Excerpted Text and Graphics from 

Michigan Writes! Student Workbook 

(for Instructor use in creating worksheets)

1.2 Page 5 (Unedited note)


bruce, the coffee machine is not working it needs to be fixed before the morning rush arrives i have tried fixing it but I canít get it to work i am so fustrated i know that John has fixed it in the past please make sure that this is the first thing that John does in the morning before he begins his regular shift i hope that this works for you will you please give me a call to let me know that John was able to fix the machin i would very much apreciate it i am so sorry that I had to leave you with this problem you are always a great help to me thank you 


Cindi

1.3 Page 7 (Unedited letter)

J. J. Interior Design Company

345 South Fairfield Avenue

Flint, MI 48501

To Whom It May Concern:

Please send samples of the following items to our work site at 687 Jackson Road. Our customers would like to see samples of glass tile carpet pads linoleum, and indoor paint colors. We will pick up the samples on Friday.

Thank you for your continued great service!

Deal Breaker Builders

1.4 Page 9 (message graphic) msg.jpg
1.6 Page 13 (notebook graphic) notebook.jpg
1.7 Page 16 (Cecil’s letter)

Name and Address of Customer

Date

Reference

Dear __________________:

I am writing with reference to your (letter/email/telephone call) on (date). First, I wish to apologize on behalf of Triple A Airlines for any inconvenience that you experienced. We take great care to make sure that our customers are safe. This sometimes means that flights are delayed or cancelled. Because of the delay you experienced, Triple A Airlines is providing you with a voucher. We hope that this is acceptable to you. I will contact you in the next week to check that this meets with your approval.

As a valued customer, your satisfaction is very important to us. Please contact me if you have any questions or concerns.

Sincerely,

Cecil Yard

Customer Service

2.1 Page 19 (Car ad) carad.jpg
2.4 Page 26 (Toni’s letter)

Bayside Inn

1111 Bay Street

Traverse City, MI

July 4, 2009

Mr. Hector Janssen

784 Miracle Way

Kalamazoo, MI 49001

Dear Mr. Janssen:

We would like to thank you for your kind letter of appreciation. As a company that prides itself on customer satisfaction, we are honored to be selected as your hotel of choice when you visit Traverse City.


Your business is much appreciated, and we will do our very best to continue to meet your travel needs. Your continued patronage and suggestions are a vital part of our hotel’s growth. We appreciate your trust, and we’ll do our very best to continue to provide the level of service that you have come to expect from the Bayside Inn. 


Thank you again for your kind words and for continuing to provide us with the opportunity to serve both you and your business associates. If there is anything that we can do to make your stay more enjoyable, please let us know.

Sincerely, 

Rai Sellars

Executive Manager

2.4 Page 26 (Jorge’s table)

	
	Current


	Proposed



	Is the dilution automatically controlled?


	NO


	YES



	Is the system secure (lockable)?


	NO


	YES



	Is the system easy to understand (Bilingual)?


	YES


	YES



	Is it safe for his custodians to use?


	NO


	YES



	Are there safety precautions custodians need to use?


	YES


	YES



	Is the product hazardous to use?


	YES


	NO



	Is it safe to use on bleachers (where fans sit)?


	YES


	YES



	Is it safe for the washroom fixtures (toilets, faucets, etc.)?


	NO


	YES



	Does it sanitize against disease?


	NO


	YES




2.10 Page 37 (Annabelle’s email)
From:  Annabelle.letmesee@express.com

Sent:  Friday, November 1, 2008 4:45 PM

To:  Lela@eyecare.com

Subject:  Order

2 BZ – ASAP 2 moro.

Annabelle

2.10 Page 38 (Lela’s email)

From:  Lela@eyecare.com

Sent:  Friday, November 1, 2008 4:50 PM

To:  Annabelle.letmesee@express.com

CC:  Judy@eyecare.com

Subject:  Order

Please send the confirmation number for our records today. We are not in the office again until Monday.

Lela

2.11 Page 39 (Judy’s email)

From:  Judy@eyecare.com

Sent:  Monday, November 4, 2008  8:04 AM

To: Nicholas.letmesee@express.com

Subject:  Confirmation of Order

We have enjoyed a long-standing relationship, but if your company continues to avoid giving us the needed confirmation of an order in a timely manner, we will look for another company to do business with in the future. I would appreciate your attention to this matter. 

Judy McNamara

Eyecare Inc. 

2.11 Page 40 (Annabelle’s email)
From:  Annabelle.letmesee@express.com

Sent:  Monday, November 4, 2008  8:24 AM

To:  Lela@eyecare.com

CC:  Nicholas.letmesee@express.com

Subject:  Confirmation Number

Confirmation number: 21589. SORRY. 

Annabelle
3.1 Page 43 (Medical chart) chart.jpg
3.2 Page 45 (Sharmilla’s memo)

MEMORANDUM
TO:
All Data Investment Sales Advisors

FROM:
Camilo Lou, Office Manager

DATE:
5/29/2009

RE:
Monthly Meeting

The monthly sales meeting will be held on Friday at the corporate office. It is important that everyone attend the meeting. Important new information on investments will be shared. Please be on time. 

3.3 Page 47 (Sharon and Celia’s letters)

Peter Dean, Human Resources Director

J. P. Marketing

202 East Main Street

Ypsilanti, MI

Dear Mr. Dean:

I wish to apply for the new supervisory job at J. P. Marketing. I have worked in the marketing department for the past six years. During that time, I have successfully created many different advertisements and brochures. I also enjoy working as part of a team. I know that my skills will be an asset to the new position.

I look forward to scheduling an interview to talk with you more about this exciting new position.

Sincerely,

Sharon Greene

Hey Peter,

Saw d nu job postD. L%ks gr8! Wn2 apply. nd 2 set ^ intRvs. 

C U l8er. Thx! 

Celia

3.5 Page 52 (Miguel and Jose’s letters)

My name is Miguel Hernandez Rodriguez. I have been a supervesor for three years ago when I worked for a golf company in landscaping. I hav also studied hordiculture at the university in my home country for two years when I was in school there. I feel that I am a good worker with a lot of talent and I am creative with my designs and hav won awards and no I would do a good job. 

My name is Miguel Hernandez Rodriguez. I have been a supervesor for three years ago when I worked for a golf company in landscaping. I hav also studied hordiculture at the university in my home country for two years when I was in school there. I feel that I am a good worker with a lot of talent and I am creative with my designs and hav won awards and no I would do a good job. 

3.6 Page 53 (Shona’s note)

Dear Mrs. Stiker,

I won’t be at work tomorrow. Coz I got to show up to court for my baby daddy is making me go. Hes very mad at me. I go to bring papers. This is hard. I think he has no job now.  

Shona

4.1 Page 57 (Theo’s email)

From:  theo@huntcompX.com

Subject:  weekend

Date:  September 9, 2009, 9:25:56 AM EDT

To:  jake@ huntcompX.com

Yo,

Can’t meet to go out this weekend. The head honcho’s ripping me off again. He’s making me work the late shift. It’s a real bummer. Maybe he should do it himself. That would be justice.

Later

Theo

4.2 Page 59 (Segio’s Ad) sergios.jpg
4.3 Page 61 (Aji’s Instructions)

Inspection Request Form Directions


1.
Please read the entire form before completing. Pay special attention to any section you are not required to complete. Those sections are shaded and marked “For Office Use Only.”


2.
Read all directions carefully. Directions are printed in boldface.


3.
Please print. Use only blue ink. Do not use pencil.


4.
Answer everything. If a section does not apply to you, write N/A (not applicable) in the space. Do not leave any sections blank.


5.
Please proofread carefully. Correct any errors by using correction fluid. Do not scratch out mistakes or write over a mistake.


6.
Sign and date the form in blue ink.


7.
Make copies for your own records.


8.
Deliver the form to the Building Inspection Department, Attention: Aji Dean, either in person or by mail. Forms will be processed within five business days.


9.
Incomplete forms will be returned.

4.5 Page 65 (Log)

	Date


	Deliver to


	Cargo


	Weight


	Delivery Time (Est.)


	Delivery Time (Actual)


	Notes:



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


4.6 Page 67 (Namatra’s note)

HELP!

I need to change my shift.

I am scheduled to work on Thursday the 12th. I am willing to work Friday or Saturday. 

Please call:

Namatra – 555-5409
Excerpted Text and Graphics from 

Michigan Writes! Teacher Guide 

(for Instructor use in creating worksheets)

1.2 Page 14 (grammar chart)

Grammar Rule Review – Make It Your Own!

n
Period [ . ] — Used to end a sentence that gives information, states 
facts, or gives a command. 

n
Question Mark [ ? ] — Used to end a sentence that is a question.

n
Exclamation point [ ! ] — Used to end a sentence that shows strong 
emotions.

	Period


	Question Mark


	Exclamation Mark



	
	
	


1.3 Page 15 (comma rule)

Grammar Rule Review – Make It Your Own!

n
Commas in a Series – Commas should be used to separate three or 
more items in a series.

1.4 Page 16 (sentence fragments)

Grammar Rule Review – Make It Your Own!

n
Fixing Sentence Fragments — Identify the subject, verb, and the complete thought. If one is missing,  add it to create a complete sentence

2.4 Page 28 (Business Letter Format)

Business Letter Format


Letterhead


Date


Inside Address


Salutation


Body of the Letter


Closing


Writer’s signature


Writer’s name and title

2.7 Page 31 (Writing Email)

	Send To:

Subject:
	Copy To:



	
	


3.1 Page 37 (Sentences)

	1.


	Subject


	The person, place, or thing performing or doing the action



	2.


	Verb/Predicate


	The action



	3. 


	Complete Idea


	The reader understands what the writer is saying. He/she isn’t left waiting for another word.




3.1 Page 38 (Run-on sentences)

Grammar Rule Review – Make It Your Own!

Fixing Run-On Sentences

n
Separate the sentence into two or more complete sentences using end punctuation.



“Jaylee will be the new supervisor of the evening shift beginning


July 5th. She will also be responsible for setting up the new work 


schedule for evening duty nurses.”

n
Separate two complete sentences using a semi-colon.



“Jaylee will be the new supervisor of the evening shift beginning


 July 5th; she will also be responsible for setting up the new work 


schedule for evening duty nurses.”
n
Use a comma and a connecting word.

“Jaylee will be the new supervisor of the evening shift beginning July 5th, and she will also be responsible for setting up the new work schedule for evening duty nurses.”

Classroom Worksheets from

Michigan Writes! Teacher Guide





•
Student Grammar Journal





•
1.5:  Writing Directions





•
1.5:  Graphic Organizer





•
2.1:  Homophones





•
2.2:  Workplace Writing





•
2.5:  How to Handle Mistakes





•
2.6:  Sending Emails





•
3.1:  Angela’s Chart





•
3.6:  Dream Job/Writing Process





•
4.1:  Professional “Tone”





•
4.2:  Creating an Advertisement





•
4.3:  Filling Out Forms





•
4.5:  Keeping a Written Log

WORKSHEET Student Grammar Journal

	Problem


	Rule

(in your own words)
	Write a Sentence Using the Rule



	Commas


	Always put a comma after different words in a series



	I will need to order more plates, napkins, and toothpicks.



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WORKSHEET 1.5 Writing Directions 

Name:
  
Date:

 1.5

Name of Task: 

	Step


	Action



	1.


	

	2.


	

	3.


	

	4.


	

	5.


	

	6.


	

	7.


	

	8.


	

	9.


	

	10.


	

	11.


	

	12.


	

	13.


	

	14.


	

	15.


	


WORKSHEET 1.5 Graphic Organizer

Name of Task


 

WORKSHEET 2.1 Homophones

	Grammar Rule Review – Make These Homophones Your Own!



	Homophones
	Definitions
	My Sentences

	Its


	Its is a possessive; something belongs to “it”. For example: “I know that its result will be positive.”
	

	It’s


	It’s is a contraction of it is, such as “It’s payday tomorrow.”
	

	Know


	Know is to understand something, such as “I know how to do my job.”


	

	No


	No is a negative answer, the opposite of the word “yes”. “No, I cannot work on Friday.”



	

	Sale


	Sale is to sell something, such as “There is a yard sale in my neighborhood.”


	

	Sail


	Sail is what a boat does, such as “She wants to sail across the ocean.”



	

	There


	There means a location like “over there”. Example: “I need to be there in the morning.”


	

	Their


	Their is a possessive word; it belongs to them. Example: I am responsible for delivering their paychecks on Friday.”


	

	They’re


	They’re is a contraction of “they are”, such as “They’re coming to the office.”



	

	To


	To is a simple preposition, such as: “I am going to work.”


	

	Too


	Too is used to show agreement, such as “I want ice cream too.”


	

	Two


	Two is a number, such as “I need to complete two orders.” 


	

	Which


	Which is a question, such as “Which line is working the fastest?”


	

	Witch


	Witch is a woman on a broomstick.



	

	Your


	Your means that it belongs to you, such as “It is your job.”


	

	You’re


	You’re is a contraction of “you are”, such as “You’re in line for a promotion.”


	


WORKSHEET 2.2 Workplace Writing 
	Type of Workplace Writing


	Purpose


	Audience



	Newspaper advertisement selling new cars


	To get someone to buy a new car


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


WORKSHEET 2.5 How to Handle Mistakes

How to Handle Mistakes

o
1.
Admit that you are responsible for the mistake.

o
2.
Determine who needs to know that you made a mistake.

o
3.
Share the error or mistake with person(s) who need to know.

o
4.
Give the facts.

o
5.
Don’t make excuses.

o
6.
Tell the person what happened and how you fixed the problem or plan to fix the problem.

o
7.
Tell your employer how you will make sure that the mistake does not happen again.
WORKSHEET 2.6 Sending Emails

Sending Emails


Before you click the “send” button:


Proofread — Read your email carefully and check for spelling mistakes, missing capital letters, commas, and end punctuation marks. Make sure that your email is “correctly” written.


Email address — Make sure that you have the correct email address of the person to whom you are writing in the “To:” box.


CC box — Make sure this box is empty unless you want someone else to get a copy of your email.


Subject box — This is where you write what your email is about.


Body — Make sure that the email text is complete, but concise. People do not like to read long email messages.

Now you are ready to click “send.”

WORKSHEET 3.1 Angela’s Chart

	NAME: Anne Ellis


	INSURANCE #:  XYZ1234567



	DOB/AGE: 09/09/1942  67 yrs


	CONTACT INFO: 



	VITAL SIGNS:


	Mrs. Ellis was awake at 3:00 in the morning because she was



	
	

	
	thirsty so I filled her water pitcher and gave her a glass of



	
	

	
	water which she drank and then Mrs. Ellis wanted a blanket



	
	

	
	because the room was cold so I got her a blanket from the



	
	

	
	nurse’s storage room because there weren’t any blankets in



	
	

	
	the room and then I checked her vital signs before I left her



	
	

	
	room and her vital signs were normal and I logged them into



	
	

	
	the front of the chart. I checked on Mrs. Ellis again at 4:00



	
	

	
	a.m. and found her sleeping soundly and Mrs. Ellis awoke at 6:30 a.m.



	
	


WORKSHEET 3.6 Dream Job Writing Process

Write a short paragraph about your dream job using the four steps of the writing process. Complete steps 1–4 on a separate sheet(s) of paper. Write your final paragraph in the space provided below.  


1.
Prewrite - identify the topic


2.
Organize - put your ideas down on paper and put the ideas in a sequence 


3.
Write a first draft


4.
Revise and Edit for a final product



a. Revise — make sure to check what you want to say and in the sequence it happened; proofread for spelling, punctuation and capitalization



b. Review — look at it again to check grammar and details 



c. If not sure, have someone else check your writing

Write final copy:

WORKSHEET 4.1 Professional “Tone”

Read the following pairs of sentences. Check the message that delivers a professional tone to the reader.

1.

q
I hope that you will contact me. I know that my qualifications are not very impressive, but I do want the job.


OR


q
My qualifications and willingness to work hard make me an excellent applicant for the position. You can reach me at 555-222-3333. I look forward to hearing from you.

2.

q
The new boss doesn’t know anything about what we do.


OR


q
Our new supervisor is working hard to learn everyone’s job.

3.

q
It’s not fair that I do more work than the other workers.


OR


q
I would like to schedule a time to discuss with you my current responsibilities.

4.

q
Because you used the product incorrectly we will not refund your money


OR


q
General Manufacturing cannot refund your money because the product was used incorrectly.
WORKSHEET 4.2 Creating an Advertisement

Create an advertisement for a product. First, complete the following form. Then create a basic “sketch” of the advertisment in the space below.

	Name of the product


	

	List three words that describe the product.


	1.

2.

3.

	What would a customer like about this product?



	

	Why would a customer buy this product?



	

	What would be a catchy headline to start your advertisement?



	




WORKSHEET 4.3 Filling Out Forms 

Complete the sample sales form with the following information: 2 black t-shirts, size L, item number 788, at a cost of $9.95 each and 4 pairs of black shorts, size L, item number 888, at a cost of $15.99 each. Make sure the entire form is complete.

	


Order Form



	Date


	

	Ship To


	Name



	
	Street Address



	
	City, State, Zip Code



	
	Phone



	


Quantity


	Item #


	Description


	Unit Price


	Line Total



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total


	

	
	Shipping and Handling


	$6.25



	
	Total


	

	Make all checks payable to Sports Goods for All

Thank you for your business!

	Sports Goods for All – 99 Sports Way – Dearborn, MI 48129 – 888-888-8888




WORKSHEET 4.5 Keeping a Written Log 

	

Date & Time:


	


Activity


	Action Required


	Action Completed



	10/1:  8:00 – 9:00 AM


	Listen to messages and access email


	Respond to calls and emails


	3 calls

(Names of people)

6 emails

(Names of people)



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Step 1





Step 2





Step 3





Step 4





Step 5





Then





Then





Then





Then





Then
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