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Module 1: Introduction and overview 
 
Course topics:  
 

• Module 1: Introduction and overview 
• Module 2: Understand the steps in the writing process 
• Module 3: Use the CTC Document Planner 
• Module 4: Structure your writing so your product aligns with the proposal and 

CTC’s scope of work 
• Module 5: Review your work to ensure it answers readers’ questions 
• Module 6: Tips for managing the team writing process  
• Module 7: Wrap-up and questions  

 
 
Course agenda: 9:30 am to 1 p.m. (with a mid-morning break) 
 
 
Two getting-to-know-you questions 
 
 

1. Over the past few years, how have your thoughts changed about what 
constitutes good workplace writing? 

 
__________________________________________________ 
 
__________________________________________________ 
 
__________________________________________________ 

 
2. Since you were in college or at your previous job, how has your writing process 

changed? 
 
__________________________________________________ 
 
__________________________________________________ 
 
__________________________________________________ 
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Module 2: Understand the steps in the writing process  
 
Your brain does different types of work during each step in the writing process 
 
Step 1: Plan the Document 
 
 

 

 
 

Step 2: Organize the Information 
 
 
 
 
 
 

 

 
 

Step 3: Draft the Document 
 
 
 
 
 

 

 
 

Step 4: Revise the Document:  
Edit and proofread 
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Module 2: Understand the steps in the writing process  
 
The writer of this document failed to budget enough time for all the steps. Which one 
did he shortchange? 
 

1. Plan the document 
2. Organize the Information 
3. Draft the document 
4. Revise the document: Edit and proofread 

 
Inspect-a-Home, Inc. 

4812 Parkland Drive, #102 
Churchville, MD 20095-8412 

January 20, 2018 
 
726 Minnesota Avenue 
Dale, MD 20206 
 
Dear Mr. and Ms. Salem: 
 
Last month you hired me to do a preliminary home inspection of the property at 2020 
Garfield Avenue in Dale, Maryland. You asked me to do the inspection to help you 
decide whether to purchase the house. Here are the results of my inspection. 
 
As for the structure of the house, I found that the foundation shows bulges and cracks, 
probably due to the ongoing settlement of soft mortar. I also found that the cavity wall 
has weep holes. I think that if you plan to buy the house you should establish and 
maintain positive drainage. For your information, roof trusses on a house with a hipped 
roof can be of #2 grade spruce, balsam fir, lodgepole, Ponderosa pine, or Alpine fir.  I 
think yours are spruce, the best kind. I noticed that there were two circuits not connected 
in the panel. The plug distribution throughout the house is typical and good. There were 
three-hole type plugs where needed. The air conditioning is readily accommodated by 
the existing electrical systems. I did notice that the doorbell was nonfunctional. These 
were my observations about the electrical systems in the house. 
 
The kitchen has a range, a wall oven, an exhaust fan with external discharge, a 
refrigerator with ice maker, a dishwasher, and a disposer with a feed guard in place. The 
range is approximately 35 years old, the wall oven is 12 years old, the dishwasher is 7 
years old, the disposer is 7 years old, and I am not sure about the age of the refrigerator.  
I was unable to tell its age because it was so filthy. The oven needs door hinges and a 
thermostat knob, the cooktop has a burner out, and the refrigerator gaskets are dirty. So 
is the exhaust fan. I also noted that the flooring is buckled in the kitchen. 
 
The property at 2020 Garfield Avenue is nicely landscaped. The neighborhood is good 
and the local schools have a good reputation. Thank you for choosing Inspect-a-Home, 
Inc. to do your inspection. If you have further questions, please do not hesitate to call me 
at (800) 523-9897.   
 
Sincerely, 
Morris Kerr, Senior Inspector 
Inspect-a-Home, Inc.   
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Module 2: Understand the steps in the writing process  
 
The writer of this document failed to budget enough time for all the steps. Which one 
did he shortchange? 
 

1. Plan the document 
2. Organize the Information 
3. Draft the document 
4. Revise the document: Edit and proofread 

 
 

 
 
https://www.rd.usda.gov/files/USDARD_SPARKSMemotoAllRUSBorrowers.pdf
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Module 2: Understand the steps in the writing process  
 
The writer of this document failed to budget enough time for all the steps. Which one 
did he shortchange? 
 

1. Plan the document 
2. Organize the Information 
3. Draft the document 
4. Revise the document: Edit and proofread 

 

 
 
http://www.gosolarcalifornia.ca.gov/documents/Tips_for_Quick_Plan_Check.pdf 
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Module 2: Understand the steps in the writing process  
 
Writing by yourself or on a team? Budget different amounts of time for the steps in 
the writing process. 
 

1. Plan the Document 
2. Organize the Information 
3. Draft the Document 
4. Revise the Document 

 
 
Assume you have 10 “units of writing time”… 
 
How do you budget your time when writing by yourself? Use P, O, D, and R to 
indicate how much time you’ll give to each step in the writing process. 
 
      

 
 
 
 

    

1 2 3 4 5 6 7 8 9 10 
 
 
 
How do you budget your time when writing on a team? Use P, O, D, and R to 
indicate how much time you’ll give to each step in the writing process. 
 
      

 
 
 
 

    

1 2 3 4 5 6 7 8 9 10 
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Module 3: Use the CTC Document Planner 
 
Use a Document Planner  
Topic 
 
What is the document 
about? 

 
_____________________________________________ 
 
_____________________________________________ 
 
 

Purpose 
 
What should the 
document accomplish? 
 
Specifically, what do you 
want the reader to do 
after reading it? 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 

Message 
 
What is the main point 
of the document? What 
is the Bottom Line Up 
Front (BLUF) 
statement? 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
 

Readers  
 
Who are your readers, 
both internal and 
external? List them by 
name, role, or title. 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
 

Readers’ Questions 
 
What questions will your 
reader have about your 
topic? 
 
 
 
 
 
 

 
 

1. ___________________________________________ 
 
 

2. ___________________________________________ 
 
 

3. ___________________________________________ 
 
 

4. ___________________________________________ 
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Module 3: Use the CTC Document Planner 
	
Use a Document Planner, continued 
Readers’ Questions, continued 
  

 
5. ___________________________________________ 

 
 

6. ___________________________________________ 
 
 

7. ___________________________________________ 
 
 

8. ___________________________________________ 
 
 

Requirements 
 
What content must this 
document include? 
 
 
What sections must this 
document present? 
 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 

Resources 
 
Whom should you call 
while working on this 
document? 
 
 
What other documents 
should you look at while 
writing this document? 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
___________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 

Deadlines 
 
Supervisor review 
 
Peer review 
 
Editor review 
 
Front office review 
 

 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
 
_____________________________________________ 
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Module 3: Use the CTC Document Planner 
 

Practice using the Document Planner 
 
 

1. Plan a document of your own choice, one you would be working on if you 
were at your desk. 

 
 
 
 
 
 
 

2. Plan a document in which you request a large budget for training, 
equipment, or staff. 

 
 
 
 
 
 
 

3. Plan a document in which you propose changes that would improve 
efficiency for a process or work group. 
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Module 4: Structure your writing so your product aligns with the proposal 
and CTC’s scope of work 
 
Traditional outlines don’t work for everyone. Why? 
 

I. Main idea 
 A. Supporting idea 
 B. Supporting idea 
  1. Sub-point 
  2. Sub-point 

 
II. Main idea 

 A. Supporting idea 
  1. Sub-point 
  2. Sub-point 

 
III. Main idea 

 A. Supporting idea 
 B. Supporting idea 
  1. Sub-point 
  2. Sub-point 
 C. Supporting idea 
 D. Supporting idea 
 E. Supporting idea 

 
 
Do you use an alternative method for organizing your writing? If so, what is it?  
 

 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
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Module 4: Structure your writing so your product aligns with the proposal 
and CTC’s scope of work 
 
Instead of outlining, think of organizing as sequencing your answers to readers’ 
questions 
 
How would you sequence the sections of the following documents? 
 

1. A health fair handout: “Seven Great Tips to Help You Quit Smoking” 
 

_________________________________________________ 
 
_________________________________________________ 

 
2. A letter of commendation that includes: 

 
a. What the employee did 
b. A description of the employee’s personality and work ethic 
c. What others have said about the employee 

 
_________________________________________________ 
 
_________________________________________________ 
 

 
3. A training announcement for a new course that includes the following 

sections: 
 

a. Class date, time, and location 
b. Instructor name and bio 
c. Course objectives 
d. Course materials 
e. Who should attend 
f. Instructions on how to enroll 
g. Testimonials from past attendees 

 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
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Module 4: Structure your writing so your product aligns with the proposal 
and CTC’s scope of work 
 
Sequence the sections of the document you planned.  
 

1. Record each reader question on a separate sticky note. 
 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
 

2. Group the reader questions. 
 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
 
 

3. Name each group of reader questions. 
 

 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 

 
 

4. Choose a sequence for the groups. 
 
 
_________________________________________________ 
 
_________________________________________________ 
 
_________________________________________________ 
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Module 4: Structure your writing so your product aligns with the proposal 
and CTC’s scope of work  
 
Discussion: How can CTC use the proposal and CTC’s scope of work to establish a 
structure for written products? 
 
CTC Proposal 

  
 
CTC Draft Report 
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Module 5: Review your work to ensure it answers readers’ questions 
 
Message headings enable you to incorporate readers’ questions into your 
document 
 
To:  Jill Wright 
From:  David Sorensen 
Re:  Recommendation to Sponsor the Heart Association’s 10 K Race  
Date:  January 29, 2018 
 
Brian Sullivan, publicity director for the Baltimore-Washington Heart Association, has 
asked us to sponsor their 10K race on October 1, 2018. I recommend that we 
sponsor this race because it will provide us with a significant opportunity to introduce 
our new fat free potato chips (O’Frees) to an important market: health-conscious 
consumers. 
 
What are our Responsibilities as Sponsors? 
As sponsors, we will contribute $200,000 to the Heart Association to be used for 
publicity for the annual 10 K race. We will also provide tee shirts to race participants 
(5000 runners are expected to participate). Tee shirts will cost an additional $20,000. 
 
How Will Sponsorship Benefit Our Company? 
This is a great opportunity to publicize the health benefits of O’Frees. Our 
demographic data shows that our current marketing efforts have had little impact on 
health-conscious baby-boomers. Our focus groups have shown that this market 
segment associates potato chips with poor nutrition. Sponsorship of this race is in 
effect an endorsement of O’Frees by the Heart Association, implying that O’Frees is 
a heart-healthy product. We can reinforce this message by distributing samples of 
O’Frees along with Heart Association literature on nutrition. The runners’ tee shirts 
can have both the Heart Association’s name and O’Frees' logo–further linking 
O’Frees with good health.  
 
Are There Any Drawbacks to Sponsoring This Race? 
The $220,000 cost will come out of our 2018 marketing budget. As you know, we’ve 
already allocated the entire budget. Therefore, we will have to cut back on already-
planned promotions in order to sponsor this race. I recommend that the money come 
from our radio campaign. I think that the free publicity that comes from sponsoring 
this race will have a larger impact than radio ads, justifying a reduction in spending 
on the radio.  
 
Background of Race Sponsorship 
This is the 5th Annual Heart Association 10 K. In the past years, Comfort Shoes has 
been the race sponsor. Currently, The Gap is buying the Comfort Shoes 
Corporation. Comfort Shoes is too uncertain of its future to commit to sponsoring the 
race this year. If our company sponsors the race this year, I believe it will lead to 
long-term sponsorship and affiliation with the Heart Association.  
 
Recommendation for Immediate Action 
I recommend quick approval of the race sponsorship. Quick action will give us eight 
months to develop an effective publicity effort focused on the race.   
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Module 5: Review your work to ensure it answers readers’ questions 
 
Message headings make paragraphs portable in your draft document 
 
Could the sections of this CTC blog post be rearranged? 
 

 

Partnerships, Sharing, and Community 
Anchor Institution Broadband  
Originally published by the Benton Foundation on behalf of 
Joanne Hovis on January 4, 2017.  The original post can be found 
by following this link. 

http://www.ctcnet.us/blog/partnerships-sharing-and-community-anchor-institution-broadband/ 
 
Introduction 
Partnerships, aggregation, and coordination in securing broadband services are valuable tools 
for community anchor institutions (CAIs). Aggregating buying power on a regional or statewide 
basis is a tested best practice that can enable anchor institutions to achieve lower per unit 
pricing, higher bandwidth, and improved service quality. Policymakers should encourage 
anchors to consider joint procurement and coordination with entities representing other anchor 
sectors in their state or region. Aggregated procurement also encourages broadband 
providers to collaborate and bid with other providers—which could flatten pricing and reduce 
geographical disparities. 
 
The Aggregated Purchasing Model 
Under the aggregated purchasing strategy, multiple anchors (such as school districts and/or 
libraries) on a regional or super-regional basis—or ideally, on a statewide basis with support 
of one or more state agencies—combine their request for proposal (RFP) processes to solicit 
and contract for Internet bandwidth and wide area network (WAN) connections, dark fiber, 
wavelengths, Ethernet, or any other service. (The RFP process established by the Federal 
Communications Commission (FCC) in its E-rate program is conducive to this model, but the 
strategy can also benefit CAIs that do not participate in E-rate.) 
 
In this approach, the anchors cooperate to develop the joint RFP and select the vendor(s). 
Ideally, the buying group would be as large as possible and would include both rural and 
metropolitan-area anchors—thus enabling, on the one hand, rural communities to benefit from 
the substantial buying power of higher-volume urban districts and, on the other, enabling 
urban communities to benefit from the buying power afforded rural stakeholders by federal 
funding programs. Establishing a joint urban-rural consortium for the purchase of broadband 
services can also permit the CAIs to adopt a “postalized rate” pricing regime that allows rural 
CAIs to pay the same per-unit rate as the urban CAIs. 
 
The FCC encourages consortium buying in both the E-rate program(1) (for schools and 
libraries) and in the Rural Healthcare program.(2) In the Rural Health Care Pilot program, 
originally adopted in 2007, the FCC found that “the flexible, consortium-based approach of the 
Pilot Program fostered a wide variety of health care broadband networks that enabled better 
care and lowered costs, . . . enabling smaller HCPs [health care providers] to draw on the 
medical and technical expertise and administrative resources of larger HCPs.” As a result, the 
FCC has directed the Universal Service Administrative Company (USAC) to prioritize 
consortium applications for expedited review in both the E-rate and Rural Healthcare 
programs.(3) 
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Statewide or Regional Procurement 
Aggregated buying is a best practice that has also been utilized powerfully at the state and 
regional level. A large-scale state or regional procurement strategy can leverage the collective 
buying power of several anchor institutions, which together represent a massive customer for 
commercial service providers. Significant leadership and organization are necessary to 
implement aggregated buying, including convincing stakeholders at the local level to 
participate. But the challenge can be overcome by pointing out the significant cost benefits. 
These benefits include: 

• Lower per unit pricing across the full range of key services, including Internet 
bandwidth and WAN transport costs; 

• Potential increased investment and improved services by private sector providers; 
• Reduced (per CAI) administrative and processing costs; and 
• Additional management expertise that could benefit participants with limited 

technology resources. 
 
Lower Unit Pricing 
An anchor institution, when acting alone, often is a relatively small purchaser, particularly in 
smaller communities in rural areas. Indeed, even if an anchor — such as a school district — is 
one of the bigger buyers in the region, it still has relatively modest buying power. Dramatically 
compounding this problem is the fact that, in many areas, there may be only a single 
broadband provider with the facilities to serve the anchors. As a result of the modest buying 
power and the effective lack of competition, rural and single anchors have little to no leverage 
to secure pricing comparable to that of larger buying groups or metropolitan area districts that 
may be fortunate enough to have slightly more competition. 
 
In contrast, the aggregate of the communications purchases made by all anchors in a region 
or state is substantial—and in total likely represents one of the largest communications 
purchasing sectors in that area. Greater purchasing power can deliver better pricing because 
bidders offer lower per unit costs in order to secure the volume business opportunity. 
 
The aggregated purchasing strategy is also likely to have positive impacts on commodity 
Internet bandwidth costs. The cost of bandwidth varies dramatically depending on location 
(i.e., it will be significantly less costly in Chicago or El Paso than in Peoria or Farmington) and 
the size of the total purchase (i.e., large bulk purchases of bandwidth will result in lower per-
megabit costs than will smaller purchases). The ability of the broader anchor community to 
buy commodity bandwidth in bulk and then distribute it across a region or state to locations 
where it is needed can dramatically decrease the per-megabit price of that bandwidth. 
 
Increased Private Sector Investment 
The opportunity to realize more revenue and improve long-term business opportunities can 
convince commercial providers to make additional network investments to serve consortium 
purchasers. The scale enabled by large group buying is likely to create a business opportunity 
so appealing to the service provider community that it may organize itself to build additional 
fiber and offer improved services. Service providers may also offer certain benchmarks for 
service and upgrade service levels in order to win such a large opportunity. 
 
The new E-rate rules, which explicitly allow E-rate funding for special construction and dark 
fiber, also present new opportunities for aggregate purchasing. The prospect of receiving 
substantial ongoing E-rate subsidy for services, and the opportunity to obtain upfront payment 
for network expansion (particularly for fiber construction), amplify the business opportunity for 
service providers. 
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The development of new infrastructure would serve not only the anchor customers, but also 
many other users in the surrounding area. Indeed, fiber built to currently unconnected anchors 
can serve as a “middle-mile bridge” into areas where the anchors are located—and then 
provide a means of extending service over time to business and residential customers. At the 
same time, the construction will have direct economic development benefits, as well as 
catalyzing long-term indirect benefits that flow from the new communications services. 
 
Reduced Administrative and Processing Costs 
Another significant benefit of regional, super-regional, or statewide procurement is lower (per 
anchor) net administrative costs, including RFP preparation, RFP review, contract 
negotiations, contract administration, invoice review and payments, and, very significantly, 
interaction with the E-rate administration. One of the E-rate program’s biggest challenges is 
the considerable administrative cost involved at the local level. While the FCC has made 
efforts to reduce the administrative burden, some of the components of the E-rate application 
process have become more complex as a result of the significant E-rate rule changes in the 
two E-rate orders adopted in 2014, particularly for “big-ticket” applications. Collaborative 
purchasing leads to the opportunity to share the costs of an E-rate consultant or consultants, 
thereby lowering administrative costs for all participants in the consortium. 
 
Bringing Additional Resources to Help 
Consortia applicants can also benefit from shared management and technological expertise. 
Either the purchasing cooperative itself, or service providers, can provide management 
services to help even out the technological skill and capacity of the membership. This benefits 
all members of the purchasing group in that it makes sure that all members are able to benefit 
evenly from the purchase, installation, and management of connectivity for their organization. 
This benefit is particularly important for rural CAIs that may not have the resources to hire 
engineering and legal support necessary to ensure the application meets all the criteria for 
approval. 
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Module 5: Review your work to ensure it answers readers’ questions 
 
Practice adding message headings to this CTC blog post 
 

• Mark the places where you believe a heading would help the reader 
• Consider the reader questions this blog post answers 

 
 
A Technical Guide to Dig Once Policies 
Our latest white paper, A Technical Guide to Dig Once Policies, is a discussion of technical 
considerations regarding dig once conduit, a comprehensive process for developing dig once 
policies, and examples of dig once policies across the country. Read it here. 
For more information on the benefits of dig once policies, see CTC’s Gigabit Communities 
 
During his campaign, President Trump vowed to rebuild the nation’s infrastructure, with a plan 
to spend more than $500 billion fixing the country’s aging roads and highways. This type of 
investment could also provide an opportunity for local and state governments seeking to 
increase the deployment of broadband networks. 
 
While internet service providers are often trying to reach new consumers, the process of 
installing fiber networks can be prohibitively expensive and time-consuming. Local and state 
governments can ease the process by adopting a “dig once” policy, which requires public and 
private excavators to coordinate with local government on the installation of extra fiber or 
conduit whenever ground will be broken in the public right-of-way (PROW). 
 
“Dig once” policies were identified as a best practice for local governments by the Obama 
administration’s Broadband Opportunity Council as a means of enhancing competition in the 
broadband market.[1] The Council noted an important truth: “While sound national policies 
and programs are important, most decisions on broadband investment are made by Local 
governments in partnership with the private sector, guided by State law.” 
 
Dig once policies have many benefits, including: 

• Protecting newly and recently paved roads and sidewalks 
• Enhancing the uniformity of construction 
• Ensuring efficient, non-duplicative placement of infrastructure in the PROW 
• Reducing overall costs of all underground work in the PROW, both utility- and 

telecommunications-related, for public and private parties 
• Facilitating private communications network deployment by reducing construction 

costs 
• Leveraging construction by third-party entities for the deployment of a public 

communications network, or deployment of conduit that can be made available to other 
entities 

 
While dig once policies are beneficial, they are not a one-size-fits-all policy prescriptive. To 
develop “best practices” guidance for local governments, we surveyed the approaches 
adopted or proposed by jurisdictions across the country. In the process, we interviewed 
representatives of cities and other government entities that have adopted such policies, and 
reviewed the treatment of costs in dig once scenarios. 
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Based on our survey and our own experience, we identified three general approaches: 

1. Some communities require an excavator applying for a permit in the PROW to notify 
utilities and other relevant entities about the project and invite their participation. 

2. Localities with a “shadow conduit” installation policy require the excavator to install 
excess conduit for future use; depending on the policy, the excavator or the jurisdiction 
may then lease that excess capacity. 

3. Other localities undertake a longer-term process, coordinating multi-year plans with 
excavators. 

 
We recommend that localities consider the following steps in developing an ordinance or 
policy: 

• Prioritize projects suitable for additional construction, based on a scoring mechanism 
• Develop a refined estimate of the incremental costs during the design stage 
• Develop a standard engineering specification for dig-once conduit 
• Develop a procedure to systematically track and manage the construction and to 

create a repository of existing infrastructure 
 
For state and local governments and the public, the advantages of dig once policies are 
significant and easily understood. But, while fiber and conduit materials are relatively 
inexpensive, dig once construction is still costly—so many factors should be taken into 
consideration to ensure dig once policies are implemented in a cost-effective and useful way. 
Communication between local government and the companies that would potentially use the 
conduit is critically important. Localities should also establish a system to track its planned, 
ongoing, and completed construction. 
 
Read the paper in its entirety here. 
 
http://www.ctcnet.us/blog/a-technical-guide-to-dig-once-policies/  
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Module 5: Review your work to ensure it answers readers’ questions 
 

1. Use your Document Planner, especially the reader questions, to evaluate 
your first draft 

2. Use a first-sentence check to get a snapshot of your document’s scope and 
sequence  

 
What does a first-sentence check of this Memo show about how the writers 
conveyed their main and supporting points? 
 

 

 
 
 
 
 
 
  

Re: Descriptions of Garrett County and Westminster P3s 
 

1. As we discussed, the following brief narratives describe the public–private 
partnerships (P3) established by two other Maryland communities—Garrett 
County and the City of Westminster. 

2. Garrett County is a relatively remote community that has struggled to obtain 
dependable internet service due to its mountainous terrain and remote 
households.  

3. The County decided to gradually build fiber out to certain institutions, hoping 
they could eventually leverage the asset to attract a partner help to expand the 
network to households in the area.  

4. After an initial County investment of $750,000, matched by the Appalachian 
Regional Commission (ARC), DNG committed to more than match the County 
to provide both capital and operational expertise to the project, enabling the 
County to reduce the number of homes without broadband access options to 
nearly zero. 

5. While this partnership does entail a sizeable County investment, the money 
comes with enormous economic value for the dollar, enabling home schooling, 
teleworking, and bringing internet service to roughly 3,000 under- or unserved 
homes.  

6. The City of Westminster demonstrates one of the most successful instances of 
a broadband public–private partnership.  

7. The City wanted to expand the fiber within City limits but did not have a 
municipal utility to help with construction.  

8. The City decided to build, own, and maintain dark fiber.  
9. After releasing a request for proposals, the City partnered with Ting Internet, 

which shared the City’s vision of an open-access network facilitated by a strong 
partnership.  

10. Further, the partnership secures mutual financial benefit for both partners after 
the network is deployed and functioning.  

11. This partnership is a solid example of ideal mutuality in a partnership: 
capitalizing on strengths, mitigating risk, and reaping shared rewards.  
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Module 5: Review your work to ensure it answers readers’ questions 
 
 
What does a first-sentence check of this announcement show about how the 
writers conveyed their main and supporting points? 
 

 

STAKEHOLDER ANNOUNCEMENT  
 
USDA Extends Deadlines for ReConnect Rural 
Broadband Program 
 
 
https://www.rd.usda.gov/files/StakeholderAnnouncement_ReConnectDeadlineExtensi
on2_26_2019.pdf 

 
1. WASHINGTON, Feb. 26, 2019 – USDA Rural Utilities Service Acting Administrator 

Bette Brand today announced that USDA has extended application deadlines for 
the Rural eConnectivity Pilot Program (ReConnect Program). 

 
2. USDA is pushing back the first application deadline to May 31, 2019, to give 

potential applicants adequate time to access technical assistance from USDA staff 
and its partners.  

 
3. The new application deadlines are: May 31 for grants; June 21 for 50/50 loan/grant 

combinations; and July 12 for low-interest loans. 
 

4. Applicants can request technical assistance from USDA by filling out the contact 
form at https://www.usda.gov/reconnect/contact-us.  

 
5. USDA will announce in March the date when applications will start being accepted 

through https://reconnect.usda.gov. 
 

6. In March 2018, Congress provided $600 million to USDA to expand broadband 
infrastructure and services in rural America.  

 
7. Telecommunications companies, rural electric cooperatives and utilities, internet 

service providers and municipalities may apply for funding through USDA’s 
ReConnect Program to connect rural areas that currently have insufficient 
broadband service.  

 
8. Through the ReConnect Program, USDA is making available approximately $200 

million for grants, as well as $200 million for loan and grant combinations, and 
$200 million for low-interest loans.  

 
9. More information about the ReConnect program may be found at 

https://reconnect.usda.gov.   
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Module 6: Tips for managing the team writing process 
 
Writing by yourself or on a team? Budget different amounts of time for the steps in 
the writing process. 
 

5. Plan the Document 
6. Organize the Information 
7. Draft the Document 
8. Revise the Document 

 
 
How do you budget your time when writing by yourself? 
 
      

 
 
 
 

    

1 2 3 4 5 6 7 8 9 10 
 
 
 
How do you budget your time when writing on a team? 
 
      

 
 
 
 

    

1 2 3 4 5 6 7 8 9 10 
 
 
What can cause writing teams to work inefficiently? 
 
 

• ________________________________________________ 
 
• ________________________________________________ 
 
• ________________________________________________ 

 
• ________________________________________________ 

 



Improve Your Writing Process to Improve Your Written Products 
	

Ó E-WRITE 23 

Module 6: Tips for managing the team writing process 
 
There truths about how to manage the writing process for a team: 
 

1. Eighty-seven percent of the opportunity to manage the writing process 
well comes during Planning. 
 

2. You need a library of model documents.  
 

3. Both manager and author should engage in meta-writing and annotate (a) 
the module documents and (b) their own work.  

 
 
List strategies you could use to help make the writing process go more 
smoothly at each step: 
 

1. Plan the Document 
 

• ________________________________________________ 
 
• ________________________________________________ 

 
 
2. Organize the Information 

 
• ________________________________________________ 
 
• ________________________________________________ 
 
 

3. Draft the Document 
 
• ________________________________________________ 
 
• ________________________________________________ 
 

 
4. Revise the Document 

 
• ________________________________________________ 
 
• ________________________________________________ 
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Module 7: Wrap-up and questions 
 
 
 
List two changes you plan make to your writing process: 
 
 

• ________________________________________________ 
 
 
• ________________________________________________ 

 
 
 
 
As an individual, what actions will you take to make the CTC writing and review 
process smoother? 
 
 

• ________________________________________________ 
 
 
• ________________________________________________ 

 
 
 
 
How will you use or adapt the Document Planner? 
 
 

________________________________________________ 
 
________________________________________________ 

 
________________________________________________ 
 
________________________________________________ 
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Resource: How to use MS Word tools for proofreading 
	

1. Use autocorrect fully. 

 
 

2. Use Find and Replace. 
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Resource: How to use MS Word tools for proofreading 
 
3. Use more of the Grammar and Style settings. 

 
 
 

4. Have Word read your text to you. 

 
https://support.office.com/en-ie/article/Using-the-Speak-text-to-speech-feature-459e7704-a76d-4fe2-ab48-189d6b83333c 
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Resource: Tips for creating your first draft 
 
Why talking is essential to the writing process 
 

• The three language acts support each other 
 

• Talking builds shared understanding and writing habits between people who 
write for the same organization 
 

• _________________________________________________ 
 
 
How to solicit input from others in your group or your manager that you can use 
to improve your draft 
 

1. Develop two or three main topic points before you ask for input 
 

2. Choose three questions to ask your listener: 
 

A. How long do you think my document will probably be? Why? 
 

B. How much detail do you think readers will want on my topic? 
 

C. Who needs to review my finished draft? 
 

D. What are the deadlines associated with this project? 
 

E. Have we published other work on this topic before? If so, how should my 
document fit in with the previous work? 

 
F. ________________________________________________ 

 
G. ________________________________________________ 

 
H. ________________________________________________ 

 
I. ________________________________________________ 

 
 

How to solicit verbal feedback when you are stuck 
 

• “I’ve been working on this document and I’d appreciate your input. I could do A 
or I could do B? Which approach do you think would work best?” 
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Resource: Tips for creating your first draft 
 

1. Write quickly and for short amounts of time   
2. Use placeholders if you get stuck   
3. Use headings to make paragraphs portable   

 
Use placeholders if you get stuck 
 
Sample placeholders in draft news release from CA Energy Commission 
 
Energy Commission Releases Draft Energy Efficiency Computer 
Standards  
Consumers Will Save Money Each Month on Electric Bills  
 
SACRAMENTO - The California Energy Commission released today proposed energy 
efficiency standards for computers and monitors that will save consumers hundreds of 
millions of dollars every year. For desktop computers alone, it is estimated that a 
[insert amount] $X increase in manufacturing costs will return $69 to consumers in 
energy savings over the five-year life of a desktop. 
 
When grouped together, computers and monitors are among the leading users of 
energy in California, and most sit idle, which means they are wasting energy and 
money while not in use. [previous sent too long] Although many manufacturers already 
choose to build relatively efficient models [list names???], the Energy Commission has 
determined significant efficiency improvements can be made-equivalent to the energy 
consumption of all homes in the cities of San Francisco and [city] combined.  
 
"Computers spend roughly half of their time sitting idle, meaning they are on but not 
being used," said Commissioner Andrew McAllister, who is the Energy Commission's 
lead on energy efficiency. "Last year, a report was issued showing consumers have a 
strong desire to reduce computer energy use. An energy efficiency standard for 
computers and monitors is an opportunity to save energy without changing the core 
functions of the machine."  
 
The proposed standards are part of a draft staff report. Proposed standards vary by 
computer type—notebook and desktop computers, workstations, and small-scale 
servers—and allow the industry flexibility to choose how to comply. Standards for 
notebooks, small-scale servers, and workstation computers would take effect Jan. 1, 
2017 [check abbrevs for month]. Standards for desktop computers and thin-clients 
would take effect Jan. 1, 2018.  
 
*** continues *** 
 


