
Multimedia website
(or CD-ROM)

(includes links to internet
references and scripted
scenarios accessible in a
sequential "virtual daily"

format

Conduct virtual interviews to
collect data about problem
posed and write report for

supervisor (submitted to teacher)* 

Prepare persuasive memo for
Department Heads based on

understanding of organisation 
(submitted to teacher)* 

Collect further data based on
feedback from first report and

write final report for supervisor
(submitted to teacher)* 

Teacher and mentor
respond to requests for
clarification (via email)

Teacher assesses first
report and provides

feedback

Teacher assesses first
report and provides

feedback

3 w
eeks

Intended Learning Outcomes:

• Acquire the ability to respond to differing opinions and views in an organisational context by being aware of 

  hierarchies, responsibilities, authority, audience, tone and purpose.
• Demonstrate an awareness of the contextual nature of professional communication, that is, audience and purpose   
  in written communications.

RESOURCES TASKS SUPPORTS

Writing in the Virtual Records Office


