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Section A  Identifying and selecting TEEL components
1  Identify the TEEL structure
T = Topic sentence     EXP = Explanation     E = Evidence or example     L = Link sentence
[T] Using data to make business decisions improves efficiency and reduces risk. [EXP] Many businesses now analyse data to guide pricing, stock levels, and planning. [E] Research from McKinsey Global Institute (2017) found that data-driven organisations are significantly more likely to acquire customers and be profitable than those that rely on intuition. [EXP] The research suggests that using data can directly improve business performance and that effective use of data involves more than simply collecting information. [EXP] Additionally, businesses must use the data to make informed decisions. [E] For example, data can highlight which products are selling well and which are not, allowing managers to adjust quickly and reduce waste. [L] Overall, using data supports more accurate and effective business decision making.
Note: The original worksheet has six brackets for seven sentences. The unbracketed second sentence is an explanation (EXP).
2  Cohesive devices
In the paragraph above, the cohesive devices are underlined here:
The research suggests that using data can directly improve business performance. Additionally businesses must use the data to make informed decisions. For example data can highlight which products are selling well. Overall using data supports more accurate and effective business decision making. 
a. Device: Additionally.  Purpose: Adds another related point to develop the argument.
b. Device: For example.  Purpose: Introduces a practical example that supports the point.
c. Device: Overall.  Purpose: Signals the concluding link back to the main argument.
Also present: “The research” refers back to the McKinsey study and connects the evidence to the explanation.
3  Strongest topic sentence
Answer: C. Good customer service can improve customer satisfaction and encourage customers to return to a business.
4  Strongest explanation sentence
Answer: A. This is because employees can divide tasks, share ideas, and solve problems together more efficiently.
5  Strongest evidence
Answer: B. Research by LinkedIn (2023) found that 94% of employees said they would stay longer at a company that invests in their learning.
6  Best linking sentence
Answer: B. Therefore, social media can help small businesses reach more customers while promoting their products in a low-cost and practical way.
Section B  TEEL Final Draft
Chosen topic  The importance of communication in the workplace
Effective communication is important in the workplace because it helps employees work together, avoid misunderstandings and achieve shared goals. When managers give clear instructions and listen to staff, everyone can understand their responsibilities and raise problems before they become serious. Good communication also helps employees feel respected and confident about sharing ideas. For example, a team in a busy shop can use a short meeting at the start of a shift to discuss tasks, customer needs and changes to stock, which reduces confusion. Acas (2019) explains that effective leaders communicate clearly, work with other teams and listen carefully to employees. Similarly, the CIPD (2026) states that allowing employees to express their views can support better performance, innovation and trust. Overall, clear and open communication helps create a more productive, supportive and successful workplace.
TEEL key: T = first sentence; EXP = next two sentences; E = example and research; L = final sentence.
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