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|| _Test your knowledge for the previous
M"DOCEA[TI. lecture <ileghaa oal

r N

1. Using the Three-Step Writing
Process
i ghad SO (e 45 Sl ALY Alae aladial )
2. Analyzing the situation.

3. How to define your purpose to plan
for your message. il ) apladdl) (e a2l a3 44 Y
4. How to analyze the purpose of il e paall Jladcas g

your message. o
& sgan Cay piddS 0

5. How to profile your audience.

\_ J
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Planning Writing Completing
Situation Adapt to Revise
Information the Audience Produce
Medium Compose Proofread
Organization the Message Distribute
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Three-Step Process

e

\_

Planning b3l
Situation
Information
Medium
Organization

Situation a8 sall

~N
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Planning LAl

Situation i gal

Information

Medium

Organization

If you have
generated a clear
picture of your
audience , the next
step is to
assemble the
information that
you will include in
your message.

3y gna sl Ciad ‘3‘
OM ¢ &) ggan Al g
oA Aallal) 3 gladl)

) Sla plrall asans
il (A g )t

v
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Gathering Information
Sla plzall zeaa
\_
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Locate i shaal) ¢S 2
Information
. . ,G_A;J\ ,_L_u °

-Audience Perspective St )
you can often use a variety pladin) Gla¥) e S 8 ey
of informal techniques to ot LAl (e de siie de ganae
gather insights and guide an gi g LAY aead dpen )l
your research efforts Afisll @l gea

of
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MIDOCE A'[lll llocate Information

UNIVERSITY

a2 ‘ ‘ b
*Audience Perspective 0 ) eliiee
Community Input aaliaall DA dae

48 i) (il ge
«Company Documents i
| SMAdae
«Audience Input aana
Colleagues & g azl) g £ e
Customers
W,
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UNILVE RS I

G *Audience Perspective

Consider the audience’s perspective. Put yourself
in the audience’s position;

what are these people thinking, feeling, or
planning? o
_ What information do they need to move forward? .
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w -Community Input gaipall Qe

Listen to the community. For Y Al 2ainall (gl aaind
almost any subject related to Lu 8 Jlee YL (3late & guia ga
business, there isda ctommunity o & aall o paina llia ¢
sz#j;?angisc’)r? (r)?helzjr? people d egﬁ f\ uw\ dm

& O5SOW Ol palalyl

who engage in online
discussions. Find them and - - .
listen to what they have to say. A1 08 e () adial g agie

v
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“ «Company Documents S all gl )

*Read reports and other company

_LsJA;Y‘ :\S)ﬂ‘ &G}j Jﬁ)\.ﬁﬂ\ 3g‘)§ °

documents. Annual reports, financial
statements, news releases, blogs by

Industry experts, marketing reports, o e Sanll e N 5 33 pecll s 455

and customer surv re just a few
stomer surveys are just a fe Pladl (e yaall (e Sl 230 (5 g

of the many potential sources. PO
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| ocate Information
a5 USCe ANAN

- s \
w Company Documents 4S il G g e

Find out whether your company

aldas Lgaal b€ i cilS 1) e Cadi)

has a knowledge-management
40 3 ya Ul 32c18 148 yaall 5 HlaY

system: a centralized database
gren (& (aihh gall (555 il A aend

that collects the experiences and ;
A sl el

Insights of employees

throughout the organization.
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, locatelnformation
A el || 5 USCe ANAN

. . \
mudlence Input ) sgendl AN
Ask your audience for input. DA &) sean (pe allal

Admitting that you don’t know __ d e
Taally Gy ¥ iy Gl e

exactly what your audience expects

but you want to meet their needs will Al 3 )3 GliSly &) gean 4ad 5 L
impress them more than guessing e )ggi e@é‘é“—‘ T ﬁjé\:g;\
and getting it wrong. L

\_ J/
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a(:olleagues & Customers elaall g &3l Y

s el sl b pdiall ae Eada
Claladl Sy gal (5580 A8 o Dlaall

Talk with supervisors, colleagues,

or customers. Fellow workers and ;
38 gl Lealiag Cila slaa o Daall
customers may have information
&) sean Slalaial 58 2y
you need, or they may know your

audience’s interests.

\. J
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Accurate, .. Ethlcal 1Pertment

=
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MIDOCEA . -
UNIVERSITY Provide Information

~ N
In many situations, your . :

) . ’ 4 oS ¢ YAl o :
audience’s information 0% O 28 8

e &) sean Glaliial

needs are readily ¢ A gy dinial 5 i slaal
apparent, such as when 5!‘; ) 1 o s Letie (S
a consumer sends an e- s L e ol |

: : - W g = o L g S 5
mail asking a specific e o
question. '

\. /
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| il glaally 2y g 30

Provide Information

f

your audience might be
unable to articulate
exactly what is needed.
If someone makes a
vaque or broad
request, ask questions
to narrow the focus

\.

\

T sl e &) sgen Sy Y
2513 Taacally ol o Lo
L’é\.}n:\(“ﬁma.\““ alis C)L\a
pegt

>
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il glaally 2y g 30

2]

Provide Information
\
*Asking a question or I e . Sh i le e
two often forces the ) ol s
person to think through 6“‘:0““‘3 " J’“‘j
the request and define Le aady f.—'-m‘ s sall
more precisely what is o S Ay gl ga
required. In some Zliad 88 ¢ Vsl e
cases, you may need to e Lal
do some detective R o
Cialiall
work. ' :
J
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Provide Information
e i

*Once you've defined your audience’s

o information needs, O &l sean Glaliial 1aat 3 jaave
* be sure you satisfy those needs ¢ Cila slaall
completely. C .
* In addition to delivering the right Jalad Claliall oda 4li e XU
quantity of requirsld ifnformation, h G dpuliall 4paSl) apasi ) ddLaYly o
*you are responsible for verifying the L dlddl o
gyuality of thpat irlforrt’uatiorl.fy I i ¢ 4 | uu)lu;j |
- Ask yourself these three questions: Sl 33 5a e 333 e J g Caile

la glaall

AN ALY oda elds JLud e

\. /
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Provide Information

Ask yourself these three questions:

AN ALY sda el JLl m
L Accurate & o oS HHas i sedl o

2

Is the information accurate? O Ao gana 482l ade
Inaccuracies can cause a OlaE g ) Ayl e ¢ JSL)
host of problems, from Al Llzad ) dpaliay)
embarrassment and lost B akadl) 4 8l

productivity to serious safety
and legal issues.
R J
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| Sila plaally Ay g Al
Provide Information

Is the information ethical? By L

working hard to ensure the P e AT e slaall a
accuracy of the information you <l glaall 433 flacal dlall Jaall
gather, you'll also avoid many (e asall Lial caiadin ¢ lgaaad

ethical problems in your il 448 DAY IS
messages.

- >
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onivers | Provide Information

2 Pertinent= Relevant k

AL Chla = Al &y

Is the Information

pertinent? Remember fila @l e glaall Ja
that some points will be Ll sy ol SX
more important to your Gaal il g S
audience than others & e e &) seanl

\. Y,
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Selecting the Right Medium

\_ J
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4 : ‘ ki
Selec.:tlng the best DA g3 ol OSa
medium for your il ) Ao g Jusadl
message can make the O (38 Gilas) )
dlffer?nce between i g Jadll Jual gl
effective and Jladll
ineffective
communication.
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\
communication medium is the . . )
form through which you choose to Oa JHAS ol JSadl (A Juat) Al
communicate your message. You Siadl) JEA) iy il Jiuagi ADA
may choose to talk with someone. e i pa
= face-to-face, Aa gl Wy
= write a letter, ¢ Ll sl
= send an e-mail message, ¢ Asl) wn Al Ju)
= Orcreate a webcast. g e slad)
= With today’s ever-expanding ¢ poal sl (A 338T L gl 5iST) s
technology, (e 48 giia As gana bl G198 La LS
you often have a variety of media L Cpa LA Jaile o) il jld
options from which to choose
.
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Although media
categories have become
increasingly blurred in
dakl g pErecent years,
you can think of media
as being oral, written,
visual, or electronic
(which often combines
several media types).

daha\g&hég\o.ae'ﬁj\u.\ﬁ
dal g & Ciaual adls )
) gaad) b Wl e S8

¢ 5_AY)
o Jailau gl b il olice,
dyisa o) Aygisa ol dghd g
Lo LS 3l ) duig s
(e 818 Bae (G g
IR

v
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Selecting the Right Medium
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Oral Media

 Conversations o Cilialall
* |nterviews o O Llae
» Speeches o uhi

* Presentations ¢ _sag all
* Meetings o Cilelaial
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Oral Medla

» Traditional oral media are useful for
encouraging people to ask questions
make comments, and work together to
reach a consensus or decision

i) e doadil) 4 500)) eyl Sy o

¢ Clidaill glay) § Al & 5l e il

j c«by\‘;éé\ﬂg;\dmﬂwd—uj\j
PP R

@ Ol boaiy tlall o e
Crihasall aa 093 55 ¢ 3 S MY 52"
agilind e LYy ¢ @M e J sl
dagall Jardl claladl g Glaal yaudiy ¢

¢ Jelall o ALY e KNy Y 1Y) e
Sa |l Ay ) il g ) oS3

EX: managers engage in frequent “walk-
arounds,” chatting with employees to get
input, answer their questions, and interpret
important business events and trends

* If you do not want a lot of questions or
interaction, oral media can be an
unwise choice.
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MIDOCEAN Written Media

Memos Letters

Reports Proposals

Q\JSSAJ\ dlu)
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Written Media

e

Q

Written messages increase
your control, help you reach
dispersed audiences, and
minimize distortion.

The disadvantages of written
media include the difficulty of
feedback, lack of nonverbal
cues, and extra time and skill
sometimes required to

prepare written messages.

e <l (e 4y giSall Jilus )l 3 53
& dyasl o el aSadll

A sl Jls o A3ilall jualeall

4 s 4 siSall kil o)) e Jas
2 SILEY) ey ¢ daal Ll 423l
5 teall 5 ilal) i g 5 ¢ Al

Ao S Jila ll dlae Y Blal 4 glladll

~N
a

g
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Memos <l SAall
are brief printed documents. Lealadinal &5 ¢ LSS 3 ja ge 4o sadaa (35 A
Traditionally, they were used for the Aabiall Jals Sl glaall el a5l Jalll
routine, day-to-day exchange of 4 g STV Lol ol il ¢ lalaiall (e 2]l 4
information within an organization. In A5l @l Saall Jae
many organizations, electronic media
have replaced paper memos.

Letters Jila
are brief written messages sent to recipients Oralisall () Ll ) oy 3 3 5 4 53S0 Sl ) 2
Outside the organization. Aakial & jla

— 74
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ﬁeports & - V)
Proposals 5 o\l

antt

LL\\AJ.\S.A

are usually longer than memos <l Sdall e Jshal 9SS La Bale
and letters, although both can be S O OSay LD i (e ae Al de g ally
created in memo or letter format. ol gl 380 (Gauity W 5LAS) o

These documents come in a

cila A 3G oda A
variety of lengths, @ FHU o (I

ranging from a few pages to ‘ d"‘hw.&‘ “‘3""" “‘*‘i“

several hundred, ) Clada audy e ) 8
and are usually formal in tone. ¢ Qe e
Aagd A ey QsSi e Bale

. v
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Electronic Media dyi g SN NS Jilug

-

Speaking al]
telephone calls, gl gall g Aaiilel) CilallSall
teleconferencing, voice- gl 3 ) Jila g9 2 e
mail messages )
Writi S
LU Fila ll g (A g AV &l
e-mail and instant ~4 8 =
messages to blogs Sligall ) 4y 68l
Visualizing - *
electronic presentations, pgeu g A g S il (gl
computer animation, and video. hilugll | gaaidll g J-'Mh A4S jaliall
k. Multimedia sial) P
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Richness Formality
e) Y ]
Limitations Urgency
JJJ;J‘ C\AJY‘
Cost Preferences
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Choose the Medium

- —_—

Richness is a medium's ability to (1)

convey a message through more than one A (e Al JB3 (V) Ao Tasesh) 3,08 g8 51 Y
informational cue, (2) facilitate feedback, LAY g () ¢ Banlg dpadle) L) (e S
and (3) establish personal focus. The Ay A1 uadd 38 5 L&) (¥) 9 ¢ daa )l
richest medium is face-to-face asmial) bl gll ag e Al gay Jual st A
communication. Multimedia haa L3 Lyl A

presentations are also quite rich

Limitations :Every medium has 88 g dgliny 540 1A ¢ 308 Lot Al g JS 213 g8lfe
limitations, so choose carefully according o5eaall g a8 gall

to the situation and the audience.
adeY) Jilug aladin) lgade (g ghaiy A1) cil8dil) Adtsil)

Cost The expense involved in using various Bguaie Aladl & 5 Ld) g Ala e Jals A 4dlidal
media is a real financial factor and a L
perceived nonverbal signal, as well.
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el choose the Medium
~ . .

Formality Your choice of media is a s : . .
a‘ £ a " ‘ s &
nonverbal signal that governs the style 28 8 ) o hilu gll & JLEA) e

and tone of your message. il B iy gl aSali 4 B4

*Urgency Choose the medium wisely, if Ll ;1) S 13 ¢ daSay Jas gl A0 Jlaxiudle
a message is urgent. However, be sure to Jas sleig by al il (ha 250 ¢ Al payg Alale
respect the time and workloads of oseal) sl

audience members.

Preferences Make sure to consider Lg2d g ) Jailew gl) Ble) ya (pa 28U cDluadl
which media your audience expects or Lelady gl &) ggan
prefers.

\_ J
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Organizing Your Message
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Message Structure

~ +Main Idea daua Ml 3 Sille

*helps you establish the goals and general Aalal) s Aalall ¥l aas e daeloy

strategy of the message, and it summarizes oasliy ¢ Al wb“ .
two things: o S ke
« (1) what you want your audience to 20k S s b Ol il (V) -
do or think and A bl O g 1L (Y) »

|
|
|
|
« (2) why they should do so.
|
|
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Message Structure

/~ «Major Points

3 all 8 S8 - g pa g ) A ) Lol

that clarify and explain your ideas in more £OLY) sa i S 1) A gale dag
concrete terms. If your purpose is to inform ¢ A8l 5 ) gall
and the material is factual, ) A ) ellalay avid 38
your major points might be based on RS P P PP
something physical or financial— CAuld gl o g i€y ¢
something you can visualize or measure, Agids ) Clas gl g ¢ L alll ey 1) e S
such as activities to be performed, and dalee Caal Ladic
functional units.When you're describing a process, Aalaall 8 sha Laia 4 4 )l Lladll

the major points are almost inevitably steps
in the process.
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'Evidence Jda |
¢
you're ready to back them up Lbaliia) Leaa! jala il
| with examples and evidence that help sl Ll A1 A e
audience members understand, accept, ¢ ol g ) sagdy ) seand) cliac |
and remember your message. il S
Select examples and evidence :djy;\ FEAAIINON |
carefully. Remember that you want to Gy oy i el SN ajlie |
be not only compelling and complete Jadd ALalS ¢ dmiia oS3 Y |
but also as concise 5 90 Lyl (S0
| as possible. Oy a8 |
|
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