DIVISION-CLASSIFICATION
(1) DIVIDE YOURSELF
· What roles do you play during a given day?

· Arrange the list chronologically.

· Create names for each role that indicate its traits.

· Paragraph Structure:

1) Name the role 

· in the paragraph’s Topic Sentence

2) Explain the role briefly

3) Illustrate the role 

· with a specific instance—your doing something illustrative of that role

4) Wrap up the paragraph with a Clincher Sentence

· Academic writing

(2) DIVIDE YOUR JOB
· What roles do you perform during a given day at work?

· Arrange the list chronologically.

· Create names for each role that indicate its traits.

· Paragraph Structure:

1) Name the role 

· in the paragraph’s Topic Sentence

2) Explain the role briefly

3) Illustrate the role 

· with a specific instance—your doing something illustrative of that role

4) Wrap up the paragraph with a Clincher Sentence

· Technical writing (memo)

(3) CLASSIFY TYPES of CO-WORKERS
· What types of co-workers do you have at your current (or, most recent) job?

· Create clever-yet-insightful names for each type.

· Just keep it clean, please.

· The name of the type should give insight into its characteristics.

· Arrange the list in the emphatic order –

· saving the “best” for last

· best = most important, significant, favorite, least favorite, …. superlative

· Paragraph Structure:

1) Name the type 

· in the paragraph’s Topic Sentence

2) Explain the type briefly

3) Illustrate the type

· with a specific person & instance

· somebody doing something illustrative of that type

4) Wrap up the paragraph with a Clincher Sentence

· Technical writing (memo)

MEMO FORMAT:
· typical ABC Format

1) ABSTRACT –

· Why are you writing this memo? (Purpose Statement)

· What parts of the memo lie ahead?
2) BODY –

· headers

· roles & types underlined & boldfaced

· name

· explain

· illustrate

· be specific

· be descriptive

3) CONCLUSION –

· draw conclusions based on your division/classification

· insight into you, your job, your field, your co-workers,…

