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Successful Business Writing Online Certificate
Self-Assessment

Take this optional self-assessment before you begin the Successful Business Writing Online
Learning Certificate Program, and again after you complete the program.

Question Not at all Developing Proficient

| understand who my audience is
before | begin writing.

My writing is clear and concise.

| proofread and spell-check my writing.

| use correct punctuation in my writing.

| use nouns, verbs, adjectives, and other
parts of speech correctly in my writing.

| don't use run-on or incomplete
sentences in my writing.

| organize the content of my writing to
increase my reader’s understanding.

Key
e Not at all: | do not implement this best practice.
e Developing: | use some of the aspects of this best practice or | have attempted to do
so and/or am taking steps to incorporate it into my daily routine.
e Proficient: | am strong in this best practice and have incorporated it into my daily
work and personal life.



	Successful Business Writing Online Certificate  Self-Assessment
	Key


	I understand who my audience is before I begin writing: 
	1: Off
	2: Off
	3: Off

	My writing is clear and concise: 
	1: Off
	2: Off
	3: Off

	I proofread and spell-check my writing: 
	1: Off
	2: Off
	3: Off

	I use correct punctuation in my writing: 
	1: Off
	2: Off
	3: Off

	I use nouns, verbs, adjectives, and other parts of speech correctly in my writing: 
	1: Off
	2: Off
	3: Off

	I don’t use run-on or incomplete sentences in my writing: 
	1: Off
	2: Off
	3: Off

	I organize the content of my writing to increase my reader’s understanding: 
	1: Off
	2: Off

	I am comfortable with both giving and asking for help from my coworkers: 
	 I am comfortable with both giving and asking for help from my coworkers: 
	3: 
	1: Off





