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aadt Ll Learning Objectives
07 alail) Cdlaa

O Identify the steps for planning

workplace messages. Jazll A4y 4 S5l )
@ Understand how to analyze the oSy Hsgend) Jolaid S agd [
audience and tailor communication ade oLy AL )

accordingly.

[ Differentiate between
communication media and choose
the most appropriate one.

Al ) Jleasy) Jile s o Suadll O
leia i) Lial

[ Master structuring a clear,
organized, and persuasive
professional message.
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Introduction UMNIRQRQI.EA? |
Lecture .

07 ¢

O Planning a message ensures a professional  JS—&u lgaa & 8 aguy Al jll oy addl) [

delivery. PLPYEN
O Reduces time wasted during writing and (paaill 5 AN (LT agall i ) e Jlsy (O
editing.

[ Increases chances of achieving the intended < sdhaall o gl 3dat 38 4w 2y 3 O

goal. Aallagy
3 A good message always starts with a clear Aaal g ddady Ll fasi saadl a0
plan.
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Defining the Purpose of the Message UMNIRQRQI.ETAY L

Al (3 g i) yaas

07 ¢

Lecture

A Clearly define: is the message a request, (s S8 el Al Joa a8y o s [
complaint, or suggestion? €z ) 8l

O The purpose determines the tone and Slaslrall & 559 Al 1l 4ad aasy (211 U
content.

 Every paragraph should serve the main el el 3588 JS an s o s O
purpose.

A Clarity in purpose makes the message Azite Al )l Jragy cargll & = s gl
persuasive.
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Audience Analysis

256l Julas
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07

d Who is the recipient? Manager,

colleague, or client?
d What do they know about the topic?
d What is important to them?

J Adapt your message based on the

audience’s profile.
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™ Choosing the Tone and Style oniversiryli
ecture 2 “ e JVS
@ o) g dazal) LOA
07 4
] Use formal tone for executives or clients. e anll g o pmaall i daaw ) Al (O
sl

a Friendly tone suits team members and peers. .Gl dala ¢l U Audie 40 5l 4waill O

3 Tone should reflect your relationship and Ao pall A8 ae il () sy LY O

company culture.

3 Avoid overly formal language in casual Al 1) als 1) 3250 3 Al aias [
settings. Apadl
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™ Gathering and Organizing Information oniversiryli
ecture ) e .
Gla glaall ﬁhﬂj e
07 §
3 Collect accurate facts and figures before . A2USl cay Jod 2ld Y1 5 (3laall aaal O
writing.
A Avoid relying on memory alone. Aaad 3 SIAl) e AU uias [
3 Prioritize information by relevance. Lelodidi 5 Lsaa | caa il slaall iy O
Q Organized content ensures clarity and el g Al )l Jangy aadaiill (O
logic.
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Structuring the Message
s 1) JSp Jaghads
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07

M Introduction: Clearly state the purpose.

J Body: Provide supporting details in a

logical manner.

1 Conclusion: Guide the reader toward a

desired action.

A clear structure makes the message

easier to follow.

Dl Gaagl) ) el O
JS dae Al Jualiil) 2 Al ) ava (O
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Choosing the Appropriate Channel UMNIRQRQI.ETAY L

daalial) LAY L83

07 ¢

Lecture

A Should you use email, memo, or face-to- al 3 83l ¢ 5 SV Ayl aadiws Ja (O
face? ¢ L) oLl

QA The channel affects delivery speed and LYl y Jyadl de yu 8 533l O
professionalism. YR

[ Choose based on subject and audience. seaall s & s sall Aaglal 88 501 52l
A wrong channel can undermine your Al Canad 8 2k1aY Al 3 O
message.
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Stages of Message Preparation MLQ?&E& |

Al ) Aas ) Ja) e

07 ‘ ¢

Lecture

3 Planning: Define purpose and gather Ola glaall pan g Cargl) paad rlagladsl) (]
information.

[ Writing: Use clear and direct language. Bl g Aol g delua A (]

 Finalizing: Review, format, and distribute. )5y (Bl g daa ye ekl [

[ Each stage impacts the effectiveness of Al )l i dlad le jipidls o JS

the message. ALl
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Writing Stage A A2l |

aasty ;UAJA

07 g ¢

3 Consider the reader’s background and A8 y2a g (g lall s & e ) B aua (]

Lecture

knowledge.
[ Use simple, direct language. Tl g Unna sl Jaal O
[ Stay focused on the main message. (sl g pimgall e 2238 Y (O
 Maintain a professional tone throughout. A8 yiaa g daiDle 4l padnul [
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FinaIiZing Stage UNIVERSITY |
Lecture i
alaiy) dls ja
07 §
O Review text for clarity and correctness. . skl saa¥) oo Giay (aill aal, 0
O Format the message neatly and clearly. ol gy alaie JSS AL ) 356 O
A Ensure it's free from spelling and A0Sy eLbal) e la s e 2SO
grammar errors. A gl g
[ Deliver it through the appropriate ) Al sl alasiily Lee 55 0
channel.
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erure Information Gathering oniversiryli
Cila plrall xan
07 4
A Identify facts and data that support your Ay acas ol B8 Y ilaall aaa [0
message.
Q Ensure your information is accurate and A laSiegd—ady el Slaglas J—aal O
complete.
QO Ask: What does the reader need to be fa—iidl (5 )8l a3 :J—ul O
convinced?
[ Better data leads to stronger communication. 2 <l ) «la glaall 33 9 o <ol 3 LIS [
ALl
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Audience Perspective UMNIF\??pg.ETAY L

256l slala
07 §

A Put yourself in the reader’s shoes. Lol G eludy (Jas [

Lecture

A What do they want and care about? Paagr 53 Lo oy sl L

3 How can you present the information fnlio JS5 cilasheall a1 238 2 KO

effectively?

[ This guides your tone and structure. &l gina g el glul 43 5 ) ghaiall 138 (O
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Sources of Information
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QLAJM\ ilaa

07 ¢

3 Community: Public discussions and social =~ J—al sill 3 4 alall Gl Sa) 1 aaiaall (]
media. (selaiay)

[ Company documents: Reports and internal < aw s ey )l 48,40 3l5, [
records. Ads)s

A Colleagues and clients: Their insights are s, L8335 ae )bl oD wall 5 3 31 O
valuable. Aaga

A Audience: Through feedback and direct daal Hl A28l e 4wl e gaall [
interaction. B paladl y 7
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Community Input

galiaall AL,
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07

] Listen to what the market and customers

say online.
 Monitor trends and recurring feedback.

[ This gives ideas unavailable in official

sources.

J Shows your awareness and engagement.

RG]
ALl aldaa Dl calalasy) dl y (3

e Y LSS el A OMAA W) b2 s [

Agan )l joliaally

seand) Gl dlegsi s cllaial elii O
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Company Documents UMNIRQRQI.EA

:\Sﬂﬂ Lgmj

07 )

3 Review annual and financial reports and ~ A—ldlgda W ol @l o a0
memos. L3kl yall

Lecture

3 Search company archives for documented il (e 48 il Cay &)l 8 sl (O

Y 40,

data. RELPR
3 Use them to provide solid background. Ady 4818 apadil (3 6l 028 a2l [
[ Enhances credibility and message accuracy. Alla 1) 48y 5 elidlaas =5 (O
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Knowledge Management Systems UMNIRQRQI.EA

Lecture “o v .o
42 mal) 3 )a) allas
07 §
A Check if your company has a knowledge Bacld clliag eliS 5 & GlS 1Y) Law (345 (]
base. A4 yma
O These systems store valuable insights from (il ool (53— it s34 ool 2 a [0
employees. YR PEENy’
[ Speeds up your research process. Sl dlee ¢ S
3 Helps in accessing verified, organized 4383 il aglaal Jguadll o dlaelns
information. Addaiag
/ 7
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Audience Input UMNIF\??pg.ETAY

Lecture

25l CAas

07

 Don’t hesitate to ask your audience

EJJDA&JJ_@AAJ\PGJJJJ_UY D
directly.

A Clarify unclear expectations with questions. 7 - ds—al gl e Glad gl = Lag (]

Al
(d Shows transparency and care. Ll s Adlelll jelday 1aa [

el e alaie V) e Jemdl O

J Better than assuming incorrectly..

~N
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Colleagues and Clients UMNIRQRQI.EA L

s Mazl) g £ la I

07 ¢

A Tap into the experience of those around A hadlaly d g was W

Lecture

you.

3 Supervisors and clients can offer unique A (55 ) a8 e Dlaally by dall Say U

insights.

[ Use their perspective to refine your Adyy el delal a il aads W) (O
message.

3 They can help align with audience needs. seeall bl agd e dligaely O
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Clear Audience Needs
sl clalia) 7 ga g

Lecture

07

d Sometimes needs are explicitly stated.

 E.g., “What are the product specs?”

1 Respond directly without unnecessary info.

J Accuracy and relevance are key.

T aiala oo seaall yiad Ulal O

"?CM. | U'_i\s.m\jao ‘_5.& L" d\.m D
e Joal (525 50 Ala) o5 0

ALY (e pal dee Sl 5 48200 O
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et Unclear Requests UNIVERSIT
ecture . s
sl clidla (2 (gl

a 07 \
[ Not all requests are clear or specific. Baaa gl daal g clllall JS cud O
1 Avoid guessing what the person wants. ol oy ple g s Y [
[ Ask follow-up questions for clarity. aedll dilisa) Al ~ 5l O
([ Narrow down the scope through sy paadl Elal) 3Uas G O

conversation.
)

7 -22



/‘

Lecture

07

1 Ask smart, targeted questions.

1 Help the audience clarify their thoughts.

1 Use investigative listening if needed.

(] Guide them to define their real need.

Baxaa s 480 Al ki O

A5 S8 gl e AV Gl aelu O

Aalall aie Jilady aaind U

esiall Flial) GLEKY Eyaallas s O

Probing Techniques U NIR £ R SI.ET
a“"s aS\J ;1 *ia Y‘ Q‘ﬁ.ﬁi..
\
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Fulfilling Needs & Ensuring Quality UN
Cila glaal) 33 g2 g dalal) Al

07 ¢

Lecture

O Meet all information expectations. ilaglaa (pe sl and gy Lo S I 0
3 Ensure accuracy, clarity, and completeness. LIS 5 Lea g g5 Lein (e XU O

3 Ask yourself: Is this info correct, complete, damia Claslzall o2 Ja reluss Jlsl O

clear? fdaal § Al

[ The quality of info builds trust.. REA R UAE N B A PER I

7-24



Accuracy First
Y ) 4Bl

Lecture

MIDOCEA

USNEIFYV EBR S 1T Y
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d Always verify data before sharing.

 Inaccurate info may cause damage.

1 Reduces credibility and productivity.

1 Could lead to legal or safety issues.

LS Hlie Ji8 il glaall e Wla (3385 (O

)zl o yiled e 28 Uaddl O
Al ddlaad)l e Jisy O

Aiga sl 40 38 A g pnal limTyay 38 ()

~N
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Ethical Information Sharing UN
LBNAY) cila glaal) AS jLiia

07 ¢

Lecture

[ Stay honest and transparent. Laila Blad 5 Bl oS 0
1 Avoid manipulating or misrepresenting JUR I Y| N S G U R
data.
[ Uphold professional integrity. Adigall dal ) e a sl [
[ Builds long-term trust and respect. Jashll sad) e ol AWl adll s 0
Y,

7 -26
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™ Relevance and Focus UNIVERSIT
ecture Y
S Al g 4!
07 y
O Provide only what supports the message. Al (6 siaa acyy Lo Jad 38 [
3 Irrelevant info distracts or confuses the ool e 58 4 e el e Gkl O
reader.
[ Ask: Does this point help the reader decide? ¢ )all anas ddamill s3a Ja celuds Jlal O
[ Keep the message focused and concise. Bl 5338 e dlu )l J=al (O
Y,
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Choosing the Right Medium
Ailial) Alas olf LA
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07

1 A good message needs the right medium to

be effective.

1 The medium affects clarity and response

speed.

 Select based on the message’s type and

audience.

d Medium choice reflects professionalism.

O3S Apuilin Al 5 it sazall Al 0 O

Allad
A gy Adlu )l = guiay (Ao it dlinll [
LA

sl Al g oo e oLy sl
REELVRNON(

iriga (uSay ddaus ol sl [

~N

)
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07

d The wrong medium can harm understanding.

 Right choice ensures effective

communication.

[ Helps the audience respond appropriately.

J Supports your professional image.

Al agly yoai 3 LAY Al ) O

NUad Sl 8 fpead danaall Al w gl O

Why the Medium Matters U NIR = R SI.ET
fdaga dlic g1l 1A
~N

)
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; What Is a Communication Medium? U NIRE € SI.ET
St"; Fuai} Alguug (o L
\

O It’s the form you use to send your message.

O Includes face-to-face, email, letter, online

chat.

d Modern tools offer many flexible options.

1 Select based on urgency and context.

Sl Jil aeadind 3 JSall a O

el dadll (J e aluall sLal Josis O

Agalall

A ye LA i g Aaal) il oY) O

Gl g Jla=tn¥) s 33 3

)

7 -30



Lecture

s 07

1 Verbal: conversations, meetings, phone calls.

d Written: emails, memos, reports.

O Visual: slides, videos, infographics.

[ Electronic: social media, webinars, chats.

Ll celelaa) ccitidaall eas O

_J,U\ﬁﬂ\ GQ\)S.JAM c&)ﬁ.‘qﬁ‘g\ 2\-1)-\5-& H

Sl o8] (la g2 (g pe A e U

cﬂ‘jd_j “591 A';.\\ d AA‘}S ‘\_:\.1_9).\53;‘ D

GlBalaa

Media Classifications 0 NIR 2 SI.ET
ade ) Jilu g iua
~N
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Oral Media
Zéjﬁbid\ecicﬂg\<stU{9

Lecture

07

O Includes speeches, presentations, interviews.

O Good for interaction and building trust.

1 Encourages feedback and open dialogue.

1 Needs strong communication skills.

QNA\&J\ cubj)d\ cg.laij\ Jais J

:\A.\S\ c«t\-jj d.c\é.\ﬂ s D

L}ZM\}JJJJS“;L@.&JD

A8 daal 5 O e zliai [

{-32



/‘
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™ When Not to Use Oral Media UNIVERSIT
R i) Lol o) aladind iuhy ¥ i
O Avoid if interaction isn’t desired. Melis 3 3 ool Liai U

O Use written/electronic when message must  Jil—us 1l Ay Sy ol 4 giSall aasi ) (O

be fixed. R |
3 Not ideal for formal or sensitive topics. Aliall ol dpan jl pcal gall Al cand (O
O Choose based on control and documentation il 58 el dalall s y3a) [
needs.
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Written Media UNIVERSITYl
Lecture o )
4 gisal) AoV Bl g
y N
A Includes emails, reports, letters. Slbtadl) ¢ el eyl Jeds O
d Great for documentation and precision. A8l 5 (35 63l 3 Jlae
A Allows time for editing and control. Bkl daal yall U i
[ Can be slow and lacks instant feedback. (sl Jelall jaias g dlay LeaSI (]
. Y,




erture ?ros & Cons of Written Media U NIR 5 SI.ET
A 53l oY) Sl g lopds g bl
07 <
 Pros: organized, accurate, permanent R OSSN WY =S PR S N (N
record.
1 Cons: ‘el O
* delayed responses, lack of emotion. eliedlioal 4 Al .
= |deal for official, detailed communication. Aliadall 5 dpan Il Jilu )l 4dlie =
= Needs writing skills and clarity. goslly SN (28l glind
Y,
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Memos and Letters UMNIF\??pg.ETAY |

Jil 1 g <l S dall
a 07 \

Lecture

(d Memo: short internal message. Bomal Alaly Al 13 SAW (O
O Letter: formal external communication. (OB (e dial 55 Al )1 O
[ Use memos for quick updates. Ay ) Glaaill & HSAal) aadsinl

O Use letters for clients or official requests. <okl sl o3 axll Jilu )l 28wl 0

ians )

. "
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Reports and Proposals UMNIRQRQI.EA

Lecture

Gla yi8al) gy ylaSd

07

J Report: delivers info or analysis.

i gl e ghan a1 0 O

 Proposal: persuades reader to accept an . A—ra 3 -S4 (g jlall x58y 1 sl (]

idea.

[ Reports help decisions; proposals drive  ls jisall g ¢ ) yall S acas sl [
action. Jadll g a8

[ Use evidence and structure clearly. el s JSaa 5 Al aadind O

~N
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07

[ Speaking: phone or video calls for coordination.

O Writing: emails or instant messages for quick

updates.

 Visual: slides or videos for training or

presentation.

[ Choose based on reach, speed, and clarity.

Sl aill A ) il 5l @byl AN O
Ay ol

Sl e g gl g ye Ayl O
o=l

C}—*.éjhj@ )_ud\ (G EEEWEN 4‘.3 m)j‘ )_1;‘ D
Ladaill g

Electronic Media Examples U NIR £ R SI.ET
A g SN Aoy Sl Ao Alia]
~N

- 38



; Choosing the Medium — Factors U NIR =R SI.ET
0t7 5 Jisall Jal gad - Alsea gl il
~N

[ Richness: how much info and emotion it

conveys.
O Formality: how official the medium is.
O Limitations: security, length, access.

O Urgency, cost, and preferences also matter.

A ginall Aalalall 5 e sheall 3uS sal 31 O

Al gl 8 dan Hll Ax pa rdsAN
g ol Al (Jshall ¢ la¥l asaall O

LA Eol cadtl g Gkl (Jlaaiwy) O
JESWENE
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Richness, Limitations, Cost UMNIIQ(E)RC%IIEA |

M\ CJJ#‘ c;bs\l\

07 ‘ ¢

O Rich: face-to-face or multimedia ad=ia g pall ol chlelall) saiell Jila ol O

Lecture

presentations. el )

O Limitations: avoid risky or informal tools for — Js¥! 3 4l e Jilu sl caiati 1o gl (O

legal matters. Ay gilall
O Cost: balance between effectiveness and Ao 46l J8L dlad dliw g ia) Al O
expenses.
d Match the medium to the context and need. Aalall s Gl Ll & Hlial dzal O
\_ _J
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Formality, Urgency, Preferences UMNIRQRQ I.ETAY |

O Luadil) (Jlaaiul) (drac !

07 ¢

Lecture

Q Formality: letters or formal emails for official dae—u ) CS—ay) ol il i s w ) O
matters. Asaall gl gall

Q Urgency: calls or texts for immediate action. blall Jil ) o Gl allSe :dlaai Y O
FUEIAI

O Preferences: respect how the recipient likes — Alatdl Jual sill 48 jha o yial Sl (]

to communicate. dasiodd) (sal
O Personalization boosts effectiveness. Al Adlad e 2 Janaddl) [
\_ Y.
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Organizing Your Message
Lecture w . o
Sl ﬁku

07

\
O Main idea: define your key message clearly.  da—ui il Sl 03 a4 w5 <l O
Ty
O What do you want the reader to do or e lary) sl aded (5 lal e 55 AL O
believe?
O Why should they act or agree? 385 ol cuaiig ol dle W O
3 A strong core idea unifies the message LS Al Hll as g3 45 gall 3 ysall (O
Y,
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et Main Points UN|VERS.TY|
ecture [ ..
Ay ) Lol
07 4
O Break down your idea into clear, measurable .l 418 dacal g o) 3ol I i S8 228 (O
parts.
Q Use lists, steps, or categories if needed. o liial gl &l plad gl 268 axdind O
RENENY
[ Helps the reader follow logic or process. Sl ol Jualill agd e 5 lall el (O
d Keeps communication organized and ol il 8 aadaiill g 3 Al e Jadlas (O
focused.
g )




MIDOCEA|

- Evidence and Examples oniversiryli
ecture [V
aliay) g AlaY)
07 )
O Use data, studies, or real examples to Al g AN Sl bl o o) by aaail O
support your points. L) acal
3 Choose evidence that is clear and persuasive. Aaiie g daal s A yidl O
O Avoid overloading with irrelevant detail. Aagall e Jaalaill ff Ay caias (O
[ Good examples improve memory and trust. G 5 agdll a8 sall A5 O
g /
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Conclusion UNIVERSITY
Lecture e
ailall
a 07 \
O An effective message = Clear idea + Proper 4wy + 4aial 5 S8 = A lall A ) (O
medium + Audience awareness. el oo g+ dpulia
3 Review tone, structure, and purpose before  .Jbw ¥ Jo8 caagll g dill g dwaill aal ;O
sending.
[ Match the format to the context. kel 5 88 gall aa il (3l [
[ Great communication builds trust and action. Rl (e o 48w aal) Jual g3l O
Y,
.
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