Quiz 1
Getting Started & Enticing your Reader
Directions:  Provide a short answer for each of the following, based on what you have read.
Chapter 3:  Tips for Drafting a Letter Quickly

1. The authors present the process for better writing using the acronym CABGO:

· Clarify your purpose

· Analyze your audience

· Brainstorm your ideas on the subject

· Group like ideas

· Organize your groups of ideas

Do you find this advice useful?  Do you feel you do this every time you write any correspondence?  Which, if any, of these five steps is the most difficult for you?  Why?
2. In nearly all cases, how should you begin each letter that you write?  That is, what should the reader find in the first sentence(s)? 
(1)______________________________________________________________________
(2)____ __________________________________________________________________
Chapter 4:  Entice Your Reader to Read – From Beginning to End
3. Look at the six ‘purposes for writing’ listed on p.30.  Which of these is your most common reason for writing? 

4. What makes correspondence look easy to read?

5. What makes correspondence look easy to understand?
6. What strategy can you use to speak to your reader personally?

7. Should writers always get right to the point?  If not, in what situation(s) would it be better for the writer to be a little less forthcoming?  Why?
8. The middle of a letter works well when it:
a. Continues to respect the reader’s needs and perspectives.  How?
b. Is easy to follow from thought to thought.  What can help you do this?
c. Makes the information that the reader needs most easy to find.  How?
d. Expresses information concisely.  Why?
9. A letter ends well if it:
a. Gives contact  information such as ________________________________________
b. Ends with sincerity, not clichés.  A cliché is an expression that has become so overused that it no longer carries much meaning.  How could you change the following cliché to make it sound more sincere?
      If you have any questions, please call. →
c. Prompts the reader to act.  How can you do this?  Give an example.
d. Ends with courtesy.  That is, if you want the reader to do something for you, it is 

      important that it sounds like a ________________ not a ___________________.

For example, you could use the following expression:


___________________________________________________________________
10. Is giving a deadline appropriate?  Why or why not?
11. Do you usually edit your correspondence?  Why or why not?
