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Your Speaker

Aauthor of three books on werk
related writing the blogWords on
the Line and 50+ published articles
on writing theory and practice

Ainstructional designer, trainer, writer oY
and editor for library, corporate, andss. A5
government clients A

Awriting assessor of standardized tes |

Afaculty member of Beijing
International MBA program

Adoctorate in educational theory Philip Vassallo, Ed.D.
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Objectives Va

1. Use the writing process to compose
efficiently.

2. Determine the most important
gualities of effective writing.

3. Organize ideas for a solid structure.

4. Express information with a focused,
powerful style. o |
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Road Map
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Case Study

Time: CEVARE VY
Place: Oakville Public Library
Situation: proposal for a summer intern
Writer : Jill McGill, Reference Librarian
Reader. Lori Cory, Director
Assumptions | 1. Library never had an intern
2. Director needs higher level approv
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The Reading -Writing Continuum

 —  —

1. READ | 2. WRITE | 3. READ | 4. WRITE| 5. READ

to get ideas | to take notes| to evaluate | to draft ideas to assess
notes content and
structure

—J —J
| S—

10. WRITE|] 9. READ | 8. WRITE| 7. READ || 6. WRITE

to perfect to find errors to sharpen | to clarify draft || to focus ideas
message style

| S
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Reading List

IP VASSALLO ) S | THE LINE

a1Lo,EnD

Answering the Questions

renegion 1 FHE
BUSINESS ——

WRITER’S

HANDBOOK

Gerald ). Alred

Charles T. Brusaw
Walter E. Oliu

The Purdue Online Writing Lab (OWL

Suggested Resources The Purdue
Online Writing Lab Search the OWL
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ldea List: Brainstorm

Step 1. Write your topic at the top of the screen.

Step 2: List every idea the comes to mind.

STEP 1: Hire Intern

STEP 2: Re-shelving Project
photocopier repair problems
Library Centennial Book
vacation schedules
salary
assignments
recruitment
timeline
summer reading program
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ldea List

Step 3: Move around similar ideas

under working titles.

Step 4: Add ideas that pop uplifferent font & color ).

Step 5: Delete ideas that do not fit.

STEP 3, 4, 5: Hire Intern

1 1. summer reading program
employ intern

1 2. PROJECTING WORK
Re-shelving Project
Library Centennial Book

1 3. EMPLOYING INTERN
assignments
recruitment
supervision
salary

1 4. timeline

vacation-schedules
| ) ) "
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Draft 1: Rough

You requested that Reference provide a summer preschool reading orientation
program, when the Library approximately will receive 100 attendees over two
hourlong sessions per week.

| have two projects to complete during this program: Re-shelving and the Library
Centennial Book. This is why we must hire an intern. It may be possible to look
into recruiting one from Oakuville College. This may also offer the additional
benefit of opening relations with the college placement office.

During our summer reading program, from July 8 through August 30, an intern

would have the capability of helping in a variety of functions, including the typing

of the Centennial Book, photocopying of materials, researching of training

resources on the Internet, distributing of materials, completing the print material
database, and covering on our main phone line. Kim has mentioned to me that
she would be happy to supervise the 1in
nearby township libraries, | learned that the standard intern rate is $15 per houir,
which seems to be well within our budget.

The hiring process could get going by March 4, we will completely solve this
production problem, provided you accept the idea bye February 22.

© 2019 Philip Vassallo, Ed.D.
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Business Writing Top 10

Revisefor ideas

1. purposeful messag
2. complete ideas

3. organized structure
4. focused paragraph

5. accessible format

Edit for expression
6. appropriate tone
/. clear sentences
8. concise phrasing

Proofread for errors
9. correct grammar

10. proper mechanics
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Business Writing Top 10

Revisefor ideas

1. purposeful messag
2. complete ideas

3. organized structure
4. focused paragraph

5. accessible format
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Draft 1: Rough

1. purposeless openi

You requested that Reference provide a summer preschool reading orientation
program, when the Library approximately will receive 100 attendees over two
hourlong sessions per week. — :

2. limited ideas
| have two projects to complete during this program: Re-shelving and the Library
Centennial Book. This is why we must hire an intern. It may be possible to look
into recruiting one from Oakuville College. This may also offer the additional
benefit of opening relations with the college placement office.
3. unorganized structur
During our summer reading | S om July 8 through August 30, an intern
would have the capability of helping in a variety of functions, including the
typsetting of the Centennial Book, photocopying of materials, researching of
training resources on the Internet, distributing of materials, completing the print
material database, and covering on our main phone line. Kim has mentioned to
me t hat she would be happy to supervis
other nearby township libraries, | learned that the standard intern rate is $15 per
hour, which seems to be well within our budget.

4. unfocused paragrap

The hiring process could get going by March 4, we will completely solve this
production problem, provided you accept the idea bye February 22.
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Draft 2: Revised

To accommodate the summer pre-school reading program for 100 children,
Reference requests hiring a temporary intern from July 8 through August 30.

Projecting the Work
In addition to providing the full range of reference services, Reference will
manage two other summer projects requiring these services:
A Library Centennial Book i researching, interdepartmental coordinating,
writing, editing, typesetting, proofreading, printing, binding, distributing
A Re-Shelving Projecti library-wide coordinating, indexing, supervising,
completing the print material database

Hiring an Intern
Assignments
An intern would help me complete these projects by:
A typesetting the Centennial Book
A photocopying materials
A researching training resources on the Internet
A distributing materials
A completing the print material database
A covering the main phone line
continued on next slidg,
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Draft 2: Revised

continued from previous slide

Recruitment
We may recruit an intern from Oakville College. This move may also offer the
additional benefit of opening relations with the college placement office.

Supervision
Kim mentioned to me that she woul d be

Salary

Other local libraries noted their standard intern rate is $15 per hour. Assuming
25% overhead for the 8-week period of work, 35 hours per week, as to what is
called for in these cases, the intern would cost us approximately $5,250,
which seems to be well within our budget given the salary structure.

The hiring process could get going by March 4 Reference will completely solve
this problem, provided you except the idea bye February 22,
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Road Map
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Business Writing Top 10

Edit for expression
6. appropriate tone
/. clear sentences
8. concise phrasing
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Draft 2: Revised

To accommodate the summer pre-school reading program for 100 children,
Reference requests hiring a temporary intern from July 8 through August 30.

Projecting the Work
In addition to providing the full range of reference services, Reference will
manage two other summer projects requiring these services:
A Library Centennial Book i researching, interdepartmental coordinating,
writing, editing, typesetting, proofreading, printing, binding, distributing
A Re-Shelving Projecti library-wide coordinating, indexing, supervising,
completing the print material database

Hiring an Intern
Assignments
An intern would help me complete these projects by:
A typesetting the Centennial Book
A photocopying materials
A researching training resources on the Internet
A distributing materials
A completing the print material database
A covering the main phone line
continued on next slidg,
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Draft 2: Revised

continued from previous slide .
8. wordy phrasing

Recruitment
We may recruit an intern from Oakville College. This move may also offer the
additional benefit of opening relations with the college placement office.

"
Supervision

Kim mentioned to me that she woul d be
Salary

Other local libraries noted themgtandard intern rategs $1 our. Assuming

25% overhead for the 8-week period of work, 35 hourss#fer week, as to what is
called for in these cases, the intern would cost us approximately $5,250,
which seems to be well within our budget given the salary structure.

6. inappropriate tong

6. inappropriate tong 8. wordy phrasing
The hiring process could get going by March 4 Reference will completely solve

cepruary 22.
6. inappropriate tong

this problem, provided you excep

6. inappropriate tong 6. inappropriate tong
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Draft 3: Edited

Recruitment
The Library may recruit an intern from Oakville College, opening relations with

the college placement office.

Supervision
Kim confirmed she can supervise the i

Salary
The standard intern rate of other local libraries is $15 per hour. Including 25%
overhead for eight 35-hour weeks, the intern cost would be $5,250.

The hiring process could begin by March 4 Reference will manage this
production issue, upon proposal acceptance bye February 22.
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Business Writing Top 10

Proofread for errors
9. correct grammar

10. proper mechanics
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Draft 3: Edited

Recruitment
The Library may recruit an intern from Oakville College, opening relations with

the college placement office.

Supervision
Kim confirmed she can supervise the i

Salary

The standard intern rate of other local libraries is $15 per hour. Including 25%
overhead for eight 35-hour weeks, the intern cost would be $5,250.
9. runon sentence
The hiring process could begin by March 4 Reference will manage this
production issue, upon proposal acceptance bye February 22.

10. incorrect spelling

10. unnecessary comm

34
© 2019 Philip Vassallo, Ed.D.



The Reading -Writing Continuum

 —  —

1. READ | 2. WRITE | 3. READ | 4. WRITE| 5. READ

to getideas | to take notes| to evaluate | to draft ideas to assess
notes content and
structure

—J —J
| S

10. WRITE] 9. READ | 8. WRITE| 7. READ || 6. WRITE

to perfect to find errors to sharpen | to clarify draft || to focus ideas
message style

| S

35
© 2019 Philip Vassallo, Ed.D.



Draft 4: Proofread

Recruitment
The Library may recruit an intern from Oakville College, opening relations with

the college placement office.

Supervision
Kim confirmed she can supervise the i

Salary
The standard intern rate of other local libraries is $15 per hour. Including 25%
overhead for eight 35-hour weeks, the intern cost would be $5,250.

The hiring process could begin by March 4. Reference will manage this
production issue upon proposal acceptance by February 22.
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Press Send!

To accommodate the summer pre-school reading program for 100 children, Reference requests hiring a temporary
intern from July 8 through August 30.

Projecting the Work
In addition to providing the full range of reference services, Reference will manage two other summer projects
requiring these services:
A Library Centennial Book i researching, interdepartmental coordinating, writing, editing, typesetting,
proofreading, printing, binding, distributing
A Re-Shelving Projecti library-wide coordinating, indexing, supervising, completing the print material database

Hiring an Intern

Assignments

An intern would help Reference complete these projects by:
typesetting the Centennial Book

photocopying materials

researching training resources on the Internet
distributing materials

completing the print material database

covering the main phone line

Recruitment

The Library may recruit an intern from Oakville College, opening relations with the college placement office.

Too T Too T Too To

Supervision
Kim confirmed she can supervise the internds wor k.
Salary

The standard intern rate of other local libraries is $15 per hour. Including 25% overhead for eight 35-hour weeks, the
intern cost would be $5,250.

The hiring process could begin by March 4. Reference will manage this production issue upon proposal acceptance by
February 22.

© 2019 Philip Vassallo, Ed.D.



Webinar Summary

The Reading-Writing Continuum
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1. READ

to get ideas

2. WRITE

to take notes

3. READ

to evaluate
noftes

4. WRITE
to draft ideas

5.READ

to assess
content and
Structure
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10. WRITE

fo perfect
message

9. READ

to find errors

8. WRITE

to sharpen

style

7. READ
to clarify draft

6. WRITE

to focus ideas
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WEbi n ar S u m m ary (continued)

Business Writing Top 10

Revise for ideas
1. purposeful message
2. complete ideas
3. organized structure
4. focused paragraphs

5. accessible format

Edit for expression
6. appropriate tone
7. clear sentences
8. concise phrasing

Proofread for errors

9. correct grammar
10. proper mechanics
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Thank You!

To your writing success!

PHILIP VASSALLO, ED.D.
Writing Management, Design, Instruction, and Assessment

21 Cori Street Email: Phil@PhilVassallo.com

Parlin NJ 088591719 Website: www.PhilVassallo.com

Office: 1-732721-7577 Blog: www.WordsontheLine.blogspot.com
Mobile: 1-732-718 3361 Tweets: www. Twitter.com/PhilVassallo

Fax: 1-732-727-7491 LinkedIn : www.linkedin.com/in/PhilVassallg

Author of How to Write Fast Under Pressyréhe Art of Email Writing, andThe Art of Orthe-Job Writing
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