WORKPLACE DOCUMENTS:

LETTER FROM CASTING

DIRECTOR; TALENT

INSTRUCTIONS; E-MAIL MEMO
Comprehension

1. B 3. C 5. D

2. A 4. B

Vocabulary Development

6. A 8. A 10. S

7. S 9. S

Reading Focus

11. B 13. B

12. A 14. D

Constructed Response

15. Students’ responses will vary. A sample

response follows:

The most effective features in helping

readers understand what decisions have been

made and what is required by them are

bulleted lists, numbered lists, and headings—

specifically, subject lines. In the business

letter, the bulleted list makes it easy to focus

on each of Sam’s responsibilities. In the

workplace instructions, the numbered list

helps to break up the information so that each

point about what actors should and should not

do is clear. In the e-mail directory, the subject

lines make it easy to find the information

needed, so that Sam does not need to open

each e-mail if the subject line is irrelevant to

the information she needs.
