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Book Summary
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(" We must ask ourselves
not what we want, but
what they want. -John H.
Johnson

All documents have one or more of
the three basic purposes of
organization writing: to inform, to
request or persuade, and to build
goodwill.

Inform, you explain something or
tell readers something.
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Request or Persuade, you want
the reader to act. Request suggests
that the action will be easy or
routine; persuade suggests that
you will have to motivate and
convince the reader to act.

Build Goodwill, you create a
good image of yourself and of your
organization-the kind of image
that makes people want to do
business with you.
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»{Costs of Poor Communication }6

Save time. Eliminate time to

rewrite badly written material.
Reduce the time taken asking,
“What did you mean?”

Make your efforts more
effective. Increases the number
of positive and prompt responses.

{Business Communication,
Management, and Success ] \{Benefits of Improving Communication. }—

Communicate your points
more clearly. Make the issues
clear, to reduce the
misunderstanding that occur when
the audience has to supply missing
or unclear information.
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Job Interviews, Follow-Up Messages, ‘
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Build goodwill. Build a positive
image of your organization and an
image of yourself as
knowledgeable, intelligent, and
capable
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Sometimes you must mention
limitations, drawbacks, or other
negative elements, but don't
dwell on them. People will
respond better to you and your
organization if you seem
confident. Expect success, not
failure. If you don't believe that
what you're writing about is a
good idea, why should they?

Asolution to a business
communication problem must
both solve the organization's
problem and meet the needs of
the writer or speaker, the
organization, and the audience.
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