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WRITING IN THE WORKPLACE
INTRODUCTION
When writing in the workplace you need to be clear and right to the point.  To make your writing clear and to the point: 
· ensure your punctuation and capitalization is correct, 
· know what information your reader already has, 
· and to focus on what information is important for the reader to have. 

INSTRUCTIONS: Re- write the following notes correcting the punctuation and capitalization.

	NOTES
	RE-WRITE OF NOTES

	please excuse my daughter sophie for being absent yesterday she started feeling sick on monday night i stayed home to look after her i gave sophie some tylenol and she felt better
	

	when you go to store on saturday  make sure you pick up bananas bread butter milk heinz ketchup and remember nails screws glue from the home depot
	

	
 think there is something wrong with the off set press when running the press spits out ink and makes  strange sounds you need to complete job order #123 by tuesday on the off set
	

	
before you start the forklift make a visual check no obstructions fire extinguisher in place and charged oil leaks on the floor and tires start the engine and check engine oil radiator water levels and fuel supply with the engine running check the electrolyte levels condition of battery terminals lights while sitting on the forklift test the forks report any problems to supervisor 
	



INSTRUCTIONS: For each scenario below list 3 pieces of information the reader would already have and  three pieces of information that will help the reader understand your message. An example is done below.

	SCENARIO
	ALREADY KNOWN
	NEEDS TO KNOW

	
Note about the condition of a forklift
	
· the number of forklift
· you are a forklift operator
· the reader is responsible for having the forklift repaired

	
· the date of the note
· specifics of your observation
· what you did with a defective forklift

	

Note explaining you will be leaving work early today

	







	

	


Note explaining that the work order will be completed on time

	








	

	
Note explaining that the regular Monday morning meeting will be held on Tuesday afternoon because of the long weekend

	









	
















INSTRUCTIONS: 

Writing notes that are short and to the point is important in communicating in the workplace. Edit these notes below including only the key information.

	NOTE
	EDITED NOTE

	Margaret, I think there is something wrong with Mike’s truck. When you turn it on, it makes a grinding noise and then it sounds awful when it is in reverse. It sound like there is some sort of animal living in the engine- screaming the whole time, Could you ask someone in repair to look at it.

	

	Margaret, Mikes truck is broken. 



	

	To payroll department:

While having coffee yesterday I was looking over  my pay stubs for the last 2 weeks when I noticed that my last raise from $14.50 an hour to $16.75 was not paid on these cheques. I earned this raise by working for over 5 years with this company. I need that extra money to pay for my son’s medication. The doctors are not sure what the cause of his lip fungus. But we hope he will get better. When I compared my pay stub to Bob in the same department, he had the raise on his pay cheque. I am not sure why you did not include my raise.

	

	Manager: I am writing to request next Thursday and Friday off to attend my uncle’s funeral in Carberry. He died last week, but they are not having the ceremony until next week, so all the relatives from out of town could attend. He lived in Glendale, but they are having the funeral in Carberry because it has a bigger church. Uncle Bill was my favorite uncle who took me fishing when I was little, so being at his funeral is important to me.
	




INSTRUCTIONS:

In the workplace a more formal note is called a memo. A memo, like a note is a brief explanation, but memo is more formal in its structure stating the date of the memo, the sender, to whom it is addressed and a subject line (using the abbreviation RE: ). For each situation, provided below, write a memo on the memo outlines provided on the following pages.

SITUATION 1:

You want to write a memo to your boss, Mr. Dithers, reminding him that you will be starting your vacation next Monday. Your request for vacation time form was completed and approved by Human Resources two months ago.  This memo is just a friendly reminder as the approval was provided some time back. You will be gone for 1 week.

SITUATION 2:

You want to send a memo to all employees in the department that Friday is Frank’s birthday and there will be cake and coffee at the morning break to celebrate the event. Gifts or cards are not expected your presence is your present. The company will be giving Frank a small gift.


SITUATION 3:

You want to send a memo to all members in the Assembly department reminding them to clean and put away all tools at the end of the day. All members of the department share these tools so it is important that they be accessible and ready to go when someone from the department requires a tool. 

SITUATION 4:

You want to send a memo to the lead hand, asking him to explain the new procedures for documenting your production on the computer.  You want to explain you are just learning how to use the computer and you want to ensure you are doing it correctly.
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MEMO #1:

	
DATE:

FROM:

TO:

RE:

















MEMO #2:

	
DATE:

FROM:

TO:

RE:













MEMO #3:

	
DATE:

FROM:

TO:

RE:

















MEMO #4:

	
DATE:

FROM:

TO:

RE:
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