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Getting
Started

Collaborative business writing is a
growing trend among industries
because it is a concept that utilizes the
talent and knowledge of several
individuals to create one final piece of
work.



= Define collaborative business

writing
W k h = Know different types of
orkshop rent )
collaborative writing
Ob]ECt'Ves = Learn methods of handling conflict
in writing

= Build collaborative writing teams
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MODULE TWO

What is Collaborative Business

Writing?

Collaborative writing is a project that is created by multiple
people working together.

It has become especially useful in many companies that require
a large assignment to be divided into smaller parts.




Clarifying the Objective

Once a collaborative project has been created, it
is important to clarify the objective and outline
what needs to be completed.




Practical
Writing
Approaches

e Improves
collaborative
processes

e |ncrease member
communication




Collaborative Writing
Strategies

e Parallel construction
e Sequential writing

e Integrated writing




Collaborative |
Writing
Patterns

e One individual of the
team plans and writes
a project draft

e The team plans and
writes the draft as a

group




= Clarifying the Objective
Practical \Of_ = Practical Writing Approaches

I"UStratiOn & = Collaborative Writing Strategies

= Collaborative Writing Patterns




Module Two: Review Questions

1. Establishing what can help clarify the objective of a

collaborative project?




Module Two: Review Questions

2. Which of the following is a question to ask when

establishing an objective?




Module Two: Review Questions

3. Which of the following is one benefit of utilizing a

practical writing approach?




Module Two: Review Questions

4. What is one example of a practical writing approach of

collaborative writing?




Module Two: Review Questions

5. What factors can affect what type of writing strategy is

used in a project?




Module Two: Review Questions

6. Which of the following is not a type of writing strategies?




Module Two: Review Questions

7. Collaborative writing patterns determine what in a

project?




Module Two: Review Questions

8. Which of the following is a factor that can affect a

collaborative writing pattern?




Module Two: Review Questions

9. Why is collaborative writing useful?




Module Two: Review Questions

10. Once a collaborative project has been created, it is

iImportant to




Training often gives people solutions to problems already solved.
Collaboration addresses challenges that no one has overcome
before.

Marcia Conner



MODULE THREE

Types of Collaborative Business

Writing

The type of collaborative writing used depends on the type
of project at hand and how it will need to be completed.




Construction — “Cut
and Paste”

Collaborative writing involves combining the
many works and tasks of others into one final
piece.




Parallel
Construction
— “Puzzle”

Team members can
work individually or in
groups of 2-3 to
complete different
segments of the final
project.




Sequential Summative
Construction

Sequential summative construction is a type of
collaboration that involves a team member
creating a piece of work and having other team
members add to it.




Integrating
Construction
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e Team members
engage in discussion
to write project
content

e Typically involves
many revisions



= Construction — “Cut and Paste”

Practical \O,_ = Parallel Construction — “Puzzle”

- = Sequential Summative
Construction

lllustration 4

= |ntegrating Construction




Module Three: Review Questions

1. Cut and Paste Construction is often called what?




Module Three: Review Questions

2. Cut and Paste Construction is typically completed by

whom?




Module Three: Review Questions

3. In Puzzle Construction, employees are able to submit

what?




Module Three: Review Questions

4. Puzzle Construction is sometimes called what?




Module Three: Review Questions

5. In Sequential Summative Construction, who assembled

the final draft?




Module Three: Review Questions

6. Sequential Summative Construction is a good tool for

what?




Module Three: Review Questions

7. In Integrated Construction, who does the majority of the

editing?




Module Three: Review Questions

8. Integrated Construction is not recommended for what

type of projects?




Module Three: Review Questions

9. Which of the following could be considered a

collaborative writing project?




Module Three: Review Questions

10. What type of collaboration would be the best choice for

a hewsletter?
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The strength of the team is the individual member. The

strength of each member is the team.

Phil Jackson



MODULE FOUR

Collaborative Team Members

Each member is usually assigned a certain role or duty
individually while still working toward the group goal.




Team Leader Selection

e Be knowledgeable of company
procedures/processes

e Be a good team player

e Be able to communicate with other team
members




Chief Editor
Selection

The chief editor of the
team is generally
responsible for

reviewing and editing all
content.




Characteristics of Team
Members

Team members should be willing to work with
others and engage in meaningful
communication with them.




Ways to Build
Collaborative
Writing Team

e How many people will
| need?

e Who can | trust to get
the job done?

e Who shows the right
characteristics?




= Team Leader Selection

Practical = Chief Editor Selection

= Characteristics of Team Members

lllustration

= Ways to Build Collaborative Writing
Team




Module Four: Review Questions

1. What is one characteristic of a team leader?




Module Four: Review Questions

2. A team leader is responsible for which of the following?




Module Four: Review Questions

3. What is one characteristic of a chief editor?




Module Four: Review Questions

4. A chief editor is responsible for which of the following?




Module Four: Review Questions

5. Team members must be willing to do what?




Module Four: Review Questions

6. What is one characteristic of a team player?




Module Four: Review Questions

7. What is one question to consider when building a new

team?




Module Four: Review Questions

8. What is one trait collaborative team members should

have?




Module Four: Review Questions

9. Perhaps you can’t choose your team members, but you

can ensure




Module Four: Review Questions

10. Selecting a proper team leader can :

| | |




tool-using anin




MODULE FIVE

Collaborative Tools and

Processes

Larger projects often require some sort of outline or guide;
while smaller projects may need closer team member
cohesion.




Outlines and
Storyboards

Outlines are best used for writing out main
points and showing a flow of how the points
move through the project.




Collaborative
Planning

Much of the
collaborative planning
includes aspects of the
project such as the
purpose of the project.




Collaborative Revision

Collaborative revision occurs once all team
members have completed the original drafts
and come together to combine their work into
the solid, final draft.




Collaborative
Team
Cohesion

e Forming
e Storming
e Norming

e Performing




= Qutlines and Storyboards

Practical \Of_ = Collaborative Planning

I"UStratiOn ‘'S = Collaborative Revision

= Collaborative Team Cohesion




Module Five: Review Questions

1. An outline consists of what?




Module Five: Review Questions

2. A storyboard consists of what?

| | |




Module Five: Review Questions

3. Collaborative planning is often done where?




Module Five: Review Questions

4. Collaborative planning involves what part of the team?




Module Five: Review Questions

5. Collaborative revision is based on what?




Module Five: Review Questions

6. Collaborative revision helps do what?




Module Five: Review Questions

7. Team cohesion helps a team accomplish what?




Module Five: Review Questions

8. In what phase does group development begin?




Module Five: Review Questions

9. At which stage is the group first coming together?




Module Five: Review Questions

10. At which stage is the team working efficiently together?







MODULE SIX

Setting Style Guidelines

It is important to set guidelines at the beginning of the
project.

This lets every team member know what is expected of
them and allows them to ‘be on the same page’.




Voice and Person

e Active voice
e Passive voice

e Point of view




Format

Standard aspects of
formatting include page
margins, font
size/style/spacing and
even placement of names
and sources.




‘..~ % Consistent Spelling of
. Commonly Used Words

e Sign-on vs. sigh on
e Workplace vs. work place
e Lifestyle vs. life style

e Alotvs. alot




Numbers as ko
Words or /£
Figures

e Spell out small
numbers (such as
smaller than 10)

e Don’t start a sentence
with a numeral — spell
out the number
instead




= \/oice and Person

Practical _\O/_ " rormat
- AW = Consistent Spelling of Commonly
lllustration = Vel

= Numbers as Words or Figures




Module Six: Review Questions

1. Active voice seeks to do what?




Module Six: Review Questions

2. First person point of view uses what pronoun?




Module Six: Review Questions

3. What is one category of formatting?




Module Six: Review Questions

4. When should format guidelines be established?




Module Six: Review Questions

5. Because of , words have

continued to change.




Module Six: Review Questions

6. Which of the following is a commonly used word that is

also commonly misspelled?




Module Six: Review Questions

7. Which of the following is the correct written form of a

fraction?




Module Six: Review Questions

8. In business writing, it is advised to use symbols how

often?




Module Six: Review Questions

refer to a set of standards or formats

used when creating new writing materials.




Module Six: Review Questions

10. “You need to listen to our ideas” is an example

of
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Obstacles are things a person sees when he takes his eyes off ¢
* Mhis goal. -
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E. Joseph Cossman



MODULE SEVEN

Barriers to Successful
Collaborative Writing

Many of these problems are worked out during the
‘Storming’ and ‘Norming’ periods of adjustment.




Hoarding

e Offer team members rewards

e Ask questions directly to team members
when possible

e Reduce competition as much as possible




Innovation

The type of barrier that
demonstrates a lack of
willingness to reach out,
or be innovative.




Search

Offer assistance

Research similar topics

Acknowledge the employee’s search




Knowledge
Transfer

Employees do in fact want
to work with the group,
but may lack the tact or
skills to do so.




= Hoarding
Practical \Of_ = |nnovation

lllustration ‘s = Search

= Knowledge Transfer




Module Seven: Review Questions

1. Which of the following is a characteristic of a hoarder?




Module Seven: Review Questions

2. What is one way to resolve a hoarding problem?




Module Seven: Review Questions

3. An innovation barrier is also known as what?




Module Seven: Review Questions

4. What is one method of resolving an innovation barrier?




Module Seven: Review Questions

5. A search barrier occurs when an employee is unable to do

what?




Module Seven: Review Questions

6. What is one way to resolve a search barrier?




Module Seven: Review Questions

7. Knowledge transfer barriers can occur when employees

are unable to do what?




Module Seven: Review Questions

8. Knowledge transfer barriers can be harmful to a group

because they do what?




Module Seven: Review Questions

9. All teams or groups have their share of problems when

working together.




Module Seven: Review Questions

10. Usually, problems are worked out during the and

periods of adjustment.







MODULE EIGHT

Overcoming Collaborative

Writing Barriers

Some barriers can be caused by the work itself, such as
writer’s block or trouble with research, while other barriers
are caused by team members and problems with
leadership.




Practice T-shaped
Management

e Measure and track team member progress

e Create performance plans for the individual
as well as the group

e Set realistic goals




Building a
Network of
Alliances

Some have a problem
with asking for help while
another may not be so
willing to share.




Implementing Enablers

Enablers equip group members with the
necessary information to collaborate
successfully.




Assessing the
Culture and
Areas for
Improvement

e Self-assessment tools
e Group meetings

e One-on-one meetings




" Practice T-shaped Management

Practical <l = Building a Network of Alliances
_Q_ = Implementing Enablers

lllustration 4

= Assessing the Culture and Areas for
Improvement




Module Eight: Review Questions

1. T-shape management is designed to increase what?




Module Eight: Review Questions

2. Which of the following is a tool of T-shaped

management?




Module Eight: Review Questions

3. Why is it important for a group to have a network of

alliances?




Module Eight: Review Questions

4. What is one way that members can build team alliances?




Module Eight: Review Questions

5. Enablers are meant to do what?




Module Eight: Review Questions

6. Enablers are helpful when trying to




Module Eight: Review Questions

7. Problems in the collaboration group cannot be fixed if

they are




Module Eight: Review Questions

8. Which of the following is considered a self-assessment

tool?




Module Eight: Review Questions

9. Writer’s block is considered a barrier.




Module Eight: Review Questions

10. Being reluctant to seek information, could result in







MODULE NINE

Dealing with Conflict

It is better to confront and manage conflict rather than
avoid it, so it is important to be aware of strategies and
methods to deal with it.




Ensure that Good
Relationships are the First
Priority

The team leader should act as somewhat of a
mediator and focus on a team resolution.




Keep People =
and Problems |/
Separate

Once employees focus on
resolving the problem
they are more likely to
resolve the conflict.




Pay Attention to the Interests
that are Being Presented

When conflict arises, those involved are quick to
blame each other and focus on the other person
rather than on the cause.
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= Ensure that Good Relationships are
the First Priority

= Keep People and Problems
Separate

) AN
I"UStrat|0n = = Pay Attention to the Interests that
are Being Presented

Practical L
Q_

= |jsten First, Talk Second




Module Nine: Review Questions

1. What is one of the first things people look for in a

conflict?




Module Nine: Review Questions

2. Employees involved in a conflict should be allowed to do

what?




Module Nine: Review Questions

3. During a conflict, people are quick to do what?




Module Nine: Review Questions

4. When employees separate the problem from the person

in a conflict, they can do what better?




Module Nine: Review Questions

5. People are more likely to focus on what, during a conflict?




Module Nine: Review Questions

6. Paying attention to a person’s interests during a conflict

helps the employee to do what?




Module Nine: Review Questions

7. Taking time to listen before speaking decreases what?




Module Nine: Review Questions

8. To help employees listen more during conflict, what may

need to be used?




Module Nine: Review Questions

9. The goal of mediation is to




Module Nine: Review Questions

10. When conflict arises, one of the first points employees

will seek is to determine
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) It your way or my way,
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The l% of Win/Win says

-
Greg Anderson



MODULE TEN

Tips for Successful Business
Writing Collaboration

Even with exceptional team members, collaborative writing
cannot be done without good project structure.




Determine Purpose

Once the collaboration team has been
assembled, it is best to have some sort of group
meeting to discuss the purpose of the project
and what their role in this purpose is.



Formulate
Outline and
Organizational
Format

Once the format and
outline are determined,
lay out standards for
heading, titles and
general format rules.




When Choosing a Team
Leader, Remember...

e Keep the project flowing
e Defining tasks and duties

e Helping to mediate conflict




Assign Writing
Tasks and
Associated
Duties

The final step is
determining what writing
tasks need to be
completed.




= Determine Purpose

= Formulate Outline and
Organizational Format

: |
PraCt|Ca| \Q/_ * When Choosing a Team Leader,

lllustration 4 Remember...
= Assign Writing Tasks and

Associated Duties




Module Ten: Review Questions

1. Which of the following is a question that can help define

the purpose of a project?




Module Ten: Review Questions

2. When is the best time to define a project’s purpose?




Module Ten: Review Questions

3. What information should be included in an outline?




Module Ten: Review Questions

4. Organizational format includes which of the following?




Module Ten: Review Questions

5. When the team leader is introduced, what other

information should be shared?




Module Ten: Review Questions

6. A team leader does not do which of the following?




Module Ten: Review Questions

7. When assigning tasks and duties, it is important to assess

what?




Module Ten: Review Questions

8. Experienced team members may be assigned to do what?




Module Ten: Review Questions

9. Collaborative writing cannot be done without




Module Ten: Review Questions

10. A team lead is responsible for which of the following?







MODULE ELEVEN

Examples of Collaborative

Business Writing

Collaborative writing is an important part of any business
and can be done for a number of purposes.




l Writing Emails

e Project status report

e Email marketing campaigns

e Email newsletters



Writing
Reports

Annual reports

Sales and marketing
reports

Progress reports




Writing Training
Manuals

@l Training manual for new
employees

Jll Training manual for a
certain skill

Training manual for

operating equipment




Writing
Company
Handbooks

Company handbooks
presented to potential
clients

Company handbooks
distributed to students
at a university/college




= Writing Emails

Practical \Of_ = Writing Reports

I"UStratiOn & = Writing Training Manuals
= Writing Company Handbooks




Module Eleven: Review Questions

1. What is one example of a collaborative email?




Module Eleven: Review Questions

2. Collaborative emails are typically completed by whom?




Module Eleven: Review Questions

3. Which of the following is an example of a collaborative

report?




Module Eleven: Review Questions

4. What is one benefit of collaborative report ?




Module Eleven: Review Questions

5. What is one example of a collaborative training manual?




Module Eleven: Review Questions

6. Which of the following is a typical section for a training

MERIEIN




Module Eleven: Review Questions

7. What is one example of a collaborative company manual?




Module Eleven: Review Questions

8. Handbooks are written collaboratively in order to have

what?




Module Eleven: Review Questions

9. Writing in groups and teams has proven its ability to aid in




Module Eleven: Review Questions

10. When the representative of the department contributes

to the project, the




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Collaborative Business
Writing is just beginning.




Words From the Wise

Individual commitment to a
group effort—that is what
makes a team work, a
company work, a society
work, a civilization work.

- Vince Lombard

Your corn is ripe today; mine
will be so tomorrow. 'Tis
profitable for us both, that |
should labor with you today,
and that you should aid me
tomorrow.

- David Hume

It is literally true that you
can succeed best and
quickest by helping others to
succeed.

- Napoleon Hill

No matter what
accomplishments you make,
somebody helped you.

- Althea Gibson
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