Letters, Memoranda & Email


This questionnaire is a way for me to get to know each of you better right from the start.  This will help me to teach the most useful course for you.  Please answer as completely as you can.

General Background
Your full name:       
Name you prefer to be called in class:      
Your home country:     
Language(s) you speak as a first language:     
Contact Information

Work phone:       

Email address:      

 FORMDROPDOWN 

Your Writing Responsibilities 

For each question, please click on the drop-down list to choose the appropriate number.  Please also provide as much information as possible regarding who you write to and why you write.

1. How many letters do you write for work?   


Approximately   FORMDROPDOWN 
  per week
Who do you typically write letters to? For what reason?      
2. How many memos do you write for work?


Approximately   FORMDROPDOWN 
  per week
Who do you typically write memos to? For what reason?      
3. How many Email messages do you wrote for work?

Approximately  FORMDROPDOWN 
  per week
Who do you typically write Email to? For what reason?      
4. How many notes verbales do you write for work?

Approximately  FORMDROPDOWN 
  per week
Who do you typically write notes verbales to? For what reason?      
5. What other kind of writing do you need to do in English for either work or personal reasons?

 (e.g. mission reports, technical reports, minutes for meetings, etc.)

For work, I also need to write...
Self Assessment   

1. Writing Fundamentals.  Below are a list of topics that are covered in the ‘Writing Letters, Memos & Email’ course.  Which of these topics sound useful for you?  Please click all that apply.

	 FORMCHECKBOX 

	Getting Started  What to do when you are looking at a blank paper or computer screen.  Thinking about your reader and purpose.

	 FORMCHECKBOX 

	English Organization  Using appropriate order and paragraph structure for an English letter, memo or Email.

	 FORMCHECKBOX 

	Unity Having one clear idea per paragraph.

	 FORMCHECKBOX 

	Coherence  Having “flow”; the relationships between all sentences are clear, making it easy for your reader.

	 FORMCHECKBOX 

	Parallelism  Using correct word form patterns in lists, sentences and/or between sentences.

	 FORMCHECKBOX 

	Sentence Length and Variety  Using a combination of short and long sentences,  and understanding the grammar and meaning of connecting words and phrases.

	 FORMCHECKBOX 

	Style Being clear, concise, brief, action-oriented, and simple (not simplistic).

	 FORMCHECKBOX 

	Tone Presenting your ideas accurately, completely, politely and effectively - to get things done without offending anyone.

	 FORMCHECKBOX 

	Revision Applying strategies for editing and revising your own writing.

	 FORMCHECKBOX 

	UN Formatting   Knowing the correct format for UN letters, memos & Email.

	 FORMCHECKBOX 

	UN spelling, numbering, and punctuation  - Knowing these and using them.


2.  Working with Email.  Please click on the box before all statements that are true for you.   
	 FORMCHECKBOX 

	Your Email messages often bounce back because of an error in the address.

	 FORMCHECKBOX 

	You sometimes wish you could backtrack after sending a message, but it’s too late.

	 FORMCHECKBOX 

	You are frequently interrupted throughout the day with a constant flow of Emails.

	 FORMCHECKBOX 

	You have sometimes sent messages via Email when you know a telephone call would have been better.

	 FORMCHECKBOX 

	You haven’t done any housekeeping or deleted any messages for a long time.

	 FORMCHECKBOX 

	You have sent private or confidential messages via Email, which you have later regretted.

	 FORMCHECKBOX 

	You often send messages off quickly without a greeting or a sign-off, and without checking through for good grammar, spelling and punctuation.



From Model Business Letters, Emails & Other Business Documents. (2004) by S. Taylor.
Is there any other important information I should know about you?  For example, do you already know that you will be traveling sometime during this term?  Do you have any special learning needs or preferences?
     






