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Intended Learning Outcomes

1.

\

After studying this chapter, you should be

able to:

Explain the impact of written
communication on professional
excellence.

Describe the different indirect
messages sent with written
communication.

Discuss the different types of written

communication.
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Effective writing

dlleoll ailisl|

EFFECTIVE WRITING

Become a clear, credible, and persuasive writer
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Effective writing is a critical aspect of all effective communication, but perhaps nowhere is it more
important than in public relations.

Press releases are one of the primary tools in a public relations professional’s toolkit.

In today’s digital environment, there are countless platforms available to public relations professionals
to disseminate their press releases, so you must choose the most effective one. Once you have the right

platform, the challenge becomes writing a compelling message that tells the brand’s story.
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There are several strategies to help a story stand out in a press release:
1. Make sure it's newsworthy. If a product or service is of interest to a large number of people
and its market moving, you have something ready for a press release. If it's not applicable to

a large group of people, write a guest post or use a social media update instead.
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: There are several strategies to help a story stand out in a press release:

2. Share interesting insights. What is interesting to the audience is predictions, tips, industry
insights, and survey results—things that matter to that industry’s professionals.

3. Keep things simple. Keep discussions of how your products or services work at a high level,

and don’t get too much into minor details and minutiae.
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There are several strategies to help a story stand out in a press release:
4. Explain the big picture. Start with a simple, overarching explanation of what the company
does. Does it sell a product or service? How does it work and why should a reader care? Do

not be vague; really explain it.

J

r

\

.80 gy a anall jlpl a8 éacluall ailnuilfwill (o anell ¢llin

Jaer @S Sdend gl lile gui Jo .aspidl aleai Lal Jolig huw apdu Inil Sjusll 8jguall apdl 4.
182 ¢llA apdl baele s U Siglall aigs gl way 1ilalg

~\

Dr. Raef Baraka



|
MIDOCEA[TII

UNIVERSITY

Business and Professional Writing drig.ollg aijlaill aslisd|

r ™)
« Above all, make sure that the product or service you are presenting to the public is very

clear and easy to understand, whether the reader works in the industry or is a random
person off the street.
* In this chapter, we explore the importance of written communication as it connects to

professional excellence
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The Importance of Written Communication
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How do | select the correct format to get the message out? Is it appropriate for me to send this
document via e-mail? What tone should | strive for in this message? How much detail about the
new company initiative should | include in the press release? How should the memo be
organized?

Indeed, these questions about written communication that are emerging as you take this course

may continue to present a challenge as you transition into your career or excel as a professional.
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: Written communication is important for the following reasons:

1. Official documents, memos, e-mails, and other forms of written communication reveal
something about you as a professional;

2. Important policies, requests, and organizational procedures are conveyed through written

communhnication;
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Written communication is important for the following reasons:
3. Proposals, employee terminations, media relations, and the like are achieved with written
communication; and

4. Written communication must be present to achieve professional excellence.
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Striving for Written Communication Excellence
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1. Message Structure:

« Excellent written communication begins with a clear general purpose, a clear specific purpose or thesis and
clear organization.

« Begin by asking yourself, “What is the purpose of this written communication? Am | presenting new
information? Am | clarifying? Am | requesting? Am | persuading?” Once you have identified your general purpose,

ask yourself, “What is the key message | want my audience to take away from this e-mail, report, or memo?”
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1. Message Structure:

« By answering this question, you will have identified your specific purpose or thesis statement. From there, you
can begin to organize your message. We strongly recommend that you develop an outline before you begin
writing. This outline will help you determine the organizational structure of your message.

« Remember this: Poor organization will lead to ineffective communication. Simply put, if the reader cannot

follow your message, the reader cannot understand your message.
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2. Message Clarity:

 Developing clear organization is the first step to message clarity. However, clear organization alone does
not guarantee that your message will be clear. To maximize message clarity, you must evaluate your
audience and avoid generalities.

« As with all forms of commmunication, excellence in written communication requires you to evaluate your
audience.
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2. Message Clarity:

« Askyourself, “Who will read this written document?”
 In many cases, you will have both a primary audience—the person or persons the message is
addressed to—and a secondary audience—other readers who may need or use this information.
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2. Message Clarity:

 Keep all readers in mind as you draft your message.

« Consider details such as the reader’s place in the organization (supervisor, employee, customer), his or her
level of understanding (both educational level and experience in your industry), and the amount of
interest in and involvement with the topic at hand.

« This evaluation will help you determine if jargon can be used and if background information is needed.
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2. Message Clarity:

« Message clarity is also achieved by using specific language as opposed to general language.

whereas specific language makes precise references.

if he wrote specifically, “You must return from lunch by 1:00 p.m.”

 General language is usually characterized as vague statements that can easily be misunderstood,

« Forexample: “You need to return from lunch in a timely fashion.” But his message would be much clearer
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3. Message Presentation:

« Maessage presentation refers to that visual component.

« Carelessly written communication will send the message that you are a careless employee or leader.
« With spelling and grammar check, as well as good old-fashioned proofreading, you can correct typos
(mistakes in typing), misspellings (mistakes in spelling), and grammar errors (sentence fragments,
inappropriate use of punctuation, and the like).
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3. Message Presentation:

« Just as a typo on your résumeé can lose you a job, a typo on a report can cause you to lose credibility.

* Misspellings, typos, and sending something to the wrong department are all roadblocks to professional
excellence.

« To achieve professional excellence, your documents and emails should be printed in black and should be

legible. In addition, your typeface must be dark enough to read.

J
~\

~

allw dl yo e 3.

tJ.LQJ.Iu|uS.O.IJ.IJ.Q.IJ| usub.o.lllb:.lluLa J&ngulﬂldpwuaumbalbadmuluimblm .
lgiidlaine 284i

igadl jradll alol ciliac IglS thall awsll Lo cuw Jwjlg daethall clhaillg duidodl clhadl -

Uesi Ol waug aquwill gl ¢l aalall SISl apdl Jibwyg Glailuall aclih iy (igall jredll Guéndl -

Selpall awals anpar Lalbhio hall (s of wau . ¢ld Ul daliall begjbo
L S

Dr. Raef Baraka



|
MIDOCEAITII

UNIVERSITY

Striving for Written Communication Excellence ,ilisll Jbaidl ;a6 raill (Ggioail  jouwll

4 )

3. Message Presentation:

« Documents with poor toner quality look unprofessional and are ineffective.

* In addition to the preceding tips for written communication, we recommend using a writing
startup sheet—a list of questions that encourage the writer to think about the audience,
purpose, key issues, and delivery.
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Audience

1. Who is my primary reader/audience? Who else will be reading this?

[

Did I provide the necessary information?

3. How does the information relate to the reader/audience?

i

How does my reader/audience feel about this information/subject?

Purpose

5. The purpose of this written communication is to so that my audience will

Dr. Raef Baraka
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Delivery

6. What's the best channel for this message? Hard copy? E-mail? Phone? In person?
7. When should I send this message?

Would you find the writing startup sheet useful in a professional setting? What types of written

communication are you the most concerned abour?

Source: Adapted from Lindsell-Roberts (2004, p. 24).
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« Although the various types of business letters, memos, e-mails, and the like depend on the industry
you work in, it's important for you to be prepared and begin to fill a toolbox that you can use as a
professional.

* In the sections that follow, we cover the following types of written communication: business letters,
employee reviews, recommendation letters, thank you letters, memos, proposals and reports, planning

documents, press releases, proactive media writing, and e-mail.
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r'I. Business Letters: A

« The business letter is used to address formal matters in professional communication, including cover letters,
information sent to customers, announcements about business events, and the like.

-  Remember that business letters, when not composed appropriately, can be ineffective and lead to
miscommunication. Have you ever received a letter that did not keep your attention? What reaction do you have

when your name is misspelled in a document? See the business letter template provided in the next sample.
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1. Business Letter:

« In addition to providing price quotes for services with business letters, you will also
communicate with other departments and businesses. Downsizing letters are used to inform
other businesses about skilled employees available for employment due to company

downsizing (e.g., layoffs, fired employees).
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BUSINESS LETTER WITH PRICE QUOTE

XYZ Corporation
650 Wayward Avenue llence uJU.S.JI Jbaidl 54 fail (granil J.Q_;.J.J.Jl
Houston, TX 73850
(Letterhead)

September 23, 2015 (Date)

ABC Global Services (Address of the recipient)
PO Box 32555

Tyrone, PA 16801

Dear Mr. Stobbs, (Opening/greeting)

XYZ proposes to furnish all necessary labor, supervision, materials, tools, and equipment for the

installation of the electrical work for the above referenced project, as detailed herein, in accordance
with our interpretations of the intent of the design for the Lump Sum price of Fourteen Thousand SWPB of work:

Six Hundred Forty Nine Dollars and No Cents.... $14,649.00. § Bk

Breakdown: a. Battery Monitoring System

1. Labor: $1,068.00 b. (1) Duplex Receptacle in computer room

2. Material: ~ $13,681.00 ¢. (1) Cat 5E cable from UPS to computer room
Clarifications:

1. All work to be based on straight time first shift.
2. Due to rising cost of materials and/or labor, we reserve the right to adjust this proposal if not

accepted within thirty (30) days of the above date.
Respectfully yours, (Closing)

Cheryl Banks

Project Manager

Dr. Raef Baraka
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r2. Employee Reviews: b
«  Written commmunication is central to providing feedback to employees regarding job performance.
Employee reviews serve as a form of written communication used in business and professional
settings to provide feedback to employees about how they are performing on the job.
« These reviews are typically filed with personnel documents.
§ J
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(2. Employee Reviews:
« These reviews are typically filed with personnel documents.

«  Written communication related to employee reviews must be accurate and reflect actual

employee performance.

« Remember, this type of document should be used carefully to document positive performance

.___and areas for the employee to improve. )
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2. Employee Reviews:

 If an employee is a candidate for mandatory leave, an improvement plan, or termination,
these review documents must be used to document a pattern of employee performance.
* Further, employee review documents serve as a method of informing employees how to

improve on the job.
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Annual Performance Evaluation

Ms, Alexis Hemandez
To:
From:

ANNUAL PERFORMANGE EVALUATION

January 10, 2016 4

Personnel Annual Review File ¢«
Samantha Wilson, District Manager

Terry White, Store Manager

This review is for the 2015 calendar year. As per the company policy, Ms. Alexis Hemandez may

choose to include additions or corrections to this review,

‘SALES

Ms, Alexis Hernandez meets weekly and monthly sales quotas in a timely manner. She surpassed her
December sales quota by almost 40%, exceeding that of the other sales consultants in our division,
Additionally, Ms. Hernandez surpassed her February sales quota by 30%, exceeding that of the other

sales consultants in our district,

‘COMMUNICATION

In attempting o create and maintain an all-around safe and secure environment for all employees, our
company values feedback from its employees. Ms. Alexis Hernandez offers managers and supervisors
innovative methods for maintaining the sales floor, Additionally, Ms, Herandez has initiated
constructive feedback to other sales consultants in order to boost sales for our division.

Print on company stationery.
Generally, employees are
evaluated avary 8 months to
0 year

Always be certain 1o keep o
flo of annual evaluations and
performance revows lor each
individual smployee

Headings should outiine the
ditferent aspacts of job dubes
and requirements

Dr. Raef Baraka

‘TIMELINESS
Ms. Hernandez always arrives on time to begin her shift, However, when Ms, Hernandez breaks for & Fomys provide soacic
lunch, she has returned late 60% of the time. On average, her lunch breaks are exceeded by 45 leedback when discussing

¢ : 7 t ‘ . weaknesses. Honesty
minutes. Although she makes up the time and exceeds her sales quotas, her tardiness impacts the ¢ chiva Tt onsiores 8

other members of the sales staff. It is vital for all of our sales consultants to be reliable. As work you ave serious about job
schedules are constructed in efforts o suit peak sales hours, sales consultants should always peromKance Smpactetion.
maintain that schedule. In making timeliness a priority, sales consultants are able to maintain their LIt is important 10 include

weekly and monthly sales quotas. In all, timeliness is a key aspect to success in our company and in information on how the

yiralre > AR employea’s behavior mpacts
individual locations throughout our organization. the organization as a whole,

as woll as the spocific
oxpeciations for improvement,

*CUSTOMER SERVICE
Being in the retail industry, we strive to provide the best customer service to our consumers. Being

A ’ i y . ‘ *You may want 10 gve more
honest, reliable, and responsible is beneficial to gain repeat consumers. Ms. Alexis Hernandez information aboul the fype of
properly illustrates the ways to interact with consumers on a day-to-day basis and provides clients with ~ perlomance you espect from
excellen support, I our regional dvision, Ms. Hemandez has received the most unsolicited positve  haps sora 3 200,
feedback. She rated a 5 out of 5 in all areas with our consumers. One consumer stated, *Alexis does
what she says she will do” Another states, “She is always helpful. | can tell she is truly invested in my
satisfaction” With these statements it is clear to see that Ms. Herandez has the necessary customer

service skills,

‘SUMMARY

Ms. Alexis Hernandez's performance is excellent. Her sales, communication, and customer service
skills are above average, She exceeds the necessary elements in being a sales consultant for our
organization.

Although having excellent marks elsewhere, Ms. Hernandez will have to initiate change in her
timeliness, Ms. Hernandez has agreed to limit her breaks 1o the allotted time of one hour, Additionally,
Ms, Hernandez is now aware that this behavior impacts not only her, but also her team members and
their sales.
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3. Recommendation Letters:

students and professionals.

something that many, if not all, of the readers of this text will need throughout their careers.

« Another type of letter that is commonplace across industries and academic disciplines is the

recommendation letter—a form of written communication used to provide a documented reference for

- A letter of recommendation is nheeded when a college/university or employer requests one, and it's

~

J
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3. Recommendation Letters:

* Your professors are asked to write many recommendation letters for current and past students. Your
careful preparation will help your professor write the best letter possible. You as a student must take
responsibility and initiative in the letter-writing process.

« Although professors will vary in their preferences, take the initiative in the letter-writing process. Next

table and Tools for Professional Excellence offer some tips. )

~

1
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Table 9.1 Ten Reasons Letters Fail

Reason Description

Poor message | The message is poorly written.

Insensitive The salutation is too impersonal. For example, avoid “Hey” or just
salutation jumping right in to the message.

Too much on

one page

People often try to fit too much on one page.

Lack of Many people forget to sign their names on letters or to include
signature their names in e-mail messages.
Spelling . o
Spelling errors harm your credibility.
errors
Grammatical N _ ) .
Grammartical mistakes harm your credibility.
CITOrS

Self-absorbed
sender

The letter is focused on the sender, leading the reader to lose
interest. Try to focus on “we” instead of “me.”

Poor font

The reader should not be exposed to numerous font styles and

choice colors.
Tone The tone is not conversational.
Lon ) .
& The paragraphs are too long, leading the reader to lose focus.
paragraphs




RECOMMENDATION LETTER

KELLY JONES

7609 Tanzanite Drive » Houston, Texas 78044 « 361.618.4900
kellyjones@gmail.com -==-ssemsmsearrrsnuncess

July 1, 2016

Natalie Contreras

HDS Life, Inc.

2727 Allen Parkway

Houston, Texas 77019

RE: Recommendation of Heather Gutierrez for Assistant Director of Communications
Dear Ms. Contreras,

It is my pleasure to recommend Ms. Heather Gutierrez, BA., for the Assistant Director of
Communications position with your organization, | worked with Ms. Gutierrez in the student-professor
capacity during her time at the University of Houston., Additionally, | supervised her work as a student
worker for the College of Liberal Arts, Associate Dean's Office.

Ms. Gutierrez has received her B.A. from the Communication Department of the University of Houston.

During the time she was receiving her B.A,, she demonstrated willingness to work hard in her studies, «

as well as in the office. In her studies, she prepared and delivered professional presentations, worked
in teams, and led group meetings in order to produce the best quality work. Ms. Gulierrez served as

the lead on a team-based project, ABC Read With Me. Under her leadership, this project exceeded its

fundraising goal by 150%.

Not only did Ms. Gutierrez maintain a 4.0 GPA in her communication studies, but she also held a

| Include contact information,

Include the position you are
recommending for,

Provide the employer with
information regarding the
candidate’s qualities and
skills that speak directly to
the job posting

] Providing specific data

on parfarmance is very
valuable

Dr. Raef Baraka

Not only did Ms. Gutierroz maintain a 4.0 GPA in her communication studies, but she also held a
part-time position as an office assistant for the College of Liberal Arts. During her time at work, she
routinely exceeded expectations, She organized events, maintained personnel files, and also created
correspondence for my office. Based on Ms. Gutierrez's advanced skill set, she was responsible for
special projects and duties not typically assigned to an office assistant.

Ms. Gutierrez has been an outstanding student and office assistant within the College of Liberal
Arts. Overall, Ms. Gutierrez has demonstrated competencies that should serve her wel in leading the
communications department of your organization as Director of Communications.

In closing, | would like to reiterata that based on my experiences with Heather Gutierrez, | would give
her the highest recommendation. If you have any questions or need additional information, you may
contact me at your convenience.

Sincerely,
Kelly 5. Jones, PhD

Associate Dean, College of Liberal Arts

—_—
valuable,

0 Asarelerence, always

highiight performances
hat are exceptional, As

a sludent, aways seek
opportunities 1o utikze and
advance your skil set,

\ Reiterate your

recommandation of the
canddate.
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4. Thank You Letters:

* In our consulting practice, we encourage professionals at all levels across industries to set a goal for using
thank you letters—written communication used to express appreciation to coworkers and clients.
« With the intensity of e-mail, text messages, and all the information professionals manage, it's easy to

forget a simple thank you. Thank you letters can be sent via e-mail (which is great for delivery speed), but

. think about how impressive it is to receive a handwritten note. )
: S Jilw ) 4. A
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4. Thank You Letters:

«  We encourage you to keep professional thank-you cards in your work area to write letters or
notes of appreciation. In addition to helping you achieve professional excellence on the job,
thank you letters can also be used as networking notes—a form of thank you letter used to

remind employers of your interview and to emphasize that you're the right person for the job.

J
@ Y
S Jilw ) 4.
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r4. Thank You Letters: 1
« In fact, employers often say that a sincere thank you letter can give a job candidate the edge
over another competing candidate. Review the next sample and set a goal to use thank you

s letters both on the job and to network for new jobs or promotions. )
~ )
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THANK YOU LETTER: ON THE JOB

HEATHER GUTIERREZ

2606 Bon Soir Drive » Houston, Texas 78044 « 361.815.4849
--- heathergutierrez@gmail.com ----=--=sremmsemenees

July 1, 2018

HDS Life, Inc.

2727 Allen Parkway

Houston, Texas 77019

Attention: Ms. Natalie Contreras

Re: Assistant Director of Communications
Dear Ms. Contreras:

| greatly appreciated the opportunity to meet with you to discuss the Assistant Diractor of
Communications position, as well as the values and history of HDS Life, Inc.

After our conversation, | am confident my skills, education, and experience are an ideal match for
this position and organization. As we discussed, | have a proven record of success with all position
requirements, My ability to prepare and deliver professional presentations is ideal for the Assistant
Director of Communications position. Additionally, my leadership and communication skills would
greatly enhance the company’s productivity and the guality of work being produced.

In all, | am eager about the prospect of jeining HDS Life, Inc. Thank you again for your time and
consideration. | hope to hear from you in the near future.

Sincerely,

Heather Gutierraz

This should be written in
formal language

Inciude the position for which
you infervienweed

Remind the inteniawer why
you are the best candidata

Thank 1h& inteniewar again,
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5. Memos:

« Memos (the word memo is short for memorandum) are another type of written
communication used in professional settings. They are typically short notes or updates

distributed in business. Memos should be reserved for communicating information that's

critically important. The memo format we recommend is provided in the next sample.

q J
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5. Memos:

« Be careful with memos in terms of frequency and topic.
*  Frequent memos will come to be expected, leaving important information ignored.

«  Employees may also respond negatively to the topics addressed and the tone of a memo.

« The four major elements of the basic memo are “date,” “to,” “from,” and “re” (regarding what topic).

. J
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5. Memos:

« Memos can also be used to communicate process directives—descriptions of new
policies/procedures and changes to those already in place.
* Process directives are distributed to the employees or departments that the directive impacts

and are filed as official documents of organizational policy.
" J
1
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PROCESS DIRECTIVE MEMO

[COMPANY LOGO]
PROCESS DIRECTIVE 126

DATE: November 16, 2016

TO: All Company ABC Employees
FROM: Yolanda Smith
RE: Company ABC Quarterly Newsletter, Process Directive 126

Objective: To communicate important information from the Executive Team to the employees
of Company ABC, as well as to the community. The primary goals of the Company ABC Quarterly
Newsletter are to

* provide a newsletter to distribute information, both internally and externally, about plant
operations and employee news in a QUARTERLY format;

* recognize employee social activities, retirements, and accomplishments;

e communicate information from the Lead Team, Gain Sharing, Safety, Employee Social
activities, etc.;

» share the Company ABC Values with employee families and community leaders;

= establish a positive impression of the business in the community and enhance the workplace
culture.

Frequency: The Company ABC Newsletter has been designed and approved to be
distributed electronically, mailed to the employees’ homes, and mailed to community leaders in a
QUARTERLY format.

Dr. Raef Baraka

Process: The Lead Team and Business Unit Managers will contribute information to Virginia Wolf to
prepare for distribution quarterly.

Newsletter Contact: Virginia Wolf wil collect information for each section of the newsletter.
Members of the Executive Team should

send information to Virginia Wolf to prepare for distribution each quarter;
pay attention to activities, such as social clubs and activities, to be included;
support internal and extenal distribution of the newsletter;

respond to calls for information to be included in the newsletter.

Directive: Company ABC provides access to the newsletler in both electronic and printed formats.
Members of the Executive Team and al Company ABC employees should support the distribution
of the newsletter to institutionalize effective communication, enhance workplace culture, and build

naoiting imnrasciane Af tha hisinase tn tha Aammiinthis
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6. Proposals and Reports:

* Proposals are used in many business and professional settings to propose products and
services to potential clients. The next sample is a short proposal that describes the major
components of a workforce communication assessment—an inventory or evaluation of the

communication practices of an organization (also known as a communication audit).
\ J
N
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6. Proposals and Reports: |

The proposal describes what the client can expect from the communication assessment.
Notice how the proposal includes an objective and description of each component of the

assessment (e.g., survey, focus groups, recommendations, project completion, project hours).
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6. Proposals and Reports:

* A review report is a written communication used to summarize research or assessment findings to inform

Mmanagers about important issues related to business (e.g., customer service, employee satisfaction, employee

morale).

 Reports are used to summarize both quantitative data (characterized by numbers, percentages, statistics, and

surveys) and qualitative data (characterized by actual words, phrases, responses to open-ended questions, and

. interviews). -
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PROPOSAL FOR SERVIGES

WORKFORCE COMMUNICATION ASSESSMENT
COMPANY ABC

Prepared By
[[INSERT NAME]

WORKFORCE COMMUMNICATION ASSESSMENT

PART I: SURVEY

OBJECTIVE: Evaluate communication preferences of Company ABC waorkforce
DESCRIPTION:

1. Survey Planning with Company ABC Leadership Team
2. Workforce Communication Survey will be designed
3. Company ABC survey will
s focus on communication effectiveness (best way to get the message cut);
¢ identify what is ineffective (communication channels that don't work);
* include areas in which the Leadership Team is interested;
s ovaluate important factors related to employees' on-the-job experience (zatisfaction,
morale, managerial support, communication expectations); and
* be reviewed and approved by Leadership Team.

4. Workforce will be surveyed
5. Information from survey will be prepared and presented to Leadership Team

PART II: FOCUS GROUPS
OBJECTIVE: Collect specific preferences about how o communicate effective messages at
Company ABC

Dr. Raef Baraka

DESCRIPTION:

1. Focus Group Planning with Company ABC Leadership Team
2. Workforce Focus Groups will be designed
3. Company ABC Focus Groups will

¢ collect specific information about employee communication needs;

» identify specific ways to communicate effective messages at Company ABC;

¢ include questions in which the Leadership Team is interested; and

» explore specific factors related to employees’ on-the-job experience (satisfaction, morale,
managerial support, communication expectations).

4. Focus Groups will be conducted
5. Information from Focus Groups will be prepared and presented to Leadership Team

PART Ill: RECOMMENDATION

Based on the information collected from the surveys and focus groups, recommendations will be
made to the Company ABC Leadership Team. Information will be provided about how Company
ABC can communicate effectively during reorganization and as it moves forward.

PROJECT COMPLETION: Early January 2017
PROJECT HOURS: Not to exceed contract
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WORKFORCE COMMUNICATION ASSESSMENT
COMPANY ABC
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[[INSERT NAME]

WORKFORCE COMMUMNICATION ASSESSMENT

PART I: SURVEY

OBJECTIVE: Evaluate communication preferences of Company ABC waorkforce
DESCRIPTION:

1. Survey Planning with Company ABC Leadership Team
2. Workforce Communication Survey will be designed
3. Company ABC survey will
s focus on communication effectiveness (best way to get the message cut);
¢ identify what is ineffective (communication channels that don't work);
* include areas in which the Leadership Team is interested;
s ovaluate important factors related to employees' on-the-job experience (zatisfaction,
morale, managerial support, communication expectations); and
* be reviewed and approved by Leadership Team.

4. Workforce will be surveyed
5. Information from survey will be prepared and presented to Leadership Team

PART II: FOCUS GROUPS
OBJECTIVE: Collect specific preferences about how o communicate effective messages at
Company ABC
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DESCRIPTION:

1. Focus Group Planning with Company ABC Leadership Team
2. Workforce Focus Groups will be designed
3. Company ABC Focus Groups will

¢ collect specific information about employee communication needs;

» identify specific ways to communicate effective messages at Company ABC;

¢ include questions in which the Leadership Team is interested; and

» explore specific factors related to employees’ on-the-job experience (satisfaction, morale,
managerial support, communication expectations).

4. Focus Groups will be conducted
5. Information from Focus Groups will be prepared and presented to Leadership Team

PART Ill: RECOMMENDATION

Based on the information collected from the surveys and focus groups, recommendations will be
made to the Company ABC Leadership Team. Information will be provided about how Company
ABC can communicate effectively during reorganization and as it moves forward.

PROJECT COMPLETION: Early January 2017
PROJECT HOURS: Not to exceed contract
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7. Planning Documents:

* Once the organization knows its strengths and weaknesses, business leaders often engage in
strategic planning—the development of a plan that emphasizes goals, initiatives, strategies,
and targets utilized to help employees strive for a shared vision and commitment to the

organization’s core values.
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STRATEGIC COMMUNICATION PLAN, INTERNAL
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8. Press Releases:

«  When an organization or business wants to make an announcement to the community, it
uses press releases—forms of written communication used to send messages and make
announcements to a variety of media organizations, including newspapers, radio, television

news, and Internet reportetrs.

1
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MIDOCEAN SAMPLE PRESS RELEASE
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For Inmediate Release: , -
@ This is a usual introduction for

] ABC: Read With Me Triples Initial Fundraising Goal most press releases.
CORPUS CHRISTI, TX JULY 1, 2016 - ABC: Read With Me spokesperson Jennifer Rodriguez 1 VRS TICRR, N
announces the final count of books the non-profit organization was able to donate to a local |
elementary school library and its students as 1,228. In attempts to raise awareness of the low
levels of literacy in the Coastal Bend, the members of the organization were excited to find they
had more than tripled their original goal of purchasing 400 books for the low-income school. The first paragraph is the mast

important, This should capture

The organization was founded by six university students attempting to “light up literacy” in the S som Misrihon

Coastal Bend. In an effort to raise awareness of the low literacy levels, the students began raising

funds to purchase books for three grade levels at a local elementary school. After a week's worth < Be concise. Do not provide

of fundraising, the students found they had exceeded their initial goal. As a result, a total of 1,116 100 VLAY AetA0S.
students, ranging from kindergarten to fourth grade, were gifted a book. Additionally, 112 books

were donated to the school's library.

In an attempt to spread awareness for low literacy rates in the Coastal Bend, ABC: Read With Me
raised funds to purchase books for a low-income elementary school. Furthermore, in continuing to aid
their efforts, the members of this organization urge individuals to “light up literacy” in your home today!

Contact Information: p

4 Include contact information
Jennifer Rodriguez for the organization

Spokesperson
ABC: Read With Me

361-815-0000
Dr. Raef Baraka
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9. E-mail:

« People working in businesses and professional organizations increasingly rely on their email systems to
communicate with colleagues and accomplish their work.

« Given how prevalent email usage is and will continue to be in business and professional communication,

we can't emphasize enough how important it is to strive for written communication and professional

excellence when using email.
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10.Proactive Media Writing:

Obviously, press releases cover topics beyond workforce layoffs, bankruptcies, and corporate
scandals. There are a number of positive things that organizations announce in press releases

(e.g., scholarship programs, donations, community events). )
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10.Proactive Media Writing:

* Industries that affect the environment and community safety (e.g., petrochemical facilities
and oil refineries) are often held to standards set by the federal government. If you work for an
organization that has the potential to harm people or the environment, it's critical to be ready

to respond to news that can put your company in a negative light.
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