MIDOCEAI

UNIVERSITY'

- 'J PRESENTATION AND

WRITING SKILLS

MGM?223

Lecture 05

Reviewing, editing, and producing
professional messages

A ia) IS8 Jib ) 1AL g sl g daa) sl




MIDOCEA|

UNIVERS]TY'

O Discuss the value of careful revision, and —aiwa gy dadall daal yall 4 (E8L O
describe the tasks involved in evaluating <lila s ar & 8 4 aial) Al gl

your first drafts and the work of other OAY) QB Jlee s AV
writers. st o ol €y 1l okl <3 O
O List techniques you can use to improve the Al 30 58 ALE (]
U readability of your messages. o Al araaill jalie j 58 O
O explain the role of major design elements in Ataaall 30 5 4,18
document readability. s 2B g o salll Bl Lpaal - 3 O
O Explain the importance of proofreading, and g all) Bl Fladl milia
give seven tips for successful proofreading.  Leile) yo cany Al Lliadll aal 48l (O
O Discuss the most important issues to AL @5 58 e

consider when distributing your messages.
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d Before getting to the design stage, though,

it's important to fine-tune the content
you’ve diligently researched, organized, and
composed. Successful communicators rec-
the difference between a rambling,
unfocused message and a lively, direct

message that gets results.
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1 The scope of revision can vary, depending

on the medium and the message. For
informal messages to internal audiences,
particularly  when using  workgroup
messaging, text messaging, or email, the
revision process is often as simple as quickly
looking over your message to correct any

mistakes before sending or posting it.
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O However, don’t fall into the common trap of <l adlill slaie ¥l zd 8 asi Y @l xe O

thinking that you don’t need to worry about 4ol aelssl gl GIHA sl ¢l
grammar, spelling, clarity, and other fundamentals — Clulul e La ye 5 &= sia ol 5 A 03Y1
of good writing when you use digital media. These .4zl kil sl aladiul aie 3aaal) 4,0
qualities can be even more important in digital = dmeal ST Cliall s3a () sS5 f oSa
media, particularly if these messages are the only  sia ¢ G1S 13 A_al e )l Tail gl
contact your audience has with you. Audiences are  <linsaa dll Jal gl Ay o JiLu )l
likely to equate the quality of your writing with the O, o s sl (&) sgan (s

- quality of your thinking. (& SE B g g SRS B g () geen]) )
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O Poor-quality messages create an impression of ¢ s lelLikail G.L.u 33 gall Ay Bl ) (O
poor-quality thinking and can cause confusion, Uil g 8L )l cand a8 ¢ Sl 53 ga
frustration, and costly delays. JAs 1 als

~

O Particularly with important messages, try to (,:.__L_,_. Jsla ddagall Jil s ala 0
arrange your work schedule so you can put your sV Ghin g Ja s Cumy dllee Jgan
first draft aside for a day or two before you s jiilec ey ()8 aegs o s
begin the revision process. Doing so will allow 5,k salall el o ‘\Lﬁ\\cm "
you to approach the material with a fresh eye. e sl calolall 5 Ly Tl A B
Then start with the “big picture,” making sure DY) i delall lilaaf gaad 235 1 )

that the documen-t accom.pllshes.your overall el all ) Jfia ciidall Llall )
goals before moving to finer points, such as '

readability, clarity, and conciseness.
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When you begin the revision process, focus sinall Jte 38 dal jall Ldee cayaic

your attention on content, organization, style. Jll lills )y (5 sine il REPARG aadaiill

To evaluate the content of your message, ask Al Al LY el s

yourself these questions:

e Is the information accurate? 438 Cilaslzall o @
¢ ) seanll Laulia Gile gadl Ja @
e Is there enough information to satisfy the  $el jall Clalial 400 488 Gl gladll Ja @

e Is the information relevant to the audience?

readers’ needs?
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® |s there a good balance between general
information (giving readers enough
background information to appreciate the
message) and specific information (giving
readers the details they need to understand
the message)?

When you are satisfied with the content of
your message, you can review its organization.
Ask yourself another set of questions:
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® Are all the points covered in the most logical
order?

eDo the most important ideas receive the
most space, and are they placed in the most
prominent positions?

e\Would the message be more convincing if it
were arranged in a different sequence?

®Are any points repeated unnecessarily?

eAre details grouped together logically, or are
some still scattered throughout the document?
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At many points in your career, you will be asked to
evaluate, edit, and sometimes revise the work of
others. Whether you’re suggesting improvements
or making the improvements yourself.

Before you dive into someone else’s work,
recognize the dual responsibility that you have.

First, unless you’ve specifically been asked to
rewrite something in your own style, keep in mind
that your job is to help the other writer succeed at
his or her task, not to impose your writing style.
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Second, make sure you understand the writer’s intent
before you begin suggesting or making changes. With
those thoughts in mind, ask yourself the following
guestions as you evaluate someone else’s writing:

v' What is the purpose of this document or
presentation?

v' Who is the target audience?
v" What information does the audience need?

v' Can the readability be improved?
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Are there any special circumstances or sensitive
issues that the writer had to consider (or should
have considered)?

Does the document provide this information in a
well-organized way?

Does the writing demonstrate the “you” attitude
toward the audience?

Is the tone of the writing appropriate for the
audience and the situation?
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v’ |s the writing clear? If not, how can it be

improved?

v" Is the writing as concise as it could be?

(i (@A (4S5 AT ) Sanal s LS o v/
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v' Does the page or screen design support the — alu )l 3L ¢ dsdiall maiaiacy Ja v/

intended message?
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Varying the length of your sentences is a creative way to dJealdcly) ag jha cllaa Jgha aneii 22y

make your messages interesting and readable. By choosing <Ll jLaly 3¢) 8l e wgda, & Sl
words and sentence structure with care, you can create a  blaill ), gl Gla eliSay gl Joall dxiy
rhythm that emphasizes important points, enlivens your J—asgs @l S Gl ul (et 35 d_agall
writing style, and makes information more appealing to  «JGall Jams e ts )l dpdla HiKT e slaall
your reader. For example, a short sentence that highlights a 5,8 4lg 4 daila 5,38 5 juadll dlaall
conclusion at the end of a substantial paragraph of evidence  Jsla 4w )l Sl O A e il

makes your key message stand out. Try for a mixture of 15 (=a) 8 adll Jaall e g 3w pladdul

sentences that are short (up to 15 words or so), medium  ¢(3ilS 25-15) 4o siall 5 (Lo )88 A IS

\_ (15-25 words), and long (more than 25 words). (4K 25 (e yiST) ALy ghall )
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Large blocks of text can be visually daunting, particularly

on-screen and even more so on small mobile devices, so
the optimum paragraph length is short to medium in
most cases. Unless you break up your thoughts
somehow, you’ll end up with lengthy paragraphs that
are guaranteed to intimidate even the most dedicated
reader. Short paragraphs, generally 100 words or fewer,
are easier to read than long ones, and they make your

writing look inviting. You can also emphasize ideas by

\ isolating them in short, forceful paragraphs.
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An effective alternative to using conventional sentences (s dlulu - A ailE 8 4 agall LSV (e 1)

is to set off important ideas in a list—a series of words, ~ Sbas - saaliall e la e o clau¥) o il
names, or other items. Lists can show the sequence of  Jwlui &) g8l e sl Jaall aladiul e Ylad
your ideas, heighten their visual impact, and increase alaial e 2y 55 ¢ ) b ili 5 3a05 (o jlsal
the likelihood that a reader will find key points. In  «2lld ) 8Lyl G ) Lalaill ) s )&l Jsa g
addition, lists help simplify complex subjects, highlight s baizall gzl sall Javuuss e a3l 5dll 2l
main points, visually break up a page or screen, ease the  ¢G_ay AaLall ol daiiall apadi s g ) Ll
skimming process for busy readers, and give readers a  ¢Cl sl o) 38l day 3l 3ol H 8l Alae Jagusi
breather. Compare these two treatments of the same (il Guialladll la Gy ) W8 Al i) agaiag

i ) il |
\_ information. Ll sladl )
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A heading is a brief title that tells readers about the

content of the section that follows. Subheadings are
subordinate to headings, indicating subsections within a
major section. Headings and subheadings serve these

important functions:

eOrganization. Headings show your reader at a glance
how the document is organized. They act as labels to
group related paragraphs and organize lengthy material

into shorter sections.

\
et e il giall Ll ) sl s sine
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e Attention. Informative, inviting, and in some
cases intriguing headings grab the reader’s
attention, make the text easier to read, and
help the reader find the parts he or she needs
to read—or skip.

e Connection. Using headings and subheadings
together helps readers see the relationship
between main ideas and subordinate ones so
that they can understand your message more
easily. Moreover, headings and subheadings
visually indicate shifts from one idea to the

\ next.
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Check to see that every sentence conveys the message you

intend and that readers can extract that meaning without

needing to read it more than once.

To ensure clarity, look closely at your paragraph organization,
sentence structure, and word choices. Can readers make
sense of the related sentences in a paragraph? Is the meaning
of each sentence easy to grasp? Is each word clear and
unambiguous (meaning it doesn’t have any risk of being
interpreted in more than one way)? for examples of the

following tips:

aaai Al Alu,ll Jaa 5 ddea JS o (e 2SS
Ba On S Lggel 8 L Alal)
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O Break up overly long sentences. If you find

yourself stuck in a long sentence, you’re
probably trying to make the sentence do
more than it reasonably can, such as
expressing two dissimilar thoughts or
peppering the reader with too many pieces of
supporting evidence at once. (Did you notice

how difficult this long sentence was to read?)

dludi sy 131 ddy ghal) Jueal) 33 O
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O Rewrite hedging sentences. Hedging means

pulling back from making an absolutely
certain, definitive statement about a topic.
Granted, sometimes you have to write may
or seems to avoid stating a judgment as a
fact. When you hedge too often or without
good reason, however, you come across as

being unsure of what you’re saying.

=iz b3l badl Jaa dAjlis aef O
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 Impose parallelism. As noted earlier, making your

writing parallel means expressing two or more
similar ideas using the same grammatical structure.
Doing so helps your audience understand that the
ideas are related, are of similar importance, and are
on the same level of generality. Parallel patterns are
also easier to read. You can impose parallelism by
repeating a pattern in words, phrases, clauses, or

entire sentences.

Jon g il LS (631680 G2 O
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O Reword long noun sequences. When multiple nouns are 1) aic Ay shll sleud) clulud 48lua 2§ O

strung together as modifiers, the resulting sentence can  4laall 3¢ )8 Cuaiay 28 (V32AS Lra slaw 320
be hard to read. See whether a single, well-chosen word ~ 3aal 5 4alS S 13 Le 235 of Jla Aasll

will do the job. If the nouns are all necessary, consider — a—ex G KAy pally 86 A Jley 5 L334

moving one or more to a modifying phrase. ) shaaly Jas 8 Ka g a slan)
Al )l
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O Clarify sentence structure. Keep the subject and

predicate of a sentence as close together as

possible. Similarly, adjectives, adverbs, and

prepositional phrases usually make the most sense
when they’re placed as close as possible to the
words they modify.

Clarify awkward references. Try to avoid vague
references such as the above mentioned, as
the aforementioned, the

mentioned above,

former, the latter, and respectively.

Jelill oyl e hil s Aleall Ay maay O

Lo sale (Jaals  lSaY) Ha8 dleall 8 sinadll
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0 Delete unnecessary words and phrases. To test .45 —&all =& & jloall g clal<l Gial O
whether a word or phrase is essential, try the s & jluall of L ISH 4 el g2 e LudY

sentence without it. If the meaning doesn’t .|diald ¢ tmall i o113 lgisaydlaall
change, leave it out.

O Replace long words and phrases. Short words <<l ALy shl) e jloall g clalsl) Jasivwl (O
and phrases are generally more vivid and easier Asay i1 4S8 La Bale 3 juadll cl jlall
to read than long ones. Al shall e Be) 58 Jel

Q Eliminate redundancies. In  some word & «lalKl Gl 5 an & L) sall iad O
combinations, the words say the same thing. For  «JUall Juw (e awss o 811 ) GlalS)
instance, “visible to the eye” is redundant <ilS )l Y dalall e i)y "epell 5"
because visible is enough without further —«arcay ¥ "Cpall" Loty ¢oraia gl e 2 e (g0
clarification; “to the eye” adds nothing. G
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O Recast It is/There are starters. If you start a

sentence with an indefinite pronoun such as it
or there, odds are the sentence could be shorter
and more active. For instance, “We believe . . .”
is a stronger opening than “It is believed that . .
” However, there are times when using it
is/there are is the simplest and most direct way

to start a sentence, so don’t be afraid to use this

construction if it works.

.udmu ji uﬁ;‘n - iJ.u g;d‘ 5 s S\ :K.G\:tm EJLC;\ D

0555 O OSas Alaall G s yall (1 "There*
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Now it’s time to put your hard work on display.

The production quality of your message—the
total effect of page or screen design, graphical
elements, typography, and so on—plays an
important role in its effectiveness. A polished,
inviting design not only makes your material
easier to read but also conveys a sense of

professionalism and importance

L) 32 s agga (ayal (Y Bl s
shdad iall aeatl YA - el
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Design affects readability in two important ways.

First, if used carefully, design elements can improve
the effectiveness of your message. In contrast, poor
design decisions, such as wusing distracting
background images behind text, pointless
animations, or tiny typefaces, act as barriers to
communication.

Second, the visual design sends a nonverbal

message to vyour readers, influencing their

perceptions of the communication before they read

a single word. Effective design helps you establish

the tone of your document and helps guide your
\_ readers through your message.
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To achieve an effective design, pay careful

attention to the following design elements:

1 Consistency. Throughout each message, be
consistent in your use of margins, typeface, type
size, spacing, color, lines, and position. Being
consistent from message to message s
beneficial as well, because it helps audiences

recognize your documents and know what to

expect.

avamaill 5 oalial s 4l (Jlnd asaai (3dail

Al
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Q Balance. Balance is an important but sometimes  ¢dags draranai il 5l 32,050l O

subjective design issue. One document may OsS a8 lha¥l o & 436 0S5 a8 Lesl
have a formal, rigid design in which the various <ia ¢ajoas cam ) asaal Claiiudl aal sl
elements are placed in a grid pattern, whereas 8 Laiy ¢ Sui Jaai 8 dalisall jualiall aua
another may have a less formal design in which s i) J81 apaai Hal st gl oS
elements flow more freely across the page—and  (Says- daiall yio ST 4 a jaliall 3835
both could be in balance. Like the tone of your 28 «elials ;1 Jiay U )l sie LaadS ()5S
language, visual balance can be too formal, just Uslie 5 dia G ) (5 maall o) sl 0 555

right, or too informal for a given message. A Alu ) 13 ey e ) (Al
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(d Restraint. Strive for simplicity. Don’t clutter
your message with too many design
elements, too many colors, or too many
decorative touches. Anything that doesn’t
support your message should be removed,
if possible.

 Detail. Pay attention to all the details that
affect readability. For instance, extremely
wide columns of text can be difficult to
read, so it may be better to split the text
into two narrower columns.

G Y Ablall ) aul | edid) b O
3 caranaill yalic e KISl
Glalll e 5K o ¢ oY) e 5K
ey Y e ol A1) oy A8 A5
=Sl ) el

55 A Jraldill apead 4l Jaalddl) O
28 (JUal Juw e 3e) 8l A ge s e
day yal) saae V) el 48 Carall e () 950
JaadV e 0S5 28 1A (aill e Al
Gl (pasae ) paill apss
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In addition to making your content mobile-
friendly using the writing tips in, you can follow
these steps to format that content for mobile
devices:

W Think in small chunks. Remember that
mobile users consume information one
screen at a time, so try to divide your
message into independent, easy-to-
consume bites. If readers have to scroll
through a dozen screens to piece together
your message, they might miss key points or

\_ just give up entirely.

5 e ae L83 gie ¢l gine Jaa ) diLaYL,
d,)jS'g_Aj\ 2\__.,1'2<\\ C_‘,\ Al (,\ A% Ll Z\JM\
4\33 a4 ,3“35‘ a‘j L'\“ &\ .\';‘ Sl .\<A.:

eddiue O S35 3 i o Jal A 88 0
e laslaall () Slatinn A ganall 3 jeaYl
Mdju\u‘zﬁdsgsu\jum
1) aedll Algan g Aliaia o) jal L) il
GLIELEN &l ydie o Janill o) yall yla
Llall e () sling 388 giany dlillu ) Loy )l
Ll ) salucin sl Apaa )

~
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O Make generous use of white space. White <ilaludll 358 48 W4l cilalucall asdind (]
space is always helpful, but it’s critical on small ~ _lc A V) Al LSt il sagia 42 )
screens because readers are trying to get the aed sl sy o) il SN 3 pall il
gist of every message as qu(ickly as possiblei N _QSA:\\_A&HL. Al JS 8 4a
Keep your paragraphs short (four to six lines P P . v e

(sl A () Ay ) () 3zl i) a8

and separate them with blank lines so the . . : :
e el d e j jla Wb Lgiy (Jiail
reader’s eyes can easily jump from one point to " - o I
alail) o Jauil) o el

the next.

O Format simply. Avoid anything that is likely to == 28 e b o) it Ay G—ud (O
get in the way of fast, easy reading, including L H L el g dmy p il 3¢ 54l
busy typefaces, complex graphics, and Bafxall Ol s )l g daad jall Lo g tadll
complicated layouts. Baxal) ilaraaill

5 =8¢
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O Consider horizontal and vertical layouts. Most 4wl i 5 42889 claraail) & jLie) & aa O

phones and tablets can automatically rotate (e 5 2L8 4 dlll 5 3 ga¥l s ol soll alana
their screen content from horizontal to vertical = —8Y! (e Lalli L GLAN (5 sina 5 g0
as the user rotates the device. A layout that (sSsa8 Sleall aadivall yoaiaie i)l
doesn’t work well with the narrow vertical sl aw s J<8& Jany ¥ M) il

perspective might be acceptable at the wider sLaiall alasi i) aie ¥ s da Goall i )l

horizontal perspective. 2o sy) &Y

SIS
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Proofreading is the quality inspection stage for
your documents, your last chance to make sure
that your document is ready to carry vyour
message—and your reputation—to the intended
audience. Even a small mistake can doom vyour
efforts, so take proofreading seriously.

To be most effective, proofreading should be a
methodical procedure in which you look for
specific problems. Here is some advice from the
pros:

e A ST 5 5 A el ia i g colilati e
- Slaaw g - Ghlla ) Jail dlatiie 44 als
e sl 3Bt AR AT ey pea 2y

Al Jasa

u\ —an A ;“.uzj\ e de :,_».45‘ (9.\3;.\5’ PN
Crn Uingin 2] 55301 380l 55,
é\\_mﬂ\ ) Lj‘ﬁ‘;\ RRAREDY dSL.Im e 4\.\3

(O yinall (e
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(d Make multiple passes. Go through the

document several times, focusing on a
different aspect each time. For instance,
look for content errors the first time and
layout errors the second time.

1 Use perceptual tricks. To keep from missing

errors that are “hiding in plain sight,” try
reading pages backward, placing your finger
under each word and reading it silently,
covering everything but the line you're
currently reading, or reading the document
aloud.

oJ_GA_’A\JQ\J-Asé_QM\&AUD
LHLJJ.\MLH\A ‘C‘)AS‘).\MH“_\“).A
caal ce il (Ul Jine e 5 e S

e.\A.;a.\j\ c\_k;\jéj\)” b‘).Aj\Lﬁng.\MM
Al 3 all A

sl Jlae) iail A ) Sha andind O
ilagall 3o 48 Jola " laall 3 jal sl
c«c;—ti J< :\_J...)::u — (Craan | g’zc«\‘)ﬁj
bel 8 o (Lilla o, 2l jla ) oLl

~
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O Focus on high-priority items. Double-check names, 13 Gisi Adlall 4360 Y1 cild paliad) Je X, O

titles, dates, addresses, and any The types of slsoslanlls za 3 a5 clauY) (s

details to look for number that could cause grief if  _ue CulS 13 A b &l s a8 (g yaf Jyalds

4

incorrect. Asaa
0 Get some distance. If possible, don’t proofread slLeii¥l ,sd aituall aal 5 Y (oSl o) St sy O
immediately after finishing the document. Let your 43l 2o a3 300 xual g (A ol ellie ga 4k

P
T e

brain wander off to new topics and then come ey L Jatic

back fresh later.
O Take your time. You’re more likely to miss things if 13 ¢lud¥) (azy clisii o a4l (e A g A3 [
you rush. RUNECLY

/
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Block out
distractions and focus as completely as
possible errors. on your proofreading. Avoid
reading large amounts of material in one
sitting and try not to proofread when you’re
tired.

J Review complex digital documents on

paper. Some people have trouble
proofreading webpages, online reports, and
other digital documents on-screen. If you
have trouble, print the materials so you can
review them on paper.

oo aai) dliad Adak, o &3S 5 e Bdla O

Gl e Gy jad <5 culinda Lﬂgi
3 gall (a3 S GlaaS Be) B iad (g salll

Cauil g azal VI Jgla s baalgdula 8
e " 2
=S bataall 4l ) At eealf =l

& Asaa GalA SV sy 4l s L@
A5 ASTY) el 5 sl Clada (3805
13) sl e o AW dd )l calasiid)
O ST a3 gall adal ¢y graa Cagal

3o e Lghnal s
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With the production finished, you’re ready to
distribute your message. As with every other aspect
of business communication, your options for
distribution multiply with every advance in
technology. In some cases, the choice is obvious:
Just click or tap the Send button in your email
program or the Publish button on your blog. In
other cases, such as when you have a 100-page
report with full-color graphics or a massive
multimedia file, you need to plan the distribution
carefully so that your message is received by
everyone who needs it. When choosing a means to
distribute messages, consider the following factors:

wﬂ.ﬂ\_uu &J}ﬂ \JMA c_x_;aﬁ cC\_"uY\ el A my
Joal 5l il g e AT il (gl e Jal) s LS
JS - Sl Aaliall &Jjﬂ\ Gl A )l cgj;ﬂ\
BINEN Y PLIE) N PRSP B A P P Pe
e 5 e i g Lo Le el
g (BT ) Sl (S Y ey el
wﬁﬁ&\&\d&d\aﬂ\ﬁuﬂcgﬁ\u‘ﬁ\;gﬁ

BJMALSL&}&JAA}‘MJLQ&LAJM}Z\MM 100

Jsay Jasial liag a5l lapladill clile adii
as A g ) die Lealing (e JS ) elilla
Al L sal & e ] b g s
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O Cost. Cost isn’t a concern for most messages, ¢Jiu,ll alana 8 A0S G 28k 325 Y Adll)
but for multiple copies of lengthy reports or (s 8axaidl Zull s 8 A 4 <5 8 130
multimedia productions, it may well be. Printing, a2niall ot ) clali) o Al glaall ) sl
binding, and delivering reports can be AalSa Leadiig ol el delida o) o<
expensive, so weigh the cost versus the benefits. 4§ slel ja (e 2SE 25 &l 48K ) L8 14]
Be sure to consider the nonverbal message you dJuw e el i Al ddadlll e Al )
send regarding cost as well. Overnight delivery —asall (i 8 & salaa 5 j8 anlid gan 38 ¢ JU)

Lecture

of a printed report could seem responsive in one (& J3k 415 (YA axy A G o )0l

situation but wasteful in another, for example. oA el
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O Convenience. Make sure your audience can sl &) sean Jsas dseun e ast dal )l O

conveniently access and use the material you send. O3S 28 (JUEWl Juu (Ao Lealaddin 5 Ll 3 Al

Lecture

For instance, sending huge files may be fine on a fast «iSe 4 i e 1aa 15l dad i il Jl )
office network, but receiving such files might be a Elawa g 38 cilalall o3a Jic 23000 (K5 ay yu
major headache for remote colleagues trying to e Leliys Gslsbay (pdll 2zl e oD 3 15S

download them over home networks. A i) i)

O Time. How soon does the message need to reach the () Jsasll Al Lealiag all sadll Le 8l
audience? Don’t waste money on overnight delivery if — 15& al 13 goud) sl e Jlal 5agd ¥ € ) seanll

the recipient won’t read a report for a week. & sl 32y il Al

5 -4F
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O Security and privacy. The convenience offered 4al il (45 sall cany da guaddl g ¥ O

by digital communication needs to be weighed  (le¥! <aslia sl )l VLAY la ji g8
against security and privacy concerns. For the ¢ulus AV Jilu 1l dnily A adll
most sensitive messages, your company will oalaiY) (e S Gl 55 A5 >l e
probably restrict both the people who can <liSa Al Jilu gl g Jolu )l 2Dl50) agiSay (Al
receive the messages and the means you can  _xsy el 1) A8Vl Leay ) 6l Lealadsi il
use to distribute them. In addition, astute <ul& yall xid e cLSIY) jisneSll gediiiue
computer users are wary of opening Ak o2

attachments these days.
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