


BUSINESS CORRESPONDENCE
PEER REVIEW WORKSHEET



FOR THE WRITER TO COMPLETE:  

1. Point out the type of message each one is (See Chapters 7, 8, and 9).
1) The first memo regarding holiday bonuses is a negative message.
2) The second letter is a persuasive message about the changes in policy.
3) The last letter also has a persuasive message.

2. Explain the rhetorical situation(s) behind each message – Who was your audience? How did you interpret the scenario?  Provide audience analysis.  What were the stakes involved?  What was the specific purpose(s) for each message?  In what ways did you try to achieve that purpose (organization, approach, tone, word choice, design, etc.).
1) In the first memo, the audience is all the employees working for Simutech Company Limited. The issue in question is the lack of holiday bonuses this year. The stakes include demoralizing the employees. Therefore, the message intends to calm them by promising that the rewards will be available in the forthcoming years. I used a calm tone coupled with a careful word choice of simple phrases.
2) In the second memo, Simutech Company Limited’s staff are the audience. The use of company devices wrongfully is the primary concern. The issue can expose the firm to liability or result in the sacking of some workers. The purpose of the message was to convince the staff to avoid the misuse of company property. I employed a persuasive tone.
3) The last document is a letter addressed to Susan Monk of Warren Enterprises. The message focuses on the conflict arising from the advertisement through the company's logo. The stakes included is a refund or a reduction in the amount charged for advertising. I used a formal approach with a formal tone in addressing the recipient.  

3. Explain to your reviewer how close your drafts are to completion.  What parts do you think still need work?
1) The draft of the first memo is almost complete. The letter only needs polishing to make sure that the tone is convincing.
2) The second document is also almost complete. The only areas that still need work is an addition of the possible jail term or fines that individuals may face for violating company laws.
3) The last letter requires a lot of work. Although it is direct to the point, the message is not clear about the alternative option the company intends to take should the request for refund be declined. 

4. Point out what parts of your drafts you particularly want your reviewer to comment on.
1) I would like the reviewer to comment on the choice of words and clarity of the message in the first document.
2) In the second draft, the reviewer should focus on the structure and paragraphing of the text.
3) In the last document, I would like the researcher to comment on the choice of format for writing.

FOR THE PEER REVIEWER (answer questions for each message) 


1. Look at the message as a whole.  Does the layout/header/fonts look balanced and/or professional?  Make suggestions. 
1) The first scenario does not follow the formal layout of a memo. The writer should incorporate all aspects of a memo appropriately.
2) The second document also does not follow the layout of a memo in the headers, such as the sender and the date. The author should include the omitted parts.
3) The fonts look balanced in the last draft. However, the author needs to include the omitted aspects of a memo in the layout. 

2. Determine if the message contains the necessary components for its letter type.  Give examples.
1) The first letter is an official memo and contains relevant information, such as addressing all the employees and the formal tone used.
2) The second document is also a memo and communicates an official message to the employees. For instance, the author uses an authoritative tone while asking the employees to observe the regulations.
3) The last letter is also an official memo. The document contains official communication regarding the opportunity for promotion. 

3. Determine if the message letter accommodates the needs of its audience.  Is it clear that there is a specific audience?  
1) The first memo is addressed to all employees. The message fully accommodates their concerns about the lack of holiday and offers a chance for those who are uncomfortable with the decision to discuss it with the writer.
2) In the second message, the audience addressed are all the company employees. The letter does not include an employee view of the issue and hence does not adequately accommodate their needs.
3) The last document is a letter addressed to Susan Monk, who is an employee in another firm. The message is communicated and easy to understand for her. 
4. Evaluate the use of the indirect or indirect approach.  Is the approach appropriate for the situation? Is the approach skillfully employed? 
1) In the first memo, the author employs an indirect approach while addressing the issue of holiday bonuses. The procedure is appropriate in the context given the message is negative. Additionally, is it skillfully used? 
2) In the second letter, the approach used is direct. Since the author is addressing issues relating to discipline, a direct approach is suitable. Besides, he uses it skillfully.
3) The last letter also employs a direct approach since it is the most appropriate for business communication. The author intends to make the recipient understand the message.

5. Point out the strongest points in the message and state why. 
1) The strongest point in the first memo is the inability of the company to provide employees with a holiday bonus. It is the primary communication the author wants his audience to get. 
2) In the second memo, the most important points include the new policies, the sacking of Craig Wilson, and the proposed individual computer searches. These are the only points that will directly affect employees.
3) In the last letter, the main point is the ignored communications and the request for a refund. The author stresses on the two points.

6. Identify any weaknesses.  Recommend ways the weaknesses could be eliminated.
1) The major weakness in the first memo is the improper layout. The deficiency can be corrected by using the correct design.
2) The second document does not follow the correct layout too. Additionally, it is too wordy. The mistakes can be corrected by avoiding wordiness and using proper design.
3) The last letter does not have any weaknesses.

7. Comment on the language use.  Could it be stronger?  Look for weak verbs or wordy, vague expressions. Do any phrases sound awkward or “off”?  Is the voice active or passive?  Is the voice appropriate to the situation?  Is the use of voice skillful? 
1) The language used in the first memo is appropriate. There are no weak verbs or wordiness. However, the author uses a calm voice skillfully.
2) In the second memo, the language is strong despite a few wordy phrases. The voice is passive.
3) In the last letter, the language is also strong. However, the author can make it stronger by avoiding some wordy and awkward phrases such as ‘sponsor.’
8. Comment on the word choices. Are there negative words or words that contain strong negative connotations?  Could those words be eliminated?  Offer suggestions. 
1) The first document uses an appropriate negative connotation.
2) The second letter has several instances of words with too much negativity. For example, the use of the word termination in case of mistakes is intense. The author can eliminate such terms and replace them with better phrases. 
3) In the last document, there are no instances of strong negative connotations.

9. Look at the paragraphs.  Are they relatively short, unified, and coherent?  Are the sentences varied in structure?  Point out any sentence level, spelling, and grammar errors.
1) In the first scenario, the author unified and medium-sized paragraphs. The sentence structure is excellent, with a few grammar errors.
2) In the second scenario, the last paragraph is relatively short. However, the auto uses a varied sentence structure with no grammar errors.
3) The last document has appropriate paragraphs with a varied sentence structure. However, there are several grammar errors, such as when the author asks for a refund.

10. It is likely that at least one of the messages should employ a buffer.  Look hard at the buffer.  Indicate ways it could be improved. 
1) In the first scenario, the buffer can be improved by appropriately recognizing the efforts of the employees in the company and applauding them.
2) The second scenario’s buffer can also be enhanced by mentioning how the management appreciates and recognizes every employee.
3) The last letter does not need to employ a buffer.
11. If the message is conveying bad news, does it achieve the five purposes of communicating bad news?  Where might there be a weakness?
1) The first memo achieves the five purposes.
2) The second memo does not maintain a good image nor goodwill for the employees. The terms used have too much negative connotation, which makes the message weak.
3) In the last document, the message conveys the bad news and achieves its purposes. 

12. Comment on the language use.  Could it be stronger?  Look for weak verbs or wordy, vague expressions. Do any phrases sound awkward or “off”?  Point them out (even if you are not sure how to fix them). 

13. Look at the paragraphs.  Are they relatively short, unified, and coherent?  Are the sentences varied in structure?  Point out any sentence level, spelling, and grammar errors.


14. It is likely that at least one of the messages contains a persuasive element.  Does the writer use AIDA framing?  How effectively (or not)?  Does the message balance emotional and logical appeals effectively? Is the reasoning going to be persuasive for this audience?  Offer suggestions for improvement.
1) The first scenario uses the AIDA framework appropriately, where the author creates awareness and makes the audience interested before delivering the news. The message has an emotional and logical balance regarding the lack of holiday bonuses. However, more persuasion is necessary since the information relates to employee payments.
2) In the second memo, the author tries to persuade the audience to adhere to the laws. There exists an unbalance of logical and emotional reasoning since the message is more rational than emotional. Including emotional aspects could help make it more convincing to the audience.
3) The last document does not employ any persuasive elements.

15. Poke holes (logically and rhetorically) in the writer’s position.  Point out where his/her argument is weakest/ strongest. 
1) The first letter does not effectively eliminate the need for correspondence. The author invites any member who wishes to discuss the issue further to meet in the HR office.
2) In the second scenario, the sacking of one of the employees is used as a warning, which brings in more negativity into the message.
3) [bookmark: _GoBack]In the last scenario, the author gives his recipient an ultimatum, rather than communicating formally.   

BE SURE TO DISCUSS YOUR FINDINGS WITH THE WRITER AFTER THE REVIEW. 





