

Writing Business Messages 

Common Problems in Organizing Messages
· Taking too long to get to the point
	Make the subject and purpose clear
· Including irrelevant material
	Include only information that is related to the purpose.
· Getting ideas mixed up
	Group ideas in a logical, linear way.
· Leaving out necessary information
	Include all the necessary information.
Why Good Organization Is Important
· Misinterpreted messages lead to wasted time, poor decision-making, and damaged relationships.
· Benefits of well-organized messages:
· Saves your audience’s time
· Helps audience understand  your message
· Helps your audience accept  the message
Organization: Define the Main Idea
· Brainstorming
· Storyteller’s tour
· Random list
· FCR worksheet
· Journalistic approach
· Question and answer chain
Organization: Limit the Scope
· The scope must match your main idea.
· Test idea against time, space, and length restrictions.
· The context will determine length.
· Stick to three or four major points.
· Amount of detail will depend on length of message
Organization:  Group Your Points
· Group details in the most logical way.
· Visualize how all points fit together.
· Construct an outline.
· Start with the main idea.
· State the major points.
· Illustrate with evidence.
Two Common Outline Forms
Alphanumeric 
I.	First major point
	A.	First subpoint 
	B.	Second subpoint 
		1.	Evidence
		2.	Evidence
II.	Second major point
	A.	First subpoint 
	B.	Second subpoint 
Decimal 
1.0	First major point
	1.1	First subpoint 
	1.2	Second subpoint 
			1.2.1	Evidence
			1.2.2	Evidence
2.0	Second major point
	2.1	First subpoint 
	2.2	Second subpoint 
Organizing: Direct or Indirect Approach
Direct approach 
· The main idea comes first. (Deductive)
· Use it when your audience will accept, feel neutral about, or be pleased with your message.
Indirect approach 
· Inductive approach is when evidence comes first and main idea comes later.
· Use it when your audience will be displeased or will not be likely to accept your message.
Direct (Deductive) Organizational Plan
Direct-Request Plan
1. Main idea
a. Request, main statement, assertion, recommendation, question
b. Reasons, if desirable
2. Explanation
a. All necessary and desirable details and data
b. Numbered questions, if helpful
c. Easy reading devices
3. Courteous close, with motivation to action
a. Clear statement of action desired (CSAD)
b. Easy action, dated when desirable (EA)
c. Appreciation and goodwill
Indirect (Inductive) Organizational Plan
Bad-News Plan
1. Buffer (pleasant or neutral statements, reader-oriented) 
2. Explanation
a. Necessary data, tactfully stated
b. Pertinent favorable, then unfavorable acts
c. Reader benefit reasons
3. Decision (implied or expressed) along with offer of additional help or suggestions
4. Positive, friendly close
a. Appreciation
b. Invitation to further action desired
c. Easy action, dated when desirable (EA)
d. Offer of further help, reader benefit (RB)
Routine, Good-News, and Goodwill Messages
· Opening – States main idea directly
· Body – Provides necessary details
· Close – Uses a cordial tone that emphasizes good news or states a desired action
Bad-News Messages
· Use the indirect approach to  soften a blow.
· Take a little extra care with wording, tone, timing, and style.
· Open with a neutral point  or explanation.
· Put negative information after the explanation.
· Close on a positive note.
Persuasive Messages
· Indirect approach is used when your  audience resists the message.
· You must capture your audience’s attention before you can persuade them.
· The opening tells the reader of possible  benefits.  
· The body builds interest in the subject, creates a desire to comply, and introduces the main idea.
· The cordial closing requests action.

-----------------------------------Best of Luck---------------------------------------------------
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