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[bookmark: _GoBack]What is the 3-x-3 writing process and 
why is it important to my healthcare career?
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	This assignment helps you apply your knowledge from this week’s modules and readings.

	
	[image: ]
	Healthcare employees are expected to be effective written and oral communicators.  In order to write effectively in a professional environment in a way that is understandable and well-received, you must follow the 3-x-3 writing process.
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Planning Business Messages
Answer the following questions.

1. Business writing should be purposeful, economical, and _____________________.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]
(Select only one)
  ☒ audience-oriented
  ☐ creative
  ☐ formal
  ☐ lengthy

2. Which of the following identifies the three phases of the writing process?  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]
(Select only one)
  ☐ Analyzing the audience, adapting to the audience, and selecting a communication channel
  ☐ Identifying the purpose, writing economically, and orienting the audience
  ☐ Informing, persuading, and entertaining
  ☒ Prewriting, drafting, and revising

3. How does the 3-x-3 writing process help people avoid wasting time when creating messages?   [image: ]  [image: ]  [image: ]

The process is simple and makes it easy to follow due to its definite nature hence saves on time when used to create messages.

4. Phase 2 of the 3-x-3 writing process involves analyzing your purpose, anticipating your audience, and adapting your message to the audience.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]

  ☐True     ☒ False

5. Good writers should expect to spend most of their time revising their messages.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]

       ☒True      ☐False

6. The two primary purposes for sending business messages are typically to ______ and _______. 
 [image: ]  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_02.png]

a. Enlighten
b. persuade
    

7. For each of the following communication tasks listed in the table below, match the specific purpose.  [image: ]  [image: ] [image: ]

                
A. Inform
B. Collaborate
C. Persuade
D. Start a conversation

	C.
	Your supervisor sent you a text message offering you a free breakfast sandwich if you attend the morning meeting on Tuesday.

	B.
	Your colleague sends you an instant message asking you questions about your group project.

	D.
	A coworker sends you an email asking about your recent vacation.

	A_.
	There is a sign in the lobby of the hospital directing patients to the lab.



8. The first step in composing a message is to identify its purpose.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]
  ☒ True      ☐ False




Writing Business Messages  
Answer the following questions.

9. Why is it important to know your audience when writing a business message?  [image: ] [image: ]  [image: ]

It helps formulate the message in a manner that caters to the needs of the audience and deliver the message in a manner most convenient to the target audience

10. Why do you think that readers and listeners are more likely to respond positively when they believe messages address their concerns?  [image: ]  [image: ]  [image: ]

They would feel involved in the message as it promises to cater to their needs thus feel the obligation of responding to fulfill their needs.

11. Why is it important to use positive language in business messages?  [image: ]  [image: ]  [image: ]

It helps boost the image of the business in the view of the customer and elicits a positive attitude of the customer towards the business

12. Why do you think that using a conversational tone with plain language when writing business messages is a good idea?  [image: ]  [image: ]  [image: ]

It would help the audience to relate with an actual person due to the use of a natural voice making it easier to understand the message

13. Business writers prefer the active voice because in active-voice sentences the
	         ___	.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png] 
	(Select only one)
  ☐ bad news is de-emphasized
  ☐ subject is the recipient of the action
  ☒ subject is the doer of the action
  ☐ doer of an action is concealed

14. An effective paragraph 	____.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]
      (Select only one)
  ☐ eliminates any supporting sentences for concise writing
  ☐ develops multiple ideas to add length and substance
  ☒ focuses on a single main idea
  ☐ uses sentences written in only the active voice
[image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\QAR_03.png]
15. Proofreading includes which of the following tasks?         [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]        
      (Select only one)
  ☐ Determining whether the message should be written using the direct or indirect organizational strategy
  ☐ Fine-tuning sentence and paragraph structure
  ☒ Correcting spelling, grammar, punctuation, names and numbers, and format
☐ Improving content and tone

16. For complex documents it's best to proofread     	.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_01.png]
(Select only one)
  ☐ on the computer screen only
  ☐ only once
  ☐ from a printed copy
  ☒ as you compose the document



[image: ]
Completing Business Messages 
You are working as a medical administrative assistant at Saint Catherine Children’s Hospital. Janet, your supervisor, asks you to review and edit an email that she is preparing to send out to the staff.  Before it is sent, provide your recommendations for improvement.

17. Read the email below and identify four areas where improvement could be made in grammar and sentence structure. Next, create one recommendation for each area of improvement. 
(Hint: Refer to your textbook for recommendation ideas.)  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_08.png]

	Areas of Improvement
	Recommendations

	a.  Punctuation
	e.  avoid the use of exclamation marks and use periods

	b.  Tone of delivery
	f.  the use of a professional tone rather than derogatory tone

	c.  Repetition
	g.  avoid mentioning the same things more than once

	d.  Spelling mistakes
	h.  proofread the email to avoid spelling mistakes



[image: ]



18. An effective communication strategy when delivering a negative message to employees for is to 	.  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\Points_02.png] 
 (Select only one)
  ☐ begin with the main idea
  ☐ put the bad news first
  ☐ explain all background information first
  ☒ get to the main idea quickly by frontloading


[image: ]
Reflection 
Reflect on what you have learned this week to help you respond to the question below. You may choose to respond in writing or by recording a video!

19. Why is effective written communication important in the workplace?  [image: ]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\QAR_02.png]  [image: D:\UMA Laptop Backup 2015.01.22\Pictures\New Assignments\Icons\10.png]

Written communication helps promote the stature of the company brand due to the inherent nature of its professional tone hence present an enhanced image and respect to the brand.it also establishes trust and reliance between the communicating parties since an effectively written message clearly outlines the goals, the problems, and the solutions in the workplace whilst designating the roles to be undertaken by each party. Written communication can be disseminated in digital format hence the potential of reaching multiple recipients easily. Further, the written communication keeps a permanent record that can be used for reference in case of legal disputes imputing no communication was made and where reference to details communicated. 
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Staff,

It has come to my attenten that many of you are leaving early from work!111! Because of you all like to
leave early, many patients tasks are not getting accomplishd on the due date. | am not going to tolerate
‘misbehavior and disrespect. Some of you do not know this but “I call the shots” around here. I thought |
was a role model for you all beause | arrive on time to work evry day | am organizd, | am dedicated to job
Iam honest and | am reliable. | expect the same in returnl1!11 | expect that y'all come to work on time
and leave when your time is over. I will not tolerate misbehavior and disrespect any more.

sincerely,

Martha Smith





image15.png




image16.png




image17.png




image18.png




