The Writing Perspective from a




New Hirer Process

Written example based on a question given
Given 15 minutes to complete
Is considered a part of the interview process

After the face to face interview is completed the written example is
reviewed



New Employee

The manager will review all correspondence for a period of time

There will also be staff personnel that the new employee can reach out for

help

There can be a large volume of required communication between the state
regulatory program and the responsible party or third parties

Need to be careful in both formal letters and emails
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Types of Letters

Most letters are templates but there is basic information that has to be
inserted:

e Date

e Name (responsible party)

e Address

e Document you are referencing (what was submitted to the state)
e Who is copied - internal and external

* Who officially signs letter



More Complex Letters

Not all letters fit into a normal template

Typical comments are suggestions or deficiencies in a report
Need to be very precise in what you as the regulator are asking
Make sure remarks do not contradict something else in the letter

On most occasions there is sufficient time to complete a letter so care can
be taken to check:

e Spelling

e Grammar

e Punctuation
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Guidance Documents, Memos, and Standard

Operator Procedures

Guidance documents are written procedures on how an investigation is to
be conducted, what to include, and format of the report

Memos are generally internal updating a project to management
Standard operating procedures may be for internal or external use

e How to install a monitoring well
e How to collect a groundwater sample
e Sampling rivers and streams

e Proper routing of reports



Common Errors

Use a new template letter each time so you don’t have to cut and paste
Spell check but even that can cause errors

Review noun and verb combination

Be careful with short, choppy sentences

Be careful in repeating something you have written or using the same wording
multiple times

Be careful in giving events in chronological order
Read everything after you think you are complete



Common Problems

Void the word “recommend” when requesting additional work

Use precise language and maps as needed

[f you verbally communicate with a consultant, follow up with a letter
Informational comments to correct a consultant’s oversight

Show acronym after the words are written out



Email Issues

Some of the same issues are in emails

Need to be careful to write precise sentences

Don't use slang

If you are replying to a question, answer the question and then end it
Don't try to be cute or funny

Emails may be part of a legal record, so be serious
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Masch 3, 1017
MEr. Bergce Conlde
Panlding Cosery
240 Commiiostion Bhed.
Dallag, GA 30132

SUBMECT: Cerrective Action Plan (CAF)-Part B Review Comments:
Formeys Sheriff s Office
119 Rolersion Sireet
Callax, Paniding Comry, GA
Facihiiy ID: 9110051+1

Diear M. Coyle:

The Gecrsi Undargronnd Siceage Tank hamgement Program (IFETAMF) bax recedved woor
commphant's Jatier, dated Febrmary 17, 2007, that forsranded a properky omsiified Mosdioring Coly Repat
The repoet was pregased by Mill Creek Eovirommesdad, LLC.

W lave condecied a techmical review of the Mahoring Oy Begort The basks for this reiew

iz the Gecrgia Bxles for Undarground Sonage Taok Management (GIUST Bxles, sevieed D001 Crar
commemesns ane onthiosd in the enclosmre. Pleass sohmit the next semi-anma] Mooiioring Report by

September 1, 7017,
IF wom bave amy quesiioes, please contact me a1 (404) I61-1585.

Hincesehy,

Fomald J. Wallace

Program Mamages
Coractve Action Usit IT

B

Eaclosme
o with EPD comments: Dan Cemtcfans, PG, MEll Creek Eovircomestal, L1C
Fale (CAje Panlding; 9110051

TEIIEET1-12

EFD Feview Commenis

Carrective Action Plan ({CAP)-Part B:
Former Sheriff = Offhce
319 Johmuiom Sirest
Diallaz, Panlding Comnry, A
Facility ITF: #118051%1

March 3, 01T

T recmrrance of Fae peodec neads io be s1almied A Jong term bizh vacmsm
ayead may Femlhy remene fhe prodect and reach ol clozsns.
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Agedl 13, 2017

M Dharick Wolf

Colemiivgs Homsing Antheeiny

11000 Vo yyemicen Ricad

The Georgia Undergronnd Sorage Task Mampemesd Program (UTETMEF) ks secehred yomr
coemnlant's Jeter, dated Mlasch IE, 1017, dai formasded a propeshy cenified Progness Beporl, The

Bazed oo curnent sequineme s of the Geosia Undergronnd Storage Tank Act, the Georgia Rols
for Undargrosnd Storage Taok Masagemes: (GUST Bxlex) and the data mobenited, the TTSTAMP az
determensd fat no forther aotion & required for the referenced releaze.

Homreves, farther coreciive aciion may be requined if mandadted feronghmons siringen Sode or
Federal matsiory or regnlbiorychanges. Addition] mearsns mayaleo e rageined if existing or Fotare
drining wader ymems of serface water bodies within o miles of the sie ane imoacied by amoy
dizolved conamimtion resnling from this redeaze, or i previcsshy eridemsified sl comamination,
dizxohrad comiaminaticen or free prodeci e idamiified ax criginating froem fhic oie_

Fieaze wbmit 2 Completicn Repornt and Cenmification, docmmenting dot the amociied
mceniioring wellk bave been peopedy abandoned, by Jume 15, 1T, Hyon bonve oy techenical qoesticn,
pleaze comiact me at (404) I6I-1389.

Sincaraly

Eomald | Wallace
ProgramRlmager
Comrrective Action Tedt IT

R

ooz Hevin B Strmmpler, PG, GEC, Inc.

Fi= (CAJr Moscogee, 21060038




How Do You Improve

Reach out to your manager and staff
Ask to see letters others have written
There are many books and help on-line when it comes to writing
“The Elements of Style” by William Strunk, Jr. and E. B. White
For students still in college:

e Take a technical writing class

e More classes now require written reports. Take these seriously

e Do a senior project that requires a written report

e Reach out to your professors for help



