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This	respected	market-leading	text	offers	students	a	comprehensive,	practical	introduction	to	workplace	writing	to	prepare	them	for	a	range	of	communication	tasks.	SUCCESSFUL	WRITING	AT	WORK,	10E,	features	an	abundance	of	real-world	examples	and	problems	as	well	as	an	accessible	writing	style	and	detailed	guidelines	for	planning,	drafting,
revising,	editing,	and	producing	professional	documents	and	graphics.	Students	are	presented	with	topics	in	four	logically	sequenced	sections,	beginning	with	basic	business	communications	and	proceeding	to	conducting	research,	documenting	sources,	and	handling	more	advanced	tasks	such	as	reports,	proposals,	and	oral	presentations.	With	each
new	task,	students	learn	to	become	effective	problem	solvers	at	work,	to	understand	their	audience,	and	to	select	the	best	communication	tools	to	accomplish	their	goals.	Please	choose	whether	or	not	you	want	other	users	to	be	able	to	see	on	your	profile	that	this	library	is	a	favorite	of	yours.	Allow	this	favorite	library	to	be	seen	by	others	Keep	this
favorite	library	private	Save				Cancel	Finding	libraries	that	hold	this	item...	Document	Type:	Book	All	Authors	/	Contributors:	Philip	C	Kolin	Find	more	information	about:	Philip	C	Kolin	ISBN:	9781305667617	1305667611	OCLC	Number:	973764799	Notes:	Includes	index.	Description:	xxxii,	645,	19,	19	pages	:	illustrations	(some	color)	;	24	cm
Contents:	Getting	started	:	writing	and	your	career	--	The	writing	process	at	work	--	Collaborative	writing	and	meetings	in	the	workplace	--	E-communications	at	work	:	email,	blogs,	messaging,	and	social	media	--	Writing	letters	:	some	basics	for	communicating	with	audiences	worldwide	--	Types	of	business	letters	and	memos	--	How	to	get	a	job	:
seaches,	networking	dossiers,	portfolios/webfolios,	resumes,	transitioning	to	a	civilian	job,	letters,	and	interviews	--	Doing	research,	evaluating	sources,	and	preparing	documentation	in	the	workplace	--	Summarizing	information	at	work	--	Designing	clear	visuals	--	Designing	successful	documents	and	websites	--	Writing	instructions	and	procedures	--
Writing	winning	proposals	--	Writing	effective	short	reports	--	Writing	careful	long	reports	--	Making	successful	presentations	at	work	--	Appendix	:	a	writer's	brief	guide	to	paragraphs,	sentences,	and	words.	Responsibility:	Philip	C.	Kolin.	This	respected,	market-leading	text	offers	students	a	comprehensive,	practical	introduction	to	workplace	writing
to	prepare	them	for	a	range	of	communication	tasks.	SUCCESSFUL	WRITING	AT	WORK,	International	Edition	features	an	abundance	of	real-world	examples	and	problems,	as	well	as	an	accessible	writing	style	and	detailed	guidelines	for	planning,	drafting,	revising,	editing,	and	producing	professional	documents	and	graphics.	Students	are	presented
with	topics	in	four	logically	sequenced	sections,	beginning	with	basic	business	communications,	and	proceeding	to	conducting	research,	documenting	sources,	and	handling	more	advanced	tasks	such	as	reports,	proposals,	and	oral	presentations.	With	each	new	task,	students	learn	to	become	effective	problem-solvers	at	work,	to	understand	their
audience,	and	to	select	the	best	communication	tools	to	accomplish	their	goals.	Ilmoita	asiattomasta	viestistä	3	Näytä	kertauksien	lista	432	SUCCESSFUL	WRITING	AT	WORK,	11th	Edition,	features	an	abundance	of	real-world	examples	and	problems,	an	accessible	writing	style,	and	detailed	guidelines	for	planning,	drafting,	revising,	editing,
formatting,	and	producing	professional	documents	and	graphics	in	the	global	workplace.	Students	are	presented	with	topics	in	four	logically	sequenced	sections,	beginning	with	a	discussion	of	the	writing	process	and	collaboration,	followed	by	material	on	basic	business	communications	(including	e-communications	and	social	media),	letters,	and
resumes;	conducting	research	and	documenting	sources;	and	more	advanced	tasks	such	as	preparing	visuals,	websites,	instructions,	procedures,	proposals,	short	and	long	reports,	and	presentations.	With	each	new	writing	assignment,	students	learn	to	become	effective	problem	solvers,	to	work	effectively	as	members	of	a	collaborative	team,	to
understand	their	global	audience,	and	to	select	the	best	communication	technologies	to	accomplish	their	goals.Important	Notice:	Media	content	referenced	within	the	product	description	or	the	product	text	may	not	be	available	in	the	ebook	version.	Skip	to	main	contentDiscover	1.	CHAPTER	1	Philip	C.	Kolin	University	of	Southern	Mississippi	Getting
Started:	Writing	and	Your	Career	2.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	2	Writing—An	Essential	Job	Skill		Writing	is	a	part	of	every	job:		It	keeps	business	moving.		It	allows	individuals	to	communicate	with	one	another	and	with	customers	and	clients.		Your	success	as	an	employee	will	depend	on	your	success	as	a	writer.		The
higher	you	advance	in	an	organization,	the	more	and	higher	quality	writing	you	will	be	expected	to	do.	3.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	3	Writing	for	the	Global	Marketplace		The	Internet,	teleconferencing,	digital	communications,	social	media,	and	m-	commerce	have	shrunk	the	world	into	a	global	village.	Companies
must	compete	for	international	sales	to	stay	in	business.		Adopting	a	global	perspective	on	business	will	help	you	communicate	and	build	goodwill	with	the	customers	you	write	to,	no	matter	where	they	live.	4.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	4	Figure	1.1	How	a	Company	Appeals	to	a	Global	AudienceWriting	for	the	Global
Marketplace	7	W	E	A	R	E	committed	to	providing	our	clients	worldwide	with	superior	service.	Our	diverse,	talented	workforce	shares	our	vision	to	offer	you	the	latest	and	most	effective	solutions	for	all	your	digital	security	needs.	We	have	helped	thousands	of	companies	like	yours	with	technical	assistance	and	broad	knowledge	of	what	it	takes	to	do
business	around	the	globe.	d	ig	ita	lw	o	rld	tx	.c	o	m	800-555-0120	Accountability	Excellence	Integrity	Teamwork	D	ig	it	a	l	W	o	r	ld	W	E	A	R	E	T	E	C	H	N	O	L	O	G	I	E	S	FIGURE	1.1	How	a	Company	Appeals	to	a	Global	Audience	●	how	they	wish	abusinessmeeting	to	beconducted	©2013CengageLearning	iStockphoto.com/Peepo	iStockphoto.com/Peepo
iStockphoto.com/WilsonValentin	iStockphoto.com/Urilux	Not	For	Sale	1CengageLearning.AllRightsReserved.ThiscontentisnotyetfinlandCengageLearning	notguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	5.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	5	Figure	1.2	A	Company’s	Dedication	to
GlobalizationWriting	for	the	Global	Marketplace	9	FIGURE	1.2	A	Company’s	Dedication	to	Globalization	Source:	From	William	M	.	Pride,	Robert	J.	H	ughes,	and	Jack	R.	K	apoor,	Business,	8th	ed.	(Boston:	H	oughton	Mifflin,	2005),	587.	APPhoto/GregBaker	Not	For	Sale	©201CengageLearning.AllRightsReserved.Thiscontentisnotyetfin	a
landCengageLearning	doesnotguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	6.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	6	Four	Keys	to	Effective	Writing		Identify	your	audience.		Who	will	read	what	I	write?		Establish	your	purpose.		Why	should	they	read	what	I	write?		Formulate	your	message.		What
do	I	have	to	say	to	them?		Select	an	appropriate	style	and	tone.		How	can	I	best	communicate?	7.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	7	Figure	1.3	No-Smoking	Ad	CHAPTER	1	Getting	Started	PeterPoulides/GettyImages	FIGURE	1.3	No-Smoking	Advertisement	Aimed	at	Fathers	Who	Smoke	8.	Copyright	©	2017	Cengage
Learning.	All	rights	reserved.	1	|	8	Figure	1.4	No-Smoking	Ad	PeterPoulides/GettyImages	UnitedStatesDepartmentofHealthandHumanServices,CentersforDiseaseControl,	OfficeonSmokingandHealth'sHealthCommunicationBranch(OSH/HCB)	FIGURE	1.4	No-Smoking	Advertisement	Directed	at	Pregnant	W	omen	Not	For	Sale
©201CengageLearning.AllRightsReserved.Thiscontentisnotyetfin	a	landCengage	doesnotguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	9.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	9	Figure	1.5	No-Smoking	AdFour	Keys	to	Effective	Writing
UnitedStatesDepartmentofHealthandHumanServices,CentersforDiseaseControl,	OfficeonSmokingandHealth'sHealthCommunicationBranch(OSH/HCB)	FIGURE	1.5	No-Smoking	Advertisement	Appealing	to	Young	Athletes	Not	For	Sale	10.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	10	Identifying	Your	Audience		Who	will	read	what	I
write?		Who	is	my	audience?		How	many	people	will	make	up	my	audience?		How	well	does	my	audience	understand	English?		How	much	does	my	audience	already	know	about	my	writing	topic?		What	is	my	audience’s	reason	for	reading	my	work?	11.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	11	Identifying	Your	Audience		What	are
my	audience’s	expectations	about	my	written	work?		What	is	my	audience’s	attitude	toward	me	and	my	work?		What	do	I	want	my	audience	to	do	after	reading	my	work?	12.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	12	Establishing	Your	Purpose		Why	should	they	read	what	I	write?		Get	to	the	point	right	away.		What	do	I	have	to
say	to	them?		Details	are	those	key	points	you	think	readers	need	to	know.		Scope	refers	to	how	much	information	you	give	readers	about	those	key	details.	13.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	13	Selecting	Your	Style	and	Tone		How	can	I	best	communicate?		Style	refers	to	how	something	is	written	rather	than	what	is
written.	It	involves	choices	about	paragraph	construction,	sentence	length	and	patterns,	and	word	choice.	Adapt	your	style	to	different	messages,	purposes,	and	audiences.		Tone	expresses	your	attitude	toward	a	topic	and	toward	your	audience.	It	is	especially	important	because	it	reflects	the	image	you	project	to	readers	and	determines	how	they	will
respond	to	you,	your	work,	and	your	company.	14.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	14	Job-Related	Writing		Job-related	writing	serves	six	basic	functions:	1.	Providing	practical	information	2.	Giving	facts,	not	impressions	3.	Supplying	visuals	to	clarify	and	condense	information	4.	Giving	accurate	measurements	5.	Stating
responsibilities	precisely	6.	Persuading	and	offering	recommendations	15.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	15	Figure	1.6	Use	of	a	Visual	to	Convey	Information	2	CHAPTER	1	Getting	Started	T	o	re	d	u	c	e	th	e	p	o	s	s	ib	ility	o	f	e	y	e	d	a	m	a	g	e	,	m	a	k	e	s	u	r	e	y	o	u	s	ta	y	1	8	t	o	2	4	in	c	h	e	s	fr	o	m	th	e	c	o	m	p	u	t	e	r	s	c	r	e	e
n	a	n	d	a	lw	a	y	s	m	a	k	e	s	u	r	e	y	o	u	r	w	o	r	k	a	r	e	a	is	w	e	ll	lit.	T	o	m	in	im	iz	e	n	e	c	k	s	tra	in	,	p	o	s	itio	n	y	o	u	r	c	o	m	p	u	te	r	s	c	r	e	e	n	s	o	th	a	t	th	e	to	p	o	f	th	e	s	c	r	e	e	n	is	a	t	o	r	ju	s	t	b	e	lo	w	y	o	u	r	e	y	e	le	v	e	l.	T	o	a	v	o	id	b	a	c	k	a	n	d	s	h	o	u	ld	e	r	s	tra	in	,	s	it	u	p	s	tr	a	ig	h	t	a	t	a	r	ig	h	t	a	n	g	le	in	y	o	u	r	c	h	a	ir	w	it	h	y	o	u	r	s	h	o	u	ld	e	r	s	r	e
la	x	e	d	a	n	d	y	o	u	r	lo	w	e	r	b	a	c	k	fi	r	m	ly	s	u	p	p	o	r	t	e	d	(w	it	h	a	c	u	s	h	io	n	,	if	n	e	c	e	s	s	a	r	y	).	T	o	le	s	s	e	n	le	g	a	n	d	b	a	c	k	s	tra	in	,	a	d	ju	s	t	y	o	u	r	c	h	a	ir	h	e	ig	h	t	s	o	th	a	t	y	o	u	r	u	p	p	e	r	b	o	d	y	a	n	d	y	o	u	r	le	g	s	fo	r	m	a	9	0	-	d	e	g	r	e	e	a	n	g	le	a	n	d	th	a	t	y	o	u	r	fe	e	t	a	r	e	fl	a	t	o	n	t	h	e	fl	o	o	r	o	r	o	n	a	fo	o	tr	e	s	t	.	Using	Your	Computer
Safely	By	following	the	bulleted	guidelines	below,	illustrated	in	the	photo	to	the	right,	you	can	avoid	work-	place	injuries	when	you	are	at	your	computer.	Footrest	18"–24"	9	0	-d	e	g	re	e	a	n	g	le	©CengageLearning	CourtesyofErgoConcepts,LLC	FIGURE	1.6	Use	of	a	Visual	to	Convey	Information	●	asterisks(*)	to	separateitemsor	to	notekey	information
16.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	16	Figure	1.7	A	Convincing	Ad	As	much	as	70	percent	of	your	writing	may	be	directed	to	individuals	you	with	and	for.	In	fact,	your	very	first	job-related	writing	will	likely	be	a	pers	resumeand	letter	to	land	an	interview	with	apotential	employer	.	W	e	’ll	b	r	in	g	o	u	r	X	-r	a	y	s	e	r	v	ic	e	s
to	y	o	u	r	fa	c	ility	,	7	d	a	y	s	a	w	e	e	k	,	2	4	h	o	u	r	s	a	d	a	y.	W	e	c	a	n	r	e	d	u	c	e	y	o	u	r	X	-r	a	y	c	o	s	t	s	b	y	a	m	in	im	u	m	o	f	2	8	%	.	X	-r	a	y	c	o	s	t	in	c	lu	d	e	s	r	a	d	io	lo	g	is	t’	s	in	te	r	p	r	e	t	a	tio	n	a	n	d	w	r	itt	e	n	r	e	p	o	r	t.	S	a	m	e	-d	a	y	s	e	r	v	ic	e	w	it	h	im	m	e	d	ia	t	e	r	e	s	u	lts	t	e	le	p	h	o	n	e	d	to	y	o	u	r	fa	c	ilit	y.	S	a	v	e	c	o	r	r	e	c	t	io	n	a	l	o	f	f	c	e	r	s
’	tim	e	,	th	e	r	e	b	y	s	a	v	in	g	y	o	u	r	fa	c	ility	m	o	n	e	y.	A	v	o	id	c	h	a	n	c	e	o	f	p	r	is	o	n	e	r	’s	e	s	c	a	p	e	a	n	d	p	o	s	s	ib	le	d	a	n	g	e	r	to	th	e	p	u	b	lic	.	A	v	o	id	lo	n	g	w	a	it	s	in	o	v	e	rc	ro	w	d	e	d	h	o	s	p	it	a	ls	.	R	e	d	u	c	e	y	o	u	r	in	s	u	r	a	n	c	e	lia	b	ilit	ie	s	.	O	th	e	r	S	e	r	v	ic	e	s	A	v	a	ila	b	le	:	U	ltr	a	s	o	u	n	d	,Tw	o	-D	im	e	n	s	io	n	a	l	E	c	h	o	c	a	r	d	io	g	r	a	m
,	C	.T	.	S	c	a	n	,	E	K	G	,	B	lo	o	d	L	a	b	a	n	d	H	o	lte	r	M	o	n	it	o	r.	GENERAL	MEDICAL	WILL	STOPTHE	UNNECESSARYTRANSPORTING	OF	YOUR	INMATES.	General	Medical	Is	Your	On-Site	Medical	Problem	Solver	General	Medical	Services	Corp.	Asubsidiaryof	FederalMedicalIndustries,	Inc.O.T.C.	950	S.W.	12th	Avenue,	2nd	Floor	Suite,	Pompano,
Florida	33069	(305)942-1111	FL	WATS:1-800-654-8282	©CengageLearning	Visual	stress	the	need	fo	more	efficie	way	to	tran	prisoners	for	medical	attention	Bulleted	list	convenient	and	persua	uses	factual	to	convince	Encourages	readers	to	u	this	service	FIGURE	1.7	An	Advertisement	Employing	Persuasive	Arguments	to	Convince	Potential	Custome
to	Use	a	Service	©201CengageLearning.AllRightsReserved.Thiscontentis	a	doesnotguaranteethispagewillcontaincurrentmaterialormat	You	will	have	to	conduct	research;	provide	logical	arguments;	supply	appropri-	ate	facts,	examples,	and	statistics;	and	identify	the	most	relevant	information	for	your	particular	audience(s).	N	otice	how	the
advertisement	in	Figure	1.7	offers	a	bulleted	list	of	persuasive	reasons—based	on	cost,	time,	efficiency,	safety,	and	convenience—to	convince	corrections	officials	that	they	should	use	General	Medical’sservicesrather	than	thoseof	ahospital	or	clinic.	Writing	Persuasively	to	In-House	Personnel	As	much	as	70	percent	of	your	writing	may	be	directed	to
individuals	you	work	with	and	for.	In	fact,	your	very	first	job-related	writing	will	likely	be	a	persuasive	resumeand	letter	to	land	an	interview	with	apotential	employer	.	W	e	’ll	b	r	in	g	o	u	r	X	-r	a	y	s	e	r	v	ic	e	s	to	y	o	u	r	fa	c	ility	,	7	d	a	y	s	a	w	e	e	k	,	2	4	h	o	u	r	s	a	d	ay.	W	e	c	a	n	r	e	d	u	c	e	y	o	u	r	X	-r	a	y	c	o	s	ts	b	y	a	m	in	im	u	m	o	f	2	8	%	.	X	-r	a	y	c	o	s	t
in	c	lu	d	e	s	r	a	d	io	lo	g	is	t’s	in	te	r	p	r	e	ta	tio	n	a	n	d	w	r	itt	e	n	r	e	p	o	r	t.	S	a	m	e	-d	a	y	s	e	r	v	ic	e	w	ith	im	m	e	d	ia	te	r	e	s	u	lts	te	le	p	h	o	n	e	d	to	y	o	u	r	fa	c	ilit	y.	S	a	v	e	c	o	r	r	e	c	tio	n	a	l	o	f	f	c	e	r	s	’	tim	e	,	th	e	r	e	b	y	s	a	v	in	g	y	o	u	r	fa	c	ility	m	o	n	e	y.	A	v	o	id	c	h	a	n	c	e	o	f	p	r	is	o	n	e	r	’s	e	s	c	a	p	e	a	n	d	p	o	s	s	ib	le	d	a	n	g	e	r	to	th	e	p	u	b	lic	.	A
v	o	id	lo	n	g	w	a	it	s	in	o	v	e	r	c	ro	w	d	e	d	h	o	s	p	ita	ls	.	R	e	d	u	c	e	y	o	u	r	in	s	u	r	a	n	c	e	lia	b	ilitie	s	.	O	th	e	r	S	e	r	v	ic	e	s	A	v	a	ila	b	le	:	U	ltr	a	s	o	u	n	d	,Tw	o	-D	im	e	n	s	io	n	a	l	E	c	h	o	c	a	r	d	io	g	r	a	m	,	C	.T	.	S	c	a	n	,	E	K	G	,	B	lo	o	d	L	a	b	a	n	d	H	o	lte	r	M	o	n	ito	r.	GENERAL	MEDICAL	WILL	STOPTHE	UNNECESSARYTRANSPORTING	OF	YOUR
INMATES.	General	Medical	Is	Your	On-Site	Medical	Problem	Solver	General	Medical	Services	Corp.	Asubsidiaryof	FederalMedicalIndustries,	Inc.O.T.C.	950	S.W.	12th	Avenue,	2nd	Floor	Suite,	Pompano,	Florida	33069	(305)942-1111	FL	WATS:1-800-654-8282	©CengageLearning	Visual	stresses	the	need	for	a	more	efficient	way	to	transport	prisoners
for	medical	attention	Bulleted	list	conveniently	and	persuasively	uses	factual	data	to	convince	Encourages	readers	to	use	this	service	FIGURE	1.7	An	Advertisement	Employing	Persuasive	Arguments	to	Convince	Potential	Customers	to	Use	a	Service	Not	For	Sale	©201CengageLearning.AllRightsReserved.Thiscontentisnotyetfin	a	landCengageLearning
doesnotguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	17.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	17	Figure	1.8	A	Persuasive	Email	most	relevant	one(s)	for	your	boss.	Your	reader	will	expect	you	to	offer	clear-cut,	logical,	and	convincing	reasonsfor	your	choice,	backed	up	with	persuasivefacts.	Aspart
of	your	job,	too,	you	will	be	asked	to	write	convincing	memos,	emails,	letters,	blogs,	and	websites	to	boost	employee	morale,	encourage	them	to	be	more	productive,	and	compliment	them	on	ajob	well	done.	Figure	1.8	is	a	persuasive	email	from	an	employee	to	a	manager	reporting	a	payroll	mistake	and	persuading	the	reader	to	correct	it.	The	email
contains	many	of	the	other	characteristics	of	job-related	writing	we	have	discussed.	N	ote	how	the	A	r	ia	l	1	0	Dear	Ms.	Griffin,	My	paycheck	for	the	two-week	period	ending	October	16	was	$75.00	short.	For	this	period	I	should	have	been	paid	$875.00.	Instead,	my	check	was	for	only	$800.00.	I	believe	I	know	why	there	may	have	been	a	discrepancy.
The	$75.00	additional	pay	for	these	two	weeks	was	the	result	of	my	having	put	in	five	hours	of	overtime	on	October	8	and	October	12	(2½	hours	each	day	@	$15.00	per	hour).	This	overtime	was	not	reflected	on	my	current	pay	statement.	I	have	double-checked	with	my	supervisor,	Gloria	Arrelo,	who	assured	me	that	she	recorded	my	overtime	on	the
timesheets	she	sent	to	your	office	on	October	17.	She	has	given	me	a	copy	that	I	have	scanned	and	have	attached	to	verify	my	hours.	Thank	you	for	correcting	your	records	and	for	crediting	me	with	the	additional	$75.00	for	my	overtime.	Sincerely,	Robbie	Burke	Data	Entry	Clerk	<	rb	u	rk	e	@	s	ta	r	in	s	tru	m	e	n	ts	.c	o	m	>	(R	.	B	u	rk	e	)	<	lg	r	iffin	@
s	ta	r	in	s	tr	u	m	e	n	ts	.c	o	m	>	(L	e	e	G	r	iffin	)	<	g	a	rr	e	lo	@	s	ta	r	in	s	tr	u	m	e	n	ts	.c	o	m	>	(G	lo	r	ia	A	rr	e	lo	)	In	c	o	rr	e	c	t	O	c	t	o	b	e	r	p	a	y	c	h	e	c	k	T	im	e	s	h	e	e	t	f	o	r	R	.	B	u	r	k	e	.p	d	f	©CengageLearning	FIGURE	1.8	A	Persuasive	Email	from	an	Employee	to	a	Business	Manager	Clearly	explains	and	documents	the	problem	Offers	further
evidence	in	attachment	Closes	politely	with	specific	request	©201CengageLearning.AllRightsReserved.Thiscontentisnotyetfin	a	landCengageLearning	doesnotguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	18.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	18	Ethical	Writing	in	the	Workplace		Being	ethical
means	doing	what’s	right	and	fair	and	being	honest	and	just	with	your	employer,	co-workers,	and	customers.		Common	ethical	phrases	include	accountability,	public	trust,	equal	opportunity	employer,	core	values,	global	citizenship,	fair	play,	full	disclosure,	fair	trade,	and	corporate	responsibility.		Unethical	business	dealings	are	represented	by
phrases	such	as	cover-ups,	spin	doctoring,	bid	rigging,	kickbacks,	planned	obsolescence,	and	price	rigging.	19.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	19	Ethical	Requirements	on	the	Job		Be	professionally	competent.		Be	honest.		Maintain	confidentiality.		Be	loyal.		Follow	the	chain	of	command.		Respect	your	employer,	co-
workers,	customers,	and	vendors.		Research	and	document	your	work	carefully.		Maintain	accurate	and	current	records.	20.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	20	Online	Ethics		Never	to	do	anything	online	that	you	would	not	do	offline.		Protect	your	computer,	tablet,	or	smartphone	at	work	from	security	risks	and	possible
system	malfunctions.		Protect	passwords.		Save	sensitive	communications.		Do	not	use	your	work	email	for	personal	use.	21.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	21	Figure	1.9	Ten	Commandments	of	Computer	Ethics	work	from	security	risks	and	possible	system	malfunctions.	N	ever	be	afraid	to	ask	for	advice	from	a	co-worker
or	someone	in	your	firm’s	IT	department	who	knows	what	to	do	if	thereisacomputer	emergency.	1.	Thou	shalt	not	use	a	computer	to	harm	other	people.	2.	Thou	shalt	not	interfere	with	other	people’s	computer	work.	3.	Thou	shalt	not	snoop	around	in	other	people’s	computer	files.	4.	Thou	shalt	not	use	a	computer	to	steal.	5.	Thou	shalt	not	use	a
computer	to	bear	false	witness.	6.	Thou	shalt	not	copy	or	use	proprietary	software	for	which	you	have	not	paid.	7.	Thou	shalt	not	use	other	people’s	computer	resources	without	authorization	or	proper	compensation.	8.	Thou	shalt	not	appropriate	other	people’s	intellectual	output.	9.	Thou	shalt	think	about	the	social	consequences	of	the	program	you
are	writing	or	the	system	you	are	designing.	10.	Thou	shalt	always	use	a	computer	in	ways	that	ensure	consideration	and	respect	for	your	fellow	humans	beings.	Source:	Computer	EthicsInstitute,	London.	FIGURE	1.9	The	Ten	Commandments	of	Computer	Ethics	a	22.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	22	Figure	1.10
Company	Commitment	to	Ethical	Responsibility	32	CHAPTER	1	Getting	Started	Our	Environmental	Responsibility	Southern	Company	is	not	only	aleader	in	theenergy	market,	but	also	aleader	in	protecting	the	environment.	Webelieve	our	environmental	initiatives	and	our	strong	compliance	record	will	giveusacompetitiveadvantage.	The	Southern
Company’senvironmental	policy	spells	out	each	company’scommitment	to	protecting	the	environment.	The	f	rst	and	foremost	goal	is	to	meet	or	exceed	all	regulatory	requirements	for	domestic	and	international	operations.	To	do	that,	we’re	using	a	combi-	nation	of	the	best	technologies	and	voluntary	pollution-prevention	programs.	We	also	set
aggressive	environmental	goals	and	make	sure	employees	are	aware	of	their	individual	envi-	ronmental	responsibilities.	Wearegood	citizenswherever	weserve.	As	an	aff	liate	of	Southern	Company,	Mississippi	Power’s	environmental	issues	are	busi-	ness	issues.	In	addition	to	regulatory	obligations,	our	employees	carry	out	a	most	active	grassroots
environmental	program.	It’s	this	employee	involvement	and	strong	environmen-	tal	commitment	that	gives	our	commitment	life	and	promises	future	generations	a	healthy	environment.	For	example,	oneemployee’sconcern	that	motor	oil	isproperly	discarded	led	to	thefound-	ing	of	a	countrywide	annual	household	hazardous	waste	collection	program.
Thousands	of	tonsof	wastehavebeen	collected,	including	jarsof	DDT,	mercury,	paint,	batteries,	pesticides,	and	other	poisons.	Scoresof	employees	participate	in	island,	beach,	and	river	cleanups	throughout	Mississippi	Power’s	23-county	service	area.	More	than	30	employees	compiled	“	The	Wolf	River	Envi-	ronmental	Monitoring	Program.”	This	report
is	the	f	rst-ever	historical,	biological	assessment	completed	on	the	Wolf	River	by	scientists	and	engineers.	Employees	volunteered	countless	hours	to	compile	the	statisti-	cal	data.	Today,	Mississippi	Power	employees	continue	to	support	the	Wolf	River	Project	by	producing	photographsand	slidesasan	educational	and	community	awarenessproject.	Our
commitment	to	the	environment	goes	beyond	our	business.	By	sponsoring	a	variety	of	programs,	we’re	helping	to	teach	the	public,	students,	and	teachers	about	environmental	responsibility.	Emphasizes	corporate	commitment	to	ethical	conduct	Links	good	business	practices	with	good	ethical	behavior	Praises	employees	for	their	contributions	to	both
the	community	and	the	company	Assures	readers	that	corporate	ethical	behavior	extends	to	the	entire	community	FIGURE	1.10	A	Company’s	Commitment	to	Ethical	Responsibility	agreement	is	considered	not	only	proper	but	also	honorable.	This	is	not	the	case	in	Source:	Reprinted	by	permission	of	Mississippi	Power	Company	.
1CengageLearning.AllRightsReserved.Thiscontentisnotyetfin	a	landCengageLearning	notguaranteethispagewillcontaincurrentmaterialormatchthepublishedproduct.	23.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.	1	|	23	Some	Guidelines	to	Help	Reach	Ethical	Decisions		Follow	your	conscience.		Be	suspicious	of	convenient	(and	false)
appeals	that	go	against	your	beliefs.		Meet	the	obligations	of	your	employer,	your	co-	workers,	your	customers,	and	the	global	community		Take	responsibility	for	your	actions.		Keep	others	in	the	loop.		Treat	company	property	respectfully.		Weigh	all	sides	before	you	commit	to	a	conclusion.	24.	Copyright	©	2017	Cengage	Learning.	All	rights	reserved.
1	|	24	Writing	Ethically	on	the	Job		Your	writing	as	well	as	your	behavior	must	be	ethical.		In	your	written	work,	strive	to	be	fair,	reliable,	and	accurate	in	reporting	events,	statistics,	and	trends.		Unethical	writers	are	usually	guilty	of	one	or	more	of	the	three	M’s:	misquotation,	misrepresentation,	and	manipulation.	25.	Copyright	©	2017	Cengage
Learning.	All	rights	reserved.	1	|	25	Successful	Employees	are	Successful	Writers		Know	your	job		Analyze	audience	needs	and	what	they	will	expect	to	find	in	your	writing		Be	a	team	player		Work	toward	and	meet	deadlines		Be	sensitive	to	the	needs	of	your	audience		Be	sure	your	written	work	is	accurate,	relevant,	and	practical	26.	Copyright	©	2017
Cengage	Learning.	All	rights	reserved.	1	|	26	Successful	Employees	are	Successful	Writers		Document,	document,	document		Use	your	work-issued	devices		Follow	your	company’s	policy		Be	ethical
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