
ACT BUSINESS WRITING PROMPTS

The Business Writing assessment measures the skill used when writing an In all cases, examinees read a written
prompt and then write their response.

A paper at this level has adequate development of ideas but is limited in depth and thoroughness. WorkKeys
Business Writing requires standard business English, defined as writing that is direct, courteous,
grammatically correct, and not overly casual. Read and carefully consider these perspectives. Transitions are
simple. Luke the tractor. The management should start a good law about it. No need to stress! There is some
development of the writer's thoughts in favor of the proposal, but it is limited in nature. Why this is a Level 3
response: Sentence structures are usually correct despite a run-on sentence , and some variety and complexity
are attempted, but many of the sentences are overly simple and vague. Score 4 A paper at this level has most
of the ideas well developed with relevant supporting examples and details. Why this is a Level 5 response:
Sentences are varied in length and complexity By allowing employees the freedom to decide when they take
their breaks, you help to foster the continued success of this company. A paper at this level has thinly
developed ideas that are not expanded and may be presented as a list. First, one of the most important aspects
of any successful business venture is high employee morale, something that the current policy fosters.
Incorrect or missing punctuation He gets a signature and delivered the package. Another situation employees
are frequently faced with is unexpected short-term projects. Why this is a Level 1 response: Sentence
construction errors, such as fragments, can hinder understanding I hope you take in to thouht! Level 1 is the
least complex and Level 5 is the most complex. I respectfully ask you to retain the current policy. Transitions
are effective, if not especially varied. For the example above, ask yourself: What does each perspective
consider? Score 2 A paper at this level has thinly developed ideas that are not expanded and may be presented
as a list. The ideas are general and are not expanded. The tone and style are casual but acceptable for standard
business English I think it is really, totally fair. Not sure where you will apply? We are willing to watch time
on breaks and lunch hours more carefully. I listened to Betty's and Martha's opinions and I agreed more with
hers. The style and tone may be inconsistent with standard business English. They shouldn't be allowed to
combine their breaks. However, the personnel manager says that employees have been taking too much time
on their lunch breaks as a result of this policy. They just need to learn how to manage their time so they can do
all they need to. The style and tone are consistent with standard business English but may be overly casual.
Some errors in grammar and mechanics are apparent but do not interfere with communication. At each new
level, you will need to demonstrate more competence than they do at the previous levels.


