SURFING THE NET EXERCISES

CHAPTER 14  Business Communication

Exercise 14-1

Your business writing skills have caught the attention of members of the International Association of Administrative Professionals (IAAP). Because of the excellent quality of your work, you have been approached to write an article for the IAAP newsletter, OfficePRO.

A. OfficePRO has asked you to write an article on one of the following topics:

· How to conduct successful meetings

· How to make an effective oral presentation

· How to manage stress on the job

· How to ensure your workspace is ergonomically correct

B. Choose one of the topics above and connect to a search engine of your choice and compose your article using a minimum of three paragraphs.
C. Locate websites that provide information on your selected topic. Document  the website addresses and other information required to create a reference list for your article as shown in figure 14-8 in your textbook
Exercise 14-2

Your manager is aware of the current trend toward writing in a simpler style and has asked you to research information about writing in this way. While researching, you came across the Plain English Campaign website that offers free advice and instruction on how to write in plain English.

A. Connect to the Plain English Campaign home page and locate the Free guides section.

B. Review the section and choose a file that provides general advice on how to write in plain English.

C. Read the contents of the file to ensure the information will be useful to your manager.

