONAL HANDOU'TS AND WORKSHEETS 

Writing Characteristics 
Speaking vs. Writing.................................................................................................................................. - 3 

Guidelines for Appropriate Tone .............................................................................................................. - 4­
Function, Form, Style, Tone ...................................................................................................................... - 6 ­
Organizing Lists ......................................................................................................................................... - 7 ­
Different Types of Writing 
Complaint 


To Another Business .................................................................................................................... - 8­
Complaint about a Product.......................................................................................................... - 9 ­
Response to a Complaint - Not at Fault .................................................................................... -11­

Response to a Complaint - Apology .......................................................................................... - 12­
Response to Requests for Information and/or Opinion 

Practice ...................................................................................................................................... - 13­
Practice 3 Verb Tenses ............................................................................................................... - 14 

Record of Spoken Ideas 

Talking Topics ............................................................................................................................. - 15 

Record of Your Spoken Ideas ..................................................................................................... - 16 ­
Record of a Speech .................................................................................................................... - 17 

Minutes of a Meeting ................................................................................................................-18­

Proposal 
Guidelines ..................................................................................................................................-19 ­
Outline a Proposal. ..................................................................................................................... - 20 
Practice ...................................................................................................................................... - 21­

Effective Words 
Transitional Words and Phrases 


Examples ........................................................................................................................................ 22 

To Add to the Same Idea ................................................................................................................ 23 

To Show Importance ......................................................................................................................24 

To Show Direct Contrast ................................................................................................................ 25 

To Show an Unexpected Result ..................................................................................................... 26 

To Show Cause and Effect .............................................................................................................. 27 


Direct/Less Direct Language 
Examples ........................................................................................................................................ 28 

Practice less Direct language - Editing ......................................................................................... 29 

Practice less Direct language........................................................................................................30 

Practice with Proposals .................................................................................................................. 31 

Discussion ...................................................................................................................................... 32 


Christine Polk, South Berkshire Educational Collaborative, 01230 



2 


Grammar 

Sentence Structure 


No IIfragments" ..............................................................................................................................33 


Verbs 

No "run-on" sentences ..................................................................................................................34 


6 Verb Tenses Chart .......................................................................................................................35 

Parallel Verb Form - Practice.........................................................................................................36 

Simple Present Tense - Use...........................................................................................................37 

Past Tense - Use ............................................................................................................................38 

Verb Tenses - Practice ..................................................................................................................39 

Verb Tenses - Practice and Use .....................................................................................................40 

Verb Tenses - Use..........................................................................................................................41 


Spe11ing 

learn to Spell Difficult Words ..................................................................................................................... 42 \ 

Improve Your Spelling .................................................................................................................................43 


AsSESSMENT OF INSTRUCTION 

Writing Checklist .........................................................................................................................................44 

Student Feedback .......................................................................................................................................45 

Self-Assessment OF Improvement..............................................................................................................46 


CURRICULUM RESOURCES 

Useful Websites ..........................................................................................................................................47 

Bibliography ................................................................................................................................................ 48 \I 


B 

f. 

y 

Sl " 
fL 

Ec 
n 
tt­
re 

Christine Polk, South Berkshire Educational Collaborative, 01230 

II 


	Cover
	d1
	d2

