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Assessing Employee Writing: Manager’s Questionnaire

Name:

Division:

Email:

Phone:

1. What documents (emails, memos, meeting minutes, reports, etc.) are most important in conducting the daily business of your department.

2. What problems do you see in employee writing? 

3. How do these writing problems affect your department’s productivity and client relations? 

4. What  specific writing skills do your employees need:

( Analyzing audience, circumstance,  and purpose of the communication

( Planning the message

( Selecting information readers need and want

( Organizing information

( Getting to the point

( Using persuasive strategies

( Formatting documents for quick reading

( Using a positive, professional tone

( Writing coherent paragraphs

( Using correct grammar and punctuation

( Writing “bad news” or problem letters

( Writing reports: specify kind of report___________________________

( Other: _____________________________________________________

5. How much time can your department give to employee writing training?

( 1 full day

( 2 full days

( 2 half days 
( 3 half days

( Other

6. Please attach any writing samples (good or not so good) that we could use in the workshop.  All identifying information will be omitted.

