
English 2.1079, Spring 2008 Dr. Chappell 

Writing Assignments for Unit 4 

Workplace Literacy 
 

―A first step in developing your expertise in on-the-job writing is to focus your attention on the two 

qualities that a workplace communication must have in order to be successful: usability and 

persuasiveness.  Both qualities, of course, must be defined from the readers’ perspective.‖ 

~ Anderson, P. V. (2007). Technical Communication: A Reader-Centered  

Approach. 6th ed. Boston, MA: Thomson Wadsworth. 

 

Unit Four Paper: Problem-Solving Letter Proposal +  

Cover Memo Describing Its Rhetorical Situation  
 

 This is your chance to improve a small corner of your world.  The assignment asks you to identify 

a problem and propose a solution to a person who has the power to implement the solution.  Simple, 

right?  Maybe.  Here’s the challenge: does your addressee recognize that this problem that concerns you 

even exists?  We’ll talk about ways to handle that detail.  The choice will be yours: Has the addressee 

requested your recommendation?  Along with the letter proposal you are to compose a brief, one-

paragraph memo that describes the situation—the rhetorical situation—that is calling you to write.  

Important specifications: Business letter format, 2 pages, single-spaced (one-line spaces bet. ¶s). 
 

Due Date for Peer Review: Thurs., Apr. 24 

Due Date for Submission to Instructor and Oral Briefings: Tues., Apr. 29  

Unit = 20% of final course grade   


Letter = 75% of unit grade   

Cover memo = 15% of unit grade   

One-page handout for Venture Capital Project (group project) = 10% of unit grade 
 

The Road to Success 
 

1. Begin brainstorming a topic by identifying problems that you’ve encountered within a 

workplace—on the job, as a volunteer, as a customer or client or potential employee.  (I have a 

strong preference for reading about off-campus problems.) 

2. Narrow the list to problems that are rhetorical, i.e., that may be addressed via writing and 

speaking.   

3. Narrow the list further by eliminating any problems that could only be resolved through a 

political process (e.g., lowering taxes or raising the minimum wage). 

4. Now think about ideas for solving these problems: what is your objective, what is the specific 

action (i.e., solution) that you recommend?  What are the anticipated outcomes of that action? 

5. How can you most persuasively justify the wisdom and practicality of your solution?  Choose 

one, two, or three strategies from page 481 of ABGW: argument from principle, from 

consequence, or from precedent/analogy. 

6. Write, read, write, re-write, get feedback, and revise again.  Check especially for the ―you view‖ 

and short, direct, clear sentences of business prose. 

7. Follow carefully the format guidelines for ―Submitting Your Papers‖ on page 4 of the syllabus 

and the specific business formats addressed during this unit.  Assemble portfolio, and submit 



 

Short Writes and Informal Oral Briefings for Unit 4 will be assigned in an April 8 handout, which 

also includes (1) a checklist for the letter proposal, and (2) specifics about the Venture Capital project. 






