
Write-To-Learn Worksheet
Directions: Consider the information you need to share with others in any work situation, whether it is a collaborative paper or a project for class, a task you manage at home, or a job you do for a wage. With one task or job in mind, write a few paragraphs in the space below about the information you need to give or receive from others and how you communicate. For example, if you are doing a team project, you might need to schedule a meeting or set a deadline. Is time a factor in the method of communication? Is a record of your communication an important factor? Is your communication usually face-to-face, over the telephone, in notes or letters, by e-mail, or through other means? What advantages and disadvantages have you found with the types of communication you use? 
In addition to the paragraphs, list in the following two columns the advantages and disadvantages for each form of communication you use.
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