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Writing Assessment: Participant Questionnaire

To help us design a program focused on your writing needs and requirements, please take time to complete this questionnaire and return it to:

Name:

Position:

Email:

Phone

1. What  documents (emails, memos, meeting minutes, reports, etc..) do you write?
2. Who are the readers for these documents?  How do they use this information?
3. What problems do you have writing these documents? 


4. What  specific writing skills would be most helpful to you?  CHECK ONLY 3.

( 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. Please attach one or two writing samples.   May we use these samples in our workshop?  We will remove all identifying information.
( Yes                  ( No
Additional Information:  Tell us anything else about your writing habits, writing problems, customer or department communication that will help us address your specific issues .
