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NI A':. Written Communication Types f
Definition ay pdl)

4 \( ' N
The Written flee ) S Jlai) i
Communication refers to the T ;5\" I e Al dﬁ
process of conveying a message AL ”{“ 0 t; .LJ" |
through the written symbols. In szsiéi?ﬁ " .L;Jj_a )
other words, any message “i o | 1:)5:3\ | ft
exchanged between two or more = e m.g e
persons that make use of written T
words is called as written
communication.
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Importance
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Official documents, memos, e-mails,
and other forms of written
communication reveal something
about you as a professional,
Important policies, requests, and
organizational procedures are
conveyed through written
communication;

Proposals, employee terminations,
media relations, and the like are
achieved with written
communication;

Written communication must be
present in order to achieve
professional excellence. To address
these important topics.
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Types of written communication 4, ¢iSal) cyLaty) £ gl
4 N ) N
_ 4l cldadll e
 Business letters . '
_ Ol gall Cilaa) yo o
* Employee reviews ij‘ aw:: .
« Recommendation letters ) o <l
* Memos A )
laill 5 cula yiaal) o
* Proposals and Reports Jﬁf 5.{5‘ e e
 Planning documents i ey .
 Digital communications )
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Business Letters 4g el cladl)

4 Y4 )
Have you ever received a letter that did il o Bk il o Gl s o
not keep your attention? What reaction o) i€ Ladie @llad 3 Lo Selalyil

do you have when your name Is €t b L hld JS

misspelled in a document?

Why Business Letters are important?

* They serve as a formal method of
communication between people.

» They provide valuable information on
business-related matters.

« They are used as a reference material
to future transactions.

 Properly written letters give a positive
Impression of a company or
individual.
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Business Letters

Written Communication Types f

Z\ﬁ Jleﬂ‘ QQM‘

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?

Why Business Letters are important?
Retailers and agents also distribute
new information to clients through

formal letters.

 Letters enhance an organization’s

Image and reputation and maintain
ethical business values.
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Employee reviews (il gal) Cilands
4 N\ )
An employee review form is a Wi b (il gall apsi 73 gad
formal document with questions Ll 5 Al e (5 ging am
and discussion points that B Al Beli and il
examines your efficiency and anili 73 e L] ISl aadi

productivity. Companies may also el e el 50l puals gl
use an employee review form to a2t () Gany 8 il

commend you on outstapdln_g B e il 23l a3l
work. Occasionally, organizations aedlal paatl

will use review forms with a team
to outline how they are
performing.
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Employee reviews Cndh gal) Cilanids
4 N )
What is the importance of Employee il gal) Cilandl dsar) L
Reviews? aedl da ) Cals gall eiali Lgd) o

* They give the employee the ac ) gl g julaall g cilad il
opportunity to better understand Jadl (<
expectations, standards and rules. e ' ]

« They give the manager an —a il “‘“‘jﬁj‘ el i ) e
opportunity to ‘get to know’ the (il JS% el gall e
employee better. da @l Cals gall riat Lgd) o

« They give the employee the a8l gall g LS L) Ad ymal
opportunity to learn what behaviors R " "
and attitudes they need to improve or S e gh "“’m
modify. Lehaaas

« They send a message to the employee Cabhsal) Al Ju i lgd) o
that you care about their performance a4y S 4 a3laly aligd Sl
as well as them as a person. R

« They can help you chart a better : . 0. :
couryse for th(gJ filjture of the employee. 0 émw o USM el

L PN als gall Jastiial Juadl jlia Y
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Employee reviews (il gal) Cilagds
r \ ( 4 Iy . .5 \
Types of forms for employee @? Aasdiual) galadl) g1 53
review Ol gal) Az ya
Scale review abilal) anss

Employers rate a list of qualities
and expectations on a numbered
scale, for example, of 1
(unsatisfactory) to 5 (exceptional).
Each item might also include a
comments section where you or
your supervisor can discuss any
details that impact the score.
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Ol gal) el
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Types of forms for employee @? Aasdiual) galadl) g1 53
review Ol gal) A2a) sa

Peer review 9\ Y ans
These employee reviews will | Heale g siai Ol gl G
likely contain many of the same AL o aall e 028 Gl sl
questions about your personal sl dilia o leuds
qualities and work habits as a bl an®i Jia Jeall Cilole
scale review.
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Employee reviews Cdlh gal) ilagds
f \ ( “ - . . o \
Types of forms for employee @? Aasdiual) galadl) g1 53
review Ol gal) A2a) sa
Self-assessment (I agidll)

With this type of review, you will
be more responsible for leading
the review conversation with your
employer. Many self-assessments
have open-ended questions about
your performance, including,
“What are my main
accomplishments for the year and
how do they line up with my
objectives?”
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Recommendation letters daa gil) Clilad
A - icat D\ A\
Sl (R

students and professionals.

A recommendation letter is designed to
testify to the skills and abilities. When
you review samples of recommendation
letters, you will notice that the basic
format is as follows:

Opening - Introduce yourself and explain

your relationship to the applicant.

Body - Give examples of the applicant's
best qualities, being as specific as
possible. Put the most important qualities
first.

Conclusion - End your recommendation
with a paragraph that includes a positive
statement about the applicant and offers
your future assistance if necessary.
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Memo <l S dall

Memos (the word memo is short for hYd as SIS USLQ‘
. LAA.\A (W]

memorandum) are another type of written o2 fe £ MEMO d) ]

communication used in professional s A5 *memorandum)

i - )| 8 daad o) 4 gl LAY

settings. They are typically short notes or “‘u:i e u::f il . ‘y‘
1stri i i ) 3 3

updates distributed in business. o= o0k (B3 Adigal

Jian (8 L) 5 oy Clipan gl 8 jpuad
Al
B_Siall drarl

Importance of Memo

« Issuing Orders and
Instructions: Through memo
superiors issue orders, instructions,
advices etc. to their subordinates.
Therefore, it is regarded as the means
of carrying orders of superiors to the
subordinates.

* Informing Any Change in
Policy: Organizations use memo to
Inform any change in policy to its
various internal parties.

YA (e rcilagdeil) g el Y1 Jlda) o
el ¥ el M aiay 3 SA
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<l S dall

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.

Importance of Memo

* Providing and Seeking Suggestions
and Recommendations: Through
memo superiors provide advice and
suggestions to their subordinates.
Again, by writing memo superiors can
seek suggestions and
recommendations on any matter from
their subordinates.
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Memo <l S dall

Memos (the word memo is short for Y4 " ALS) o JS;Q\
memorandum) are another type of written o2 fe £ MEMO q )= <)
communication used in professional s A5 *memorandum)

- . - m A TN -” - - -
settings. They are typically short notes or = L;:i “‘m h‘:-’ji‘“ ‘—"3}%‘%:
updates distributed in business. = Oe Bolke sale (A5 Avigal

|EP- YAt Caltaan i“ a
Importance of Memo e 3 L) i Ay Clian’ 5l 3 juuad

 Requesting For Help: Organizational ) m:jﬁ:
people should cooperate each other in b S -

performing their activities. For . .J‘ﬁ\‘ u-‘f— iy :~°t§fﬂ uﬂ:: .
obtaining such cooperation and help, ot o) s g sl il

: Jaa i sanlly agihiil olaf
they can write memo to each other. N d“ “Jc d . jw , Cj
* Requesting For S e T ‘!:'b , s f)‘j . \
Information: Managers need ) el S S
. . . ) D5l Zlay rclaglaal) Gulls o
information for preparing plans and A Lhall ey il
. . . . . | dlac -
taking decisions. For obtaining such i 7 ] i i_" fh':
information they generally write \ idT . L"fc _ 7 ':LJS)SS“
memos to the concerned internal S S3e L gae G555 o

parties seeking required information L dginall 2l 1al) ol oY)
\ )\ Aot e slaall Je J paall y
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Memo <l S dall

Memos (the word memo is short for hYd as SIS USLQ‘
. LAA.\A (W]

memorandum) are another type of written o2 fe £ MEMO d) ]

communication used in professional s A5 *memorandum)

i . Ul | 8 daadtuad) 4 <Al oYLty
settings. They are typically short notes or “‘u:i “" : h:-'jid u‘ﬁw . ‘y‘
updates distributed in business. = Oe Bolke sale (A5 Avigal

Importance of Memo e 3 L) i Ay Clian’ 5l 3 juuad

« Informing Decisions: Generally, O;m:jﬁ:
decisions are taken by the to ot N -rervenrs
executives. Later on,{hese afe M”.\ o cole S5 :‘f‘?bfj | &j}') )
circulated in the whole organizations. UA”“A ‘ Jhsdﬁ ol i‘"?‘,’jj |
Memo is used to carry the decisions lels) = ‘&ﬁy —S ’u”w\
to the concerned internal parties. e 'M%"d‘ : m‘@“‘ﬁ

« Using as Reference in Future: Since SR ) il S

memo Is a written document, it can be Agall L1
T 15k Jaliall B aa gaS aladill) e
preserved and used as reference in e ey o
j : Ao 980 48dh g e B Hle 3 KAl (Y
internal parties. , - 4 .
& aaS Lgaladinl 5 Lgdasa (Said
Adaiall Gl by
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Proposals

Gla yi8al)
~

fﬁroposals are used in many business and
professional settings to propose products
and services to potential clients. The
proposal describes what the client can
expect from the communication
assessment.

Components of proposals
Abstract/Summary
The abstract is the most important
component of the proposal. Spend time
developing the best possible title. If the
length is not mandated, it should be no
longer than one half to one page
maximum.

Ll (e el 6 Cila el aadis
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Proposals Cla it
4 Components of proposals el iall el ska )
Statement of Need Al ol
*  What |s_the Issue that you are ot 13l Lealla ) AT a L .
addressing and why does it matter? eco
« Why IS what you propose necessary? 8 Lo S5y s um dn s La 3Ll o
What is the void in Knowledge? id ol 8ol gl
. 48 pall A g Al
*  Who benefits? Crdiedl ya e

Why hasn't this issue been addressed
sufficiently in the past? Who else is
working in this field, what have they
done, and why isn't that enough?
Demonstrate your knowledge of the
field.

Provide convincing evidence that
what you are proposing does not
duplicate other work.

I sl 038 dallas a3 a1 13
oalaiY) aa (e bl 8 Cals
cJiaall 128 3 (5 sleny 0l G 5 ,AY)
TLAS Gllb () 6K Y 13 g ol glad 13La s
Jlaally clis jea el
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Proposals Cla it
\

4 _ Com_ppnents of proposals el iall el ska

Project Activity, Methodology and

Outcomes

) _ @M\JMAQ-\A}U&JM\LM
Why did you choose to address th?e s ,ally A1 A Aallae < gl 3L
Issue in the manner that yOl; have® 13) Sl Gl i Ja Sleing) L
Are there other approaches. If so, Falie 585 Y 1L (S a1 S
why aren't they appropriate to the il 5l
situation? e Find) 520l LS Lo o

« What are the specific activities

Tladdii,
involved? Who will do them? i
. PRYA]
Evaluation leetincian il il 7 pumgs 32n o
« Qutline clearly the methodology that - N R
. : & 5l Zlad sl
you will use to assess the projects
success.
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Reports are used to summarize
both quantitative data
(characterized by numbers,
percentages, statistics, and
surveys) and qualitative data

(characterized by actual words, AU sty - Slaall
phrases, responses to open-ended (S0laal 5 da giadll
questions, and interviews).

Y,
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Reports e i)

~ )
The importance of Reports: s W daad
Business reports are valuable e ol ool 4y jladll &) axd
and essential tools for any Dbl G dsse Y Aol
enterprise regardless of size or s b lgiclia o Laaa o
industry. They provide a means Aaall 5 olaY) Jilas g il Al
to track and analyze the (Jaal Jaws o) 48 il dalall
performance and overall health (s sall Lia 5 ceDlazll daad
of the business (e.g., customer 237 xa (il gall il gina g
service, employee satisfaction, Csalll b s cpeatll C¥laa
employee morale).while
Identifying areas for
Improvement and opportunities
for growth.
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Components of Reports
1. Title page
2. Table of contents
3. Executive summary
An executive summary is a brief
overview of a report that is
designed to give the reader a
quick preview of the report's
contents. Its purpose is to
present the key points of a
report in one place.

N

o aal) il g<a

i) gl dada 1
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Reports e i)
~ )
Components of Reports

4. Introduction ) el g<a
briefly describe the context and i) 4 1
background to the research Caaall Lalal) 5 Gleall a0 Caiag
describe the change, problem or issue 3yl dpcadl) o S g il Caua g
to be reported on Leie &Y
define the specific objectives and S8l Cpaasall o jall s calaaly) aaas
purpose of the report &3 ) Al ALl AlaY) ) 5 Lay)
indicate the overall answer to the ) ol 8 Lealasia)
problem explored in the report PRSI
5. Discussion aly pomll ey <l oo 138
This is the main body of the report and s e
It has two key purposes: Claliiuy) 7 54
to explain the conclusions Clua gl
to justify the recommendations lua gillfclaliiiuy) 6
6. Conclusion/Recommendations 2l 7
7. References
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Planning Document huadsl) Clatiea
(Planning documents are forms of o J&E o Jadasdll C'_i\ﬁ.u.c\
written communication usually e Ble A3 u_d\ 4 i<l LAty
presented with maps and other visual a5l (5 Al A0 ye Clasasai s Lail ja
designs to lay out a broader vision of AS 3l 4l anii A Sl au sl 4y
where the company is going and what At Al aasall bl yiuY)
specific strategies will be used in the Jo Al JaEteel) 8 Lgaladin
near future. felll oy e
When to do it? Lalas 5 L g8 Jalss dadatall (o jat ) 2 e
Once the organization knows its o e Y 36 Lo ja L Blle clgdnin
strengths and weaknesses, business K5 ddad poas - ol i) Jayhadl)
leaders often engage in strategic Sl i) g &l ol g calaall e
planning—the development of a plan Cals gall 32 Lisal daadiineall Calaa¥yi
that emphasizes goals, initiatives, al IV 5 48 jide dy5 ) el all e
strategies, and targets utilized to help Aabaiall Lol Al

employees strive for a shared vision
and commitment to the organization’s
core values.
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What is Digital
Communication?
Digital Communication is the
process of exchanging
Information, messages, and
Ideas using digital technologies
and platforms. It involves the
transmission and reception of
data through electronic devices
and networks. Digital
Communication enables real-
time interaction, instant
messaging, video conferencing,
and sharing of multimedia

\content across vast distances.

$ A Jlail s La
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SSEY1 5 Jiles W 5 e slaall
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Digital Communication dad 1) eLaty)

(I ntranet/Social Intranet dd3)al) e laial) ASuad)fanta)al M\\
An intranet is a private hub that can be S ald S e oo Addal) Al
accessed by any authorised users Z s peddine gl A8 e 4l Jgua sl
within a business organisation and are Gl gl a5 Ay lad A 5e JAI 2gd
considered foundational digital el 6 8 Al dud ) Juas)
communication tools in the workplace. Sty il Al Al S PREGH

U gee e zad ¢ a4l ¢ laill 5 A2
Intranets are used for improving el 2 Le Ge s gl ) J a5l
internal communication and digital dalail aladinly Aaal) ddalall ISl
collaboration, as well as easy access to cpdls sall te Jend LY (s sinall 31
resources. Modern intranets are often LAY ) e
built using content management
systems as they are easier for non-
technical staff to manage
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dad 1) eLaty)

(I ntranet/Social Intranet

Intranets enable you to easily share
company news and build an
Information-rich environment,
accessible from any location and on
any device. This makes it a great
platform for cultivating a positive
culture across a diverse workforce.
Homepage news feeds can be
personalised for each staff member
based on their team, department and/or
location to ensure the most relevant
news is placed front and centre for
them. This can also be linked to
security permissions to ensure
sensitive or confidential information is
only seen by a select group of people.

\_
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Dbl 48l Alalall Sl el s
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e s S sl e L) Jsa ) (S
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o LAY Gl ge anadd (S
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Digital Communication dad 1) eLaty)

(G roup/Business Messaging 4o ailifdae Laal) Jilw JS\\
On top of email, collaborative spaces Lo Glle ¢ 39 SV oy ) ) ddlzayl
which provide private or group i i) Ay gl cilalisdd) 1) et
messaging and chat functions are often il 55 dneleall o Fualal) Jilu )l
viewed as one of the best digital il ool Juzadl e Baa) g L jlie by 453 Al
communication tools in the workplace t Lliall Jaal) <6 8 duad )l JlasV!
keep teams working together. It’s an oy Jlad I35 L) e G Jee e
effective form of communication for Cdall g pala gall Jlaiy) JIKG]
busy employees and managers. Instant 4 6l AL ) Jaad ol gaiall
messaging makes updates on projects Aalad) cliliall 5 jliall Jsa calipaail
and general team discussion much easier IS Jend 58l
This works well when employees or Osida sall oS Ladie aaa JSG 138 Jany
team members are spread across &8 5a yae (p yiine (3 il eliac]
different geographical locations and Aalig duia ) (alalia g daliaa 48l jaa
different time zones. Files can be shared | 1| J sn o}l Sy 5 clalal) 38 Lo oSy
and conversations can be accessed if ad) a3l 13 cbislall
needed.
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Digital Communication dad 1) eLaty)
(B_|OQ§ QUJA:J\\
An internal blog on your content 30 alkas o 4dals 45 g0 (L)
management system is also a good Ll 1 1790A axy ol aldl) (5 giadll
option. This is not something your & gulin g 5Nae kv Ul (ual 1268
customers and competitors will be able A Jgall

to access.

The internal blog is a place where crala gl (a0 S oo Audaal) A5 sadl)
employees can share ideas and Sl g SV AS Lie ADA (g
experiences fast and in an informal o) oS Ay gt 44 g de
fashion. Internal blog advantages can rool Lo Al fal) 45 gaall bl e (penats
include: o & s pa Calh gl 8 jaa s G
. Broadcasting and highlighting dadaiall 8 cpre Jlas
an employee’s knowledge about a "

certain topic or area of the organisation
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(Blogs

Internal blog advantages can include:
Creating a searchable and permanent
archive of knowledge base articles,
knowledge and expertise. All the articles
uploaded and published on an internal
blog will stay there unless deleted
manually

It promotes open discussion and
collaboration among the workforce.
There are instances where some
employees will be more likely to speak
up in a virtual environment than face-to-
face

It connects all employees

It keeps the staff up-to-date on
Important information and company
updates

\_
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B Al 948 jaall 548 yeall 30c 8 YA
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(Social Media

Social media refers to online
platforms and applications that
enable users to create, share, and
engage with content in various
forms, such as text, images, and
videos. Common examples
Include Facebook, LinkedIn,
Twitter (X), Instagram, and
TikTok. These platforms facilitate
two-way communication between
Individuals, businesses, and
audiences.
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(Social Media Slaial) Jual g8 Jilu 3\

Benefits of Social Media

1. Wide Reach: Social media selaiay) Joal gl Jilu g 210 58
allows you to connect with a global Jilu g &l i sl sl J g ) 1
audience instantly. Jsean g Jual 5l elaia¥l Jaal il
2. Cost-Effective: Most platforms sl Je e
are free or require minimal investment Cliaial alaze A Cun g Alxd 2
compared to traditional communication | Ly fpe oY) aall bl f Al
tools. Apaytanl dhaﬁ\j\ <l sals 45l
3. Engagement: Enables real-time il i ) 8 Jelaill i A< jliall 3
Interaction through comments, likes, and SllacY u\sghu]\ YA
shares. LS i)
4. Targeted Communication: asat] ) gal 5 g3 1 aagiual) Jual 51l 4
Offers tools for segmenting and targetin Oy BA3ae Ad) e sany Clid Calagial
specific audience demographics. ) sean]l
5. Brand Visibility: Boosts << sl s A el Al 445, 5
awareness and credibility through el Jite ) OMA (e Gl aadll

\consistent and impactful messaging. 3 sall 5
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(Social Media Sy Jual 61l Jilu D
When to Use Social Media
. Marketing Campaigns: =iy daal gl Jilu g aaiing e
Promoting new products, services, or o) calainall ey g yll T gl S Leal)
events. Saaall Elaa¥l sl culeasl)
. Customer Engagement: Gl Hladinl Ao a1 reSlaall &I L) o
Responding to customer inquiries and (laa Sl pas g ¢ Slaxll
gathering feedback. O oLVl ) sad BlA tadiaall sl @
. Community Building: Creating el g i)
a sense of belonging among followers or il i ) 8 cliaall 4S L e
customers. Ealaay) of Aaladl LAY e e
. Sharing Real-Time Updates: Alaladl e sladdl ol 3 il
Announcing breaking news, live events, 3elill Cailla gl yds sCadagill o
or urgent information. Clainall (pad yall ae daal sl
. Recruitment: Posting job
openings and engaging with potential
candidates.
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Email

What is 1t?

Email is a widely used electronic
communication tool that allows
Individuals and organizations to
send text-based messages,
attachments, and multimedia
content. Emails are ideal for
formal, direct, and documentable
communication.
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: )
" Email 9 AT & )
Benefits of Email .. .
1. Professionalism: Ensures a s AN 200) 22

a5 delaic dagl (et 148 ) 1
Al & sa UGS Mo a5 15l 2

structured and formal tone suitable for
business communication.

2. Documentation: Provides a il s
written record for future reference. : . -

en record for futu 5 e il Jica 5 i padll 3
3. Privacy: Delivers messages 3 gl psalioad) Y
directly to the intended recipient(s). Je ccildl i |t g L 4
4. Attachments: Supports sending gl 5 e J:M?c )'J }J&;ﬂ‘
files, such as reports, presentations, and ' S EETT OEI 2
- POrs. P L) Jymm g (S 1 o ) Sl 5

ges. - : JeaiV Cpaay Lea ¢Badntia 3 jeal e
5. Accessibility: Accessible on

aiuaall

multiple devices, ensuring constant
connectivity.
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(Email ATy o J,d\\
Organizing the Structure of an Email (9 ASY) 2l Ay sl
1. Subject Line: ¢ s sall sl 1
Clear, concise, and reflective of the Mol e Sy s dases gl
email’s purpose. (s sy

0 Example: “Quarterly Project
Update — Q4 2024”.
2. Greeting:

Use appropriate salutations (e.g., Dear
[Recipient Name] or Hi [Team]).

3. Opening Line: ([
State the purpose of the email Y a3
Immediately. e S ASY) a7 ea
0 Example: “I’m reaching out to sl
provide an update on...”. Caant 2l dlae Jual " 2 Jlie-
J

\_

- sl ay g s pdall Cpaad™ s Jlie-
".2024 ple e &IV @)l

Aadll 2

o o) dnaial) il aadiul-
s e sl [abissall ansl] (5330 «Jliall

N Jaal 5l 1 il
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(Email

Organizing the Structure of an Email
4, Body:

Use paragraphs or bullet points for
readability.

Start with the most important information.
Keep the content concise and focused.

5. Call to Action:

Clearly outline next steps or required actions
0 Example: “Please review the
attached report and share your feedback by
[date].”.

6. Closing:

Add a polite closing remark (e.g., “Looking
forward to your response.”).

7. Signature:

Include your name, title, and contact
information.
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 Message structure, Y o L.u\
Excellent written communication . R
begins with  Shieell S dusl 5l s

cc..a' lgale (a e o
» Aclear general purpose, N Jif \uéf'
- R [ )
A clear specific purpose or i ,ué,f'
c‘\.&.s.a\j

thesis
’ - - . ‘ Y o
« And clear organization. ol g aalati g

Begin by asking yourself, - ,
] . ‘ N . LA"
“What is the purpose of this Jelll 128 G o2 \“ﬁ <

i ication? R
written communlcatlon. S0a e slao ol Ja
Am | presenting new

. . ¢ o

information? e

A e ¢llal Ja
m | clarifying® il Ja

Am | requesting?
\Am | nersuading?”’ A J
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 Message Clarity, Y Al df » o )

To maximize message clarity, you must o e = J{icff":’
evaluate your audience and avoid bl g 525 00 08 e G

-- iad g dl ) sean anl chle g
generalities. s sl
As with all forms of communication, e seod

excellence in written communication
requires you to

1. Evaluate your audience.

Ask yourself, “Who will read this ) .
written document?”” In many cases, you osgar ot L1
will have both a primary audience—the
person or persons the message is

(Juai¥) JISi] pan ae Jlall s LS
Slia llathy L ¢i<al) Juady) ‘éﬁ)...mﬁ\ o

385 ol oda 1 jiw " cctluads JL

addressed to—and a secondary O : a\ﬂ%\ e 8 & R
audience—other readers who may need ?‘ ol Te L‘"\.”@'A'A “ﬂd
or use this information. Keep all readers | - f“J Pall ey UMM o= -2
in mind as you draft your message. Ooabting B al el 2 - (5 ) s s

o PRPPREGIT ji LL\\.AJL,J\ XY ‘_A‘
delia ol jlie¥) el il pues

\_ AL il
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/" Message Clarity, Y s o A
To maximize message clarity, you must A ) s “ J{inj“f
evaluate your audience and avoid ‘ Jj. C}*:j oe 0= cs*zh Gl
generalities. CH g &) g ana ut—b—;
As with all forms of communication, e gend

excellence in written communication

requires you to (Juai¥) JISE aaen g Jall oo LS

Slia llathy O ¢i<all JMY\‘;A yail) o)l8

2. Consider details .
JLisY) (2 Jaaldll) a2

Such as the reader’s place in the L
organization (supervisor, employee, i”J\“‘S‘) Aabiiall A csalﬂ“ Mi;dwz
customer), his or her level of tﬁM)*:@csj::J ‘.(“JM . “ )73\
understanding (both educational level s o(dlae Jlaa (B8l 5 oaslal

and experience in your industry), and e g s bl g s sl “Mf

the amount of interest in and A9

involvement with the topic at hand.

\_ A Y,
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/" Message Clarity, Y s o A
To maximize message clarity, you must A ) s “ J{inj“f
evaluate your audience and avoid ‘ Jj. C}*:j oe 0= cs*zh Gl
generalities. CH g &) g ana ut—b—;
As with all forms of communication, e gend

excellence in written communication

requires you to (Juai¥) JISE aaen g Jall oo LS

Slia llathy O ¢i<all JMY\‘;A yail) o)l8

3. Using specific language .
93P Juag Samwa\mu\ 3

As opposed to general language.

General language is usually Adall 2l Spati Aslal) 22l e o
characterized as vague statements that R j‘*"‘t‘ f-“g‘*‘ o= °J}+‘ L@f‘-ﬂ MLf
can easily be misunderstood, whereas O Os> ﬁ“dﬁé-“’{ GL‘A JSi W
specific language makes precise A58 Gl LS paff Baaaal) 250l

references.
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Message Presentation, Al e

In addition to considering
message structure and message
clarity, you must consider
message presentation. Unlike
spoken communication, there is a
lasting visual element to your
written communication. Message
presentation refers to that visual
component.

Al s sle) e ) A6y
slel e chle g dlea pia g
oo =8 Al e
_palc Sl céM\ Jual gl
Sl dllal 55 A aila (A s
18 Al e das
iyl ymial




D’L'P?ﬁ%‘?ﬁ':. Written Communication Excellence f S Jdaal 5l (8 Sl

The elements _paliall

 Message Presentation, Y o

- Adlas o) (i
Carelessly written e mﬂ‘\ Ji Cgf'\
communication will send the e

| Calh ga bl Laatie Alu y Jus 5
message that you are a careless S JS );;
employee or leader. '

« With spelling and grammar
check,

Y Gl ) ALyl .

. ‘Lﬁ)ﬂ\)

As well as good old-fashioned o salll gaxll ) eyl .
proofreading, ) il 6\,\';31\

. Mllsls_pelllngs (mistakes in b slaal) 20yl sllaad)
spelling), (Aol

* |n addition, grammar errors

4 il gUad) ) ddlaYL o
(sentence fragments, 2al ¢ e 2=

) : P e\.ﬁiﬁ.\n\ﬂj ¢ Jaall \.J\.L.CA)
mapprop_rlate use of | Los ¢ Al Ciledlal Canlial
punctuation, and the like). an
\ A (A
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Ghere are many different written Y S Lt g e ) Gllia
communication channels in business. “‘@5 s e Y1 Jlae ‘; sl
However, no matter the channel, the Al )l (s gina o sl u:_ )LA\ "
content .Of the.messag-e sent is either e K ades o oDhalae L) ALyl
transactional, instructional or
informational.
Transactional written communication Dbl sl Lty
A transactional message is sent to get J 1 i elall Z\JL:)S\ Jl ) s
results. It can be a quick clarification, a PORWRER ;3 0SS o o il ‘;:_
request for a meeting, or asking for a "q;gj\“ fosa Gl &L::my RO
favor. The whole point is to get a L3l e 3 ‘;:. J S"ﬁ Lj_q\ﬁ\
response from the person the message L) el eed) Al )1 Ol ) 5 s
was sent to, or from the person with uu Ll Jocadl :\_d c;ﬁl‘
the best information. S
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Three types of message communication Jal sl Jiley (e £ o) &
: : )
Ghere are many different written Y LS JLaiY) il g e ) Gllia
communication channels in business. “‘@5 s e Y1 Jlae ‘; sl
However, no matter the channel, the Al )l (s gina o sl u:_ )LA\ "
content .Of the.messag-e sent is either e K adles o eDlae L) AL ol
transactional, instructional or
informational.
Informational written communication ila glaall iS)) Sty
!nformatlonal written c?mmunlcatlon KR D i Sl JLAY\ SRS
includes the sender delivering a ks il allal Al oty (s yall
message for the receiver’s benefit. STl e Jif g ": o oY
Since this is less dependent on the Al 5\“@3 S35 3 ;J‘ ;\;\A 2a g
receiver, there is no response needed. Tale) ) iy qu).ms ‘q;&; | Al
If the receiver has questions or ‘ ;_",mL;A\ “du\j\ ) Aalaall
concerns, that would bring the ) ‘
conversation back to transactional
communication.

\_ A Y,
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Three types of message communication Jal sl Jiley (e £ o) &
. . )

Ghere are many different written Y LS JLaiY) il g e ) Gllia
communication channels in business. “‘@5 s e Y1 Jlae ‘; sl
However, no matter the channel, the Al )l (s gina o sl u:_ )LA\ "
content .Of the.messag-e sent is either e K adles K eDlae L) AL ol
transactional, instructional or
informational. dagun 5l Alish) ey
Instructional written communication URE ;:E\':\_uuﬁ\"ayuy\ i
Ir?structior)al wri’Ften -communicatio.n' e u&L 13 3o0ne dage bk Cleaa 58
gives receivers directions for a specific 0585 o gl b el ya) 3 i)
task. If the receiver is required to take Y 5 pgill dlgus 4l dsuj\ i

action, it is important to make these di oy La ok alRiY) jans oy

messages detailed and easy to 813 sl g s sall e 5 AY)
understand. Certain people may not q;@‘j Gl s s em ) panad
know as much as others on the topic at I o saliag %_u Je ) s “

hand, so including the basics is always B2 4iulss 1) s placimy 365 4% e
necessary. The goal is to educate the - ‘ i

audience about something they need to
know and might have to apply later on.
A J
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