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A LETTER, MEMO, E-MAIL and SOCIAL MEDIA RELEASE to show skill: writing in clear, brief, direct, 

human terms.  

Healthy Minds USA 
333 Naito Parkway 
Portland, OR 97444 

October 6, 20xx 

Mr. Charles Ledbetter 
Editorial Board Chairman 
The Portland Times 
777 NW Fifth Ave. 
Portland, OR 97444 
 

Dear Mr. Ledbetter: 

I am writing to request the opportunity to speak at the next meeting for the 

newspaper’s editorial board. I am Jane Stewart, head of company for Healthy Minds 

USA, a non-profit mental health organization. 

I would like to express my concerns about the government’s attempt to stifle free 

expression. Specifically, the Individuals With Disabilities Education Act, it is a proposed 

bill that contains a provision prohibiting non-profit organizations from expressing views 

contrary to those of the XYZ Administration.  

Democracy requires both a voluntary exchange of information and a citizenry that 

develops and acts on informed opinions. By disagreeing with the organization’s views, 

for example, or by using resources and networks to drown out the voices of those with 

whom we disagree—we shrink from our responsibility to democracy. I would like your 

help in raising public awareness of the importance of protecting the right to free speech 

for all organizations. 

I will be in contact you on Oct. 10 to confirm. Please feel free to phone me at (xxx) xxx-

xxxx or email me at jane_stewart@healthyminds.com for further questions. Thank you 

very much for your time and consideration.  

Sincerely, 

Jane Stewart 



 

MEMORANDUM 

October 11, 200xx 

TO: All Staff Member 

FROM: Jane Stewart 

SUBJECT: Meeting With Editorial Board of The Portland Times 
 

I would like to inform you that I am speaking at the Portland Times Editorial Board 

meeting on Oct. 13. I will be addressing the issue of the XYZ Administration’s attempts 

at stifling free speech. There is a revision to the proposed bill, Individuals With 

Disabilities Education Act, that states if any non-profit organization engages in “federal 

relations,” then that organization will not be able to obtain any funding from the 

government. This could mean anything from educating the public or taking a position on 

issues in areas such as reproductive rights, HIV/AIDS, and international development.  

The purpose of speaking at the editorial meeting is to raise public awareness of the 

importance of protecting the right of free speech for non-profit organizations. The role of 

an editorial board is to discuss the latest news and opinion trends; from there they 

discuss what will be in the newspaper. I believe that by addressing the issue it will be a 

wakeup call for all non-profit organizations locally and nationally to take a stance on 

being silenced by the government. 

Best Regards, 

 

Jane Stewart  

 

 

 

 

 

 

 



 

E-MAIL MESSAGE 

October 14, 200xx 
 
TO: C_Ledbetter@portlandtimes.com 
FROM: J_Stewart@healthyminds.com 
SUBJECT: Dinner Meeting Invitation 

 

Charles,  

I would like to thank you for the opportunity for allowing me to speak at the editorial 

meeting. In addition, I would like to invite you to dinner at The Portland City Grill 

tomorrow evening, Oct. 15.    

Tiziana Dearing, who is the executive director of the Hauser Center for Nonprofit 

Organizations at Harvard’s John F Kennedy School of Government, will be making a 

stop in Portland on her way to Los Angeles for a major speaking engagement. I would 

like to give opportunity for the board to get more information about the relationship 

between free speech, public policy, and tax-exempt status with Dearing.  

I will call you tomorrow hopefully to confirm your participation.  

Sincerely, 
Jane Stewart 
Healthy Minds, USA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

SOCIAL MEDIA NEWS RELEASE 

University of Oregon’s School of Architecture presents 
“Designed by Architects” 

Margo Grant Walsh to host event January 25.  

January 11, 2009: 10:00 a.m. 

NEWS FACTS 

• Walsh is an internationally prominent interior architect; she is also an 
alumna of the UO School of Architecture and Allied Arts. 

• Walsh will be giving her lecture on architect-designed metalwork from her 
outstanding collection of silver, copper and mixed metals. 

• Walsh will cover about 50 works on exhibit at the Jordan Schnitzer 
Museum of Art. 

• Walsh joined Gensier and Associates as interior design director in Huston 
in 1973. 

• Walsh moved to New York and opened Gensier’s first office in NY. 
• While co-managing in New York, Walsh opened more offices in 

Washington D.C., Boston, and London.  
QUOTATIONS 

• “By sheer force of her personality and talents, she has established 
Gensier as a leading design firm in this city…she is a formidable 
saleswoman whose staff, without exception, credits her with 
providing the best learning experience because she takes such great 
interest in her work.”  

-Stanley Abercrombie, Editor of Interior Design 
• “Margo distinguished herself as an interior designer when the 

profession was still in its infancy. Moreover, she did this as a woman 
in a largely male corporate world.” 

-Jennifer Busch, Editor-in-Chief of Contract magazine 

MULTIMEDIA 

• Jordan Schnitzer Museum of Art Events Calendar 
http://uoma.uoregon.edu/events/calendar/ 

• UO School of Architecture Calendar of Events and information about 
Walsh 
http://architecture.uoregon.edu/index.cfm?mode=news&page=events&eve
nt=1163 

RELATED LINKS 

• University of Oregon http://www.uoregon.edu/ 



• Amazon http://www.amazon.com/Collecting-Design-Metalwork-
Twentieth-Collection/dp/030013892X  

 

FOR MORE INFORMATION 

 Amber Peterson 
Director of Media Relations 
(xxx) xxx-xxxx 
apeters1@uoregon.edu  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

OPENING PARAGRAHS of a backgrounder, letter and legislative alert, to show skill in connecting quickly 
with readers by providing context (big picture), piquing reader interest, stating the purpose of the 
communication and the sender’s main point.  

Backgrounder Opening Paragraph: 

There is a widespread confusion in the public mind about the effectiveness of the 
synthetically produced drug methadone. There is also widespread confusion among 
doctors about the drug and its use. This paper provides background on the composition, 
application and consequences of using the drug methadone. Methadone actually is 
effective in the treatment of drug addiction and for the relief of pain. 

Following is the information that will clear up confusion about the drug methadone.  

Letter Opening Paragraph: 

Dear Mr. Horner, 

There are 1100 children, ages 4 to 12, living within a two-mile radius of your business. 
These children and their families need a safe area in which to socialize and play. This 
letter is to ask you, on behalf of the community, to donate to the city a part of your 
property for a public park that could be named “Horner’s Corner.” We have organized a 
neighborhood committee that would like to meet you soon to discuss this idea in more 
detail. 

Following is a general description of our purpose.  

Legislative Alert Opening Paragraph: 

Several members of the Washington State Legislature have introduced a measure that 
would rescind credits previously granted to companies as an incentive to locate 
operations in the state. Such a measure, if passed into law, would reflect negatively on 
the state’s integrity causing prospective businesses to reconsider long-range expansion 
plans in the state. This alert is a call to action urging all members of this association to 
contact their representatives in the state government and implore them not to consider 
H.B. 2023 eliminating tax credits. Action against H.B. (House Bill) 2023 is needed 
immediately.  

Provisions of the proposed bill include... 

 

 

 

 

 

 



 

 

BLOG POSTS to show skill in connecting with receivers with an appropriate persona, tone (attitude toward 
the subject), voice (personality) and style (choice of words, sentence length, cadence). Rewrite of questions 
from an accusatory to an objective tone asked of Scott McClellan about his book, “What Happened: Inside 
the Bush White House and Washington’s Culture of Deception.” 

BLOG: Personal 

Where do you even begin preparing for a run like this? Do you just start running, and hope that 

you can finish those 13.1 miles? A Half-marathon takes preparation, from motivation to hydration. 

It’s important to keep motivated through out training and keeping that mindset is key! One way to 

keep motivated is by making weekly goals, either improving distance or speed. Do you know what 

is almost as important as running days? Recovery days. Running everyday is not a smart thing to 

do; your body needs to rest between runs so it can grow stronger between runs. So make sure 

you rest at least every 3 days. Also, don’t get caught running in shoes that don’t support those 

arches! Go to a specialty-running store and find the right shoes. Hydration and nutrition are also 

essential to runners. Drink 6-8 oz. every 20 minutes during running, and during training 65% of 

your total calories should come from carbohydrates. So get proper nutrition and stay hydrated, so 

not to get injured. Time to hit the track!  

BLOG: Happiness 

What is most interesting is people strive to become richer, work harder to be more successful, 

and stay late at work to hopefully get that raise tomorrow. But money is not what makes people 

happy. According to Ronald Inglehart, professor at University of Michigan who directed the study 

states that prosperity is a factor in our happiness, but “personal freedom is even more important.” 

So, why than is American in the top 16 and not in the top 5? Are we not the land of the free? -We 

are. But, we also make ourselves so unhappy to hopefully prosper in the end.   

It does not come to my surprise, that the countries that have widespread poverty or authoritarian 

governments are at the bottom of the list, especially if prosperity and freedom are the things that 

make us happy are not options for those citizens. Maybe we should be happy to be in our top 16.  

BLOG: Bullies 

How do toy control children’s behavior on the playground? Especially the little girls that like to 

share secrets and then turn around on their “friends” and use their secret as a weapon? Talk 

about mental abuse and social manipulation!  



There are those people that say, “children will be children” or that it is just a phase among 

elementary aged children. But what studies are showing is that older bullies now were once those 

“Barbie brats.” So, the question I am trying to ask is how can we, or can we even, be more apart 

of our child’s life so that they aren’t known as the “mean girl?”  

I know that a lot of you parents out there are wondering, “No, my child doesn’t behave like 

that…do they?” When in reality, a lot of parents are unaware of their children’s behavior at 

school. So get involved, ask questions, and make sure your child is aware of the effects of 

bulling.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CHANGING THE TONE OF INTERVIEW QUESTIONS 
From Accusatory To Investigative 

Accusatory: 

“What happened to you, Scott? You are not the person I used to know.” 

 

Investigative: 

“What made you decide to release this information and your opinions in this 

manner?” 

 

Accusatory:  

“If you felt to strongly about this situation, why didn’t you tell someone?” 

 

Investigative: 

“What was it about your status that convinced you to remain in your position for 

the time that you did?” 

 

Accusatory: 

“You mean, Scott, that you just kept it to yourself for three years?” 

 

Investigative: 

“How were you able to balance your differences of opinion with your 

responsibilities to the Administration?” 

 

Accusatory: 

“Scott, you were so close to the inner circle; how could you not know more specifically 

what was going on?” 

 

Investigative: 

“As a member of the president’s staff, were you not given the same information 

regarding these issues as other members?” 

 

 



 

 

LETTER TO SHAREHOLDERS to show skills in the effective use of 12 of 18 controllable elements of 
successful writing. This assignment requires studying the business lessons learned by Starbucks 
Corporation and from them developing a fictional account of how they might have used to boost the ranking 
of the second largest company-operated gourmet coffeehouse operator in the United States-Caribou Coffee 
Company, Inc.  

 

Caribou Coffee Company, Inc. Annual Report 2007 

To My Fellow Stockholders: 

The year 2007 was a transition year for Caribou Coffee; we went through some changes 

to try and adapt to a new sense of being local. We wanted customers to feel like Caribou 

Coffee was an actual “resident” of the city in which it operates. Being a part of a city 

made customers comfortable in our coffeehouses and brings ease to employees at 

work.  

This year was also the beginning of a hard year for many companies; it was the 

beginning of a financial crisis. Here at Caribou Coffee we stayed confident that our loyal 

customers would continue to drink a cup of our fresh coffee on their way to work, and 

that our employees would continue with great customer service that would bring in new 

customers. That is exactly what they did, and I would like to thank them for that.  

At the end of 2007, Caribou Coffee: 

• Had 484 retail locations, 48 of which were opened in 2007 

• Had 52 franchised locations 

• Had locations in 16 states, the District of Columbia, and two international markets 

When Caribou Coffee became “local” in 2007 there were some changes that each coffee 

house had to incur, for example, we started selling baked goods from a local bakery. We 

will work with local bakeries to get their products in our stores, serving fresh local muffins 

to our valued customers. With this process, employees will learn how to integrate up-

selling. Employees will ask each customer, “Would you like a blueberry muffin with that?” 

This will help bring more sales to Caribou Coffee. Caribou Coffee also started supporting 

local businesses and recreational youth sporting teams. 2007 was about getting 



connected with community members and providing a sense of being local in each 

coffeehouse.  

Caribou Coffee is known for the quaint atmosphere that is provided for customers to 

enjoy their experience. In 2007, Caribou Coffee also incorporated the “third place,” 

where customers feel that besides home and work, Caribou Coffee is a place they 

frequently find themselves. We added comfortable chairs and couches into the stores so 

people can have a more pleasurable experience. We are going to continue to serve in-

house coffee in ceramic mugs to help with that ambience. Baristas will also master “latte 

art,” crafting each latte individually for customers. This year we were also able to add an 

Internet connection to all of our locations for customers who made a purchase. 

Another thing that made 2007 a successful year was the thorough training program that 

Caribou Coffee managers implemented for each new employee. Some of the things that 

are expressed during training are effective customer service and coffee etiquette. 

Furthermore, Caribou Coffee has incorporated monthly meetings where employees can 

address any concerns or problems. This has improved overall performance at Caribou 

Coffee.  

With these successes from 2007, we will continue to implement the changes in 2008. In 

2008, Caribou Coffee will start researching new cities to expand our Caribou Coffee 

family. We will make sure that these new locations will be able to adapt to a new 

coffeehouse so that it will be successful. We are also going to make sure that we are not 

“side-by-side” with other Caribou Coffee locations. We have seen other coffeehouses 

build new locations right next to each other; this is something we have learned from our 

competitors.  

We enter 2008 determined to continue to grow our business and improve customer and 

employee relations. We hope that our stockholders will be with us as we prosper in 

2008. 

 

Sincerely, 

Rosalyn Mallet 

President and Chief Executive Officer 



 

 

WRITING SAMPLES illustrating how messages must be written as explained in the book “Made to Stick,” in 
the minds of receivers long enough to influence behavior and create change-they must cause people to pay 
attention (UNEXPECTED), understand (SIMPLE), remember (CONCRETE), agree/believe (CREDIBLE), 
and care (EMOTIONAL), and be able to act (STORY). 

 

UNEXPECTED 

Assignment 

Let’s say that you are promoting an event, and you wanted to grab people’s attention. The event 
is a picnic for members of a non-profit organization of your choice. You decide to do it by violating 
people’s schema of a picnic. Explain in 150 words how you would promote the picnic by violating 
people’s schema of a traditional picnic.  
 

Response 

Paws Animal Shelter will be hosting a picnic for the members of this non-profit 

organization. The way that I would promote this picnic, spark in interest, and violate 

people’s schema is by making the picnic about the animals in the shelter. Instead of a 

traditional picnic where people sit and eat, it’ll be a picnic for people to bring animal 

treats, food, and toys. It will also be a way to bring some animals outside and get other 

people, who may be at the park, interested in adopting the animals. The way I would 

promote the event would be giving a bare minimum of facts about the picnic, stating only 

that there will be a picnic for the members and telling what they should bring. This 

should be done without giving a summary of the event, and making it more of a teaser 

about the even, raising curiosity and interest in the “picnic.”  

 

 

 

 

 

 



 

SIMPLE 

Assignment 

Find an example of an overcomplicated core message and explain in 150 words how you would 
go about making it a direct, clearly understandable statement using some of the techniques in 
Chapter 2 in “Made to Stick.” 

Response 

Chapter 2 starts off by talking about getting people’s attention, the core message in the 

introduction of “Principle of Micro Economics” does not start off that way. I would change 

it to incorporate an interesting fact, or something surprising about economics. There also 

needs to be something keeping the attention of the reader. The introduction is easy to 

follow, but I forget what I read the sentence before. The introduction needs to stick out 

so it does not blend in with other economic book introductions. For example, how 

Nordstrom’s employees stick out more than their competitors with their great customer 

service. The introduction also needs to clearly state the main argument. It is not until the 

second paragraph is the main argument stated. The introduction also seems to just state 

the facts in a logical order, as the book states, “improving this message, we need to 

think about how to elicit interest rather than force-feeding facts.”  

 

 

 

 

 

 

 

 

 

 

 



 

CONCERET 

Assignment 

Assume that a space alien who is from a race of people who cannot understand abstractions has 
visited you. They can only observe directly. In 150 words, describe concrete images you could 
show the aliens to help explain what is meant by, 1) democracy, 2) justice, 3) friendship, 4) 
sportsmanship, 5) fun and the expression 6) awesome.  

Response 

Democracy:  

The way that I would best describe democracy is by showing a picture of a scale 
weighed equally, with people on both sides of the scale. The people would hold up signs 
saying “Freedom,” “Right to Vote,” and “Liberty.” This image shows how people are 
equal under democracy, and how citizens recognize freedoms and liberties.  

Justice: 

The way that I would best describe justice would be by showing a video of a court in 
session. It would be a video of a pretty high profile case where the criminal was brought 
to justice.  

Sportsmanship:  

The way that I would best describe sportsmanship would be by showing a video of a 
sports game where a team member of the opposite team would help out another team 
member. For example, if someone was tackled in a football game and that person was 
having troubles getting up, a member of the opposite team helps that person up, that 
shows sportsmanship.  

Fun: 

The way that I would best describe fun would be an image of children at a playground, 
laughing and enjoying themselves. The children show an image of amusement and 
lighthearted pleasure, which describe fun. It also shows a playful behavior among the 
children.  

Awesome: 

The way that I would best describe awesome would be images of the Seven Wonders of 
the World. Those pictures would be extremely impressive and define awesome.   

  

 

 

 

 



 

CREDIBILE 

Assignment 

Assume the role of a scientist. You have discovered a simple drink that curses the common cold. 
In 150 words, explain how you will convince other people to believe your discovery. Describe 
techniques you could use in three different scenarios: 1) you are meeting with five scientists in a 
conference room for half a day; 2) you are working with a publicist to announce your discovery; 3) 
you are sending an e-mail that you hope will be circulated throughout the World Wide Web.  

Response 

In order to convince people there needs to be creditability behind any statement. There 

are many ways to achieve this, but for the drink that cures the common cold, there are a 

few ways. First, one of the ways is by demonstration. This can be done during the 

meeting with the five scientists. Find participants willing to be used as testers and prove 

that the drink indeed does cure the common cold. After that, get statements from those 

scientists proving that the drink did cure those participant’s colds and have a publicist 

pitch those statements along with statistics about the drink curing a cold for an 

announcement of the discovery. As the book states, when using statistics, it is better to 

rely less on numbers. To get an email to circulate, there needs to be the creditability 

factor and also an unexpected factor to build interests of people quickly. One way of 

doing this is by having a celebrity endorser.  

 

 

 

 

 

 

 

 

 



 

EMOTIONAL 

Assignment 

In 150 words describe how Michael Bristow affects you emotionally from reading this article in the 
BBC NEWS report and what consequences you believe could result for China from the decision 
to do what was ‘in best interests of the country.’ 

Response 

While reading the article was shocked that there was not enough time taken to find a 

more “suitable” child to both sing and be visually appealing. With the Olympics being a 

worldwide event, one would think there would be time put into every detail. But to get 

deeper into the actual story, I felt that my emotions were more struck because I could 

see the pictures of the two girls. I do think it is a shame that the Chinese opted out for 

the “prettier” child, it really shows selfishness and carelessness. I do understand the 

statement, “best interests of the country,” but that is why more time should have been 

taken to find the “perfect” child for this position. This is one more example of why girls 

have an image problem, and not just in America.  

 

 

 

 

 

 

 

 

 

 

 



 

STORY 

Assignment 

In 150 words recount a story told to you by a friend, parent, teacher or one you saw in a video or 
heard on the radio or a podcast that caused you to think of how you would have been in a 
particularly situation and perhaps how you were motivated to act upon hearing the story.  

Response 

I once saw a short silent video that contained only images and some words. It had a very 

effective plot. The video demonstrated what one’s lungs would look like after smoking 

one cigarette. They did this by filling two 2-liter bottles with water and some contraption 

that “smoked” a cigarette, the end result showed a napkin with all the tar from one 

cigarette and the left over smoke residue in the bottles (that represent the lungs). That 

video really did have an affect one me; I knew that the tar and smoke residue was 

something that I did not want to put into my body. I was never a “regular” smoker, but the 

occasional while drinking or with friends’ smoker. But after watching that video, and 

really seeing what goes into my body, after one cigarette, motivated me not to smoke 

again.  

 

 

 

 

 

 

 

 

 

 



 

PODCAST SCRIPT to show skills with 18 controllable elements of successful writing, using terms that are 
clear, brief, direct, and human; providing context, interest, purpose, main point; connecting with appropriate 
persona, tone, voice and style; and enabling people to pay attention, understand, remember, agree/believe, 
care, and able to act.  

PODCAST: 
Welcome to PR Students Unite, I am Amber Peterson, your host 

with the most information about public relations. Tonight I am 

going to discus client relationships. 
 

INTRODUCTION: 

Some of you will soon have clients, some of you already have 

clients, but all of you should be interested in improving your 
client relationships.  

 

CORE: 

By knowing what I have learned, you can improve your client 
relationships. 

 

LINK: 
What have I learned? 

 

SATELLITE: 

• One thing I have learned is to return calls and emails 
promptly. 



• Another thing I have learned is to constantly keep clients 

updated on progress, check-in with clients. 
• Another thing I have learned is to show up on time and 

meet deadlines. 
• Another thing I have learned is to follow-through on tasks 

and deliver high-quality products the first time around.  

• Another thing I have learned is to stay within your budgets. 
 

SUMMARY: 
What I have told is to return calls and emails promptly, 

constantly keep clients up to date, show up on time and meet 
deadlines, follow-through on tasks and deliver high-quality 

products the first time around, and stay within your budget.  

 

CORE: 
By knowing what I have learned, you can improve your client 

relationships.  

 

OUTRO: 

Thank you for listening to PR Students Unite. Stay tuned next 

week for tips on the four P’s: picture, pique, purpose and point.  
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Lane Community College, Eugene, Ore. Jan.‐ Mar. 2007 
• Assisted in teaching 1 International Student English 3 days a week.  

SKILLS 
• Writing: journalistic style, AP, grammar and proofreading.  
• Social media.  
• Proficiency in major software programs: 

‐Web browsing and search engines 
‐Adobe Creative Suite 3 
‐Microsoft Office 

 


