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	Spoken Text: 


	Spoken Text: No matter what kind of organization you work for, you can expect that there will be some form of written communication used to communicate, record, keep track of things or make requests. Some of the more common written workplace communication methods and tools are covered in this section. 
	Spoken Text:You first begin by focusing on building awesome paragraphs. This includes choosing a good topic sentence, developing the body of your message and a conclusion.
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	Spoken Text: We then turn the focus to the five types of documents you will most likely use in the workplace. These include: 1. Emails, 2. Short Reports, 3. Business letters, 4. Memos  and 5. Fax Cover Sheets. 





	Spoken Text: You’ll learn about the purpose of each of these documents and get practice discerning when to use each of the various document formats. When looking at the content itself, you will still keep in mind the audience, and balance that with your purpose to inform or persuade them.
	Spoken Text: Near the end of the chapter you’ll learn about using the acronym FAST as a tool to stay mindful about your choices of Format, how you consider your Audience as well as the Style and Tone of your document. Taken together the acronym also helps you stay on top of an important plain language writing principle---Get to the point fast!

	Written Text (on a laptop or some other screen) :  1. emails 2. Short reports, 3. Business letters, 4. memos, 5. Fax cover sheets
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(Is there a way to write the letters FAST horizontally then have them flow vertically to spell out what each letter stands for?) (Format Audience, Style, Tone)
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	Spoken Text: 
By polishing your paragraph composing skills and learning about the five types of documents that will suit your purpose, you should be well poised by the end of this chapter to be a FAST master crafter of effective messages in workplace documents!
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Writing Workplace documents Script (Draft)--Writing Module
(run time approx 1 min 59 sec)

1. TITLE SCREEN

2. OVERVIEW
No matter what kind of organization you work for, you can expect that there will be some form of written communication used to communicate, record, keep track of things or make requests. Some of the more common written workplace communication methods and tools are covered in this section. 

3. BUILDING PARAGRAPHS
You first begin by focusing on building awesome paragraphs. This includes choosing a good topic sentence, developing the body of your message and a conclusion.

4. FIVE TYPES OF DOCUMENTS
We then turn the focus to the five types of documents you will most likely use in the workplace. These include: 1. Emails, 2. Short Reports, 3. Business letters, 4. Memos  and 5. Fax Cover Sheets. 

5. PURPOSE AND PRACTICE
You’ll learn about the purpose of each of these documents and get practice discerning when to use each of the various document formats. When looking at the content itself, you will still keep in mind the audience, and balance that with your purpose to inform or persuade them.

6. GETTING FAST
Near the end of the chapter you’ll learn about using the acronym FAST as a tool to stay mindful about your choices of Format, how you consider your Audience as well as the Style and Tone of your document. Taken together the acronym also helps you stay on top of an important plain language writing principle---Get to the point fast!

7. REVIEW
By polishing your paragraph composing skills and learning about the five types of documents that will suit your purpose, you should be well poised by the end of this chapter to be a FAST master crafter of effective messages in workplace documents!
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