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Chapter 1

Effective Business Communication
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Getting Started

INTRODUCTORY EXERCISES
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1.1 Why Is It Important to Communicate Well?

LEARNING OBJECTIVES
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Communication Influences Your Thinking about Yourself and
Others
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Communication Influences How You Learn
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Figure 1.1

Effective communication skills
are assets that will get you there.
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1.2 What Is Communication?
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Figure 1.2

Context is all about what people
expect from each other.
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Figure 1.3Transactional Model of Communication
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Figure 1.4Constructivist Model of Communication
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1.3 Communication in Context
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1.4 Your Responsibilities as a Communicator

LEARNING OBJECTIVE
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The Prepared Communicator Is Concise and Punctual
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Figure 1.5

Good business communication
does not waste words or time.
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Communicator Is Ethical
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The Ethical Communicator Is Egalitarian
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The Ethical Communicator Is Respectful
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The Ethical Communicator Is Trustworthy
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The ÒGolden RuleÓ
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Chapter 2

Delivering Your Message
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2.1 What Is Language?
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C<KKT�JM�><M@AM@@��OJ?<T�DO�M@A@MN�OJ�CJHJN@SP<GDOT��2C@�?D>ODJI<MT�@IOMT�AJM�OC@
H@<IDIB�JA�<�RJM?�>C<IB@N�=@><PN@�R@�>C<IB@�CJR��RC@I��<I?�RCT�R@�PN@�OC@
RJM?��IJO�OC@�JOC@M�R<T�<MJPI?��"J�TJP�FIJR�@Q@MT�RJM?�DI�OC@�?D>ODJI<MT��"J@N
<ITJI@��#Q@I�DA�NJH@JI@�?D?��OC@M@�<M@�H<IT�KJNND=G@�H@<IDIBN�JA�OC@�RJM?N�R@
@S>C<IB@��<I?�OC@N@�HPGODKG@�H@<IDIBN�><I�G@<?�OJ�HDN>JHHPID><ODJI�

 PNDI@NN�>JHHPID><ODJI�Q@O@M<IN�JAO@I�O@GG�OC@�NOJMT�JA�<�>JHK<IT�OC<O�M@>@DQ@?�<I
JM?@M�JA�H<>CDI@�K<MON�AMJH�<�I@R�Q@I?JM��5C@I�OC@T�JK@I@?�OC@�NCDKH@IO��OC@T
AJPI?�OC<O�DO�>JIO<DI@?�<�NH<GG�KG<NOD>�=<B�DIOJ�RCD>C�OC@�Q@I?JM�C<?�KPO�N@Q@M<G�JA
OC@�K<MON��5C@I�<NF@?�RC<O�OC@�=<B�R<N�AJM��OC@�Q@I?JM�@SKG<DI@?��c7JPM�>JIOM<>O
NO<O@?�<�OCJPN<I?�PIDON��RDOC�H<SDHPH���K@M>@IO�?@A@>ODQ@��5@�KMJ?P>@?�OC@
?@A@>ODQ@�PIDON�<I?�KPO�OC@H�DI�OC@�=<B�AJM�TJP�d�'A�TJP�R@M@�OC@�JI@�M@<?DIB�OC<O
>JIOM<>O��RC<O�RJPG?�c?@A@>ODQ@d�H@<I�OJ�TJP��5@�H<T�PN@�<�RJM?�DIO@I?DIB�OJ
>JHHPID><O@�JI@�D?@<�JIGT�OJ�C<Q@�<�>JRJMF@M�HDNN�JPM�H@<IDIB�@IODM@GT�

1JH@ODH@N�R@�R<IO�JPM�H@<IDIB�OJ�=@�>MTNO<G�>G@<M��<I?�<O�JOC@M�ODH@N��G@NN�NJ��5@
H<T�@Q@I�R<IO�OJ�KM@N@IO�<I�D?@<�AMJH�<�NK@>DAD>�K@MNK@>ODQ@��JI@�OC<O�NCJRN�JPM
>JHK<IT�JM�=PNDI@NN�DI�<�KJNDODQ@�GDBCO��2CDN�H<T�M@AG@>O�JPM�DIO@IODJI<G
H<IDKPG<ODJI�JA�G<IBP<B@�OJ�DIAGP@I>@�H@<IDIB��<N�DI�>CJJNDIB�OJ�?@N>MD=@�<�><M�<N
cKM@JRI@?d�JM�<I�DIQ@NOH@IO�<N�<�cPIDLP@�Q<GP@�KMJKJNDODJI�d�5@�H<T�<GNJ
DIAGP@I>@�JOC@MfN�PI?@MNO<I?DIB�JA�JPM�RJM?N�DI�PIDIO@IODJI<G�R<TN��AMJH�A<DGDIB�OJ
<IOD>DK<O@�OC@DM�M@NKJIN@��OJ�DBIJMDIB�OC@�KJNND=G@�DHK<>O�JA�JPM�RJM?�>CJD>@�

*<IBP<B@N�<M@�GDQDIB�@S>C<IB@�NTNO@HN�JA�H@<IDIB��<I?�<M@�=JPI?�=T�>JIO@SO��'A
TJP�<M@�<NNDBI@?�OJ�<�O@<H�OC<O�>JJM?DI<O@N�RDOC�NPKKGD@MN�AMJH�1C<IBC<D��!CDI<�
<I?�<�N<G@N�NO<AA�DI�4<I>JPQ@M��TJP�H<T�@I>JPIO@M�O@MHN�AMJH�=JOC�BMJPKN�OC<O
DIAGP@I>@�TJPM�O@<H�

�N�GJIB�<N�OC@M@�C<Q@�=@@I�G<IBP<B@N�<I?�DIO@M<>ODJIN�=@OR@@I�OC@�K@JKG@�RCJ
NK@<F�OC@H��G<IBP<B@N�C<Q@�=JMMJR@?�RJM?N�	JM��HJM@�<>>PM<O@GT��<?JKO@?bAJM
OC@T�N@G?JH�BDQ@�OC@H�=<>F
��2CDIF�JA�OC@�RJM?N�c=JJH@M<IB�d�cGDHJPNDI@�d�JM
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cKTE<H<�d�?J�TJP�FIJR�RCD>C�G<IBP<B@N�OC@T�>JH@�AMJH��"D?�TJP�FIJR�OC<O
c<GB@=M<d�>JH@N�AMJH�OC@��M<=D>�RJM?�c<GE<=M�d�H@<IDIB�cM@NOJM<ODJId�

"J@N�OC@�RJM?�cHJ>Jd�H<F@�N@IN@�OJ�TJP��'O�H<T�IJO��=PO�K@MC<KN�TJP�M@>JBIDU@�DO
<N�OC@�I<H@�>CJN@I�=T�,DNN<I�AJM�JI@�JA�DON�><MN��c+J>Jd�H<F@N�N@IN@�OJ�=JOC
(<K<I@N@�<I?�1K<IDNC�NK@<F@MN��=PO�RDOC�LPDO@�?DAA@M@IO�H@<IDIBN��2C@�G@OO@MN�>JH@
OJB@OC@M�OJ�AJMH�<I�<M=DOM<MT�RJM?�OC<O�M@A@MN�OJ�OC@�OCJPBCO�JM�D?@<�JA�OC@�OCDIB�DI
OC@semantic triangle � 	N@@$DBPM@����
�

Figure 2.1Semantic Triangle

Source: Adapted from Odgen, C., & Richards, I. (1932).The meaning of meaning: A study of the influence of language
upon thought and of the science of symbolism. New York, NY: Harcourt Brace & World.

2CDN�OMD<IBG@�DGGPNOM<O@N�CJR�OC@�RJM?�	RCD>C�DN�M@<GGT�IJOCDIB�HJM@�OC<I�<
>JH=DI<ODJI�JA�AJPM�G@OO@MN
�M@A@MN�OJ�OC@�OCJPBCO��RCD>C�OC@I�M@A@MN�OJ�OC@�OCDIB
DON@GA��5CJ�?@>D?@N�RC<O�cHJ>Jd�H@<IN��2J�OC@�(<K<I@N@��DO�H<T�H@<I�c>JJG
?@NDBI�d�JM�@Q@I�c=@NO�AMD@I?�d�<I?�H<T�=@�<I�<KO�I<H@�AJM�<�NH<GG��>PO@�><M��=PO�OJ
<�1K<IDNC�NK@<F@M��DO�H@<IN�c=JJB@Md�JM�cNIJOdbIJO�<�Q@MT�<KK@<GDIB�I<H@�AJM�<
><M�

�� 2CM@@K<MO�HJ?@G�DI�RCD>C�<
NTH=JG�M@A@MN�OJ�<�OCJPBCO�
RCD>C�DI�OPMI�M@A@MN�OJ�OC@
OCDIB�DO�NTH=JGDU@N�
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#<>C�G@OO@M�NO<I?N�AJM�<�NJPI?��<I?�RC@I�OC@T�>JH@�OJB@OC@M�DI�<�NK@>DAD>�R<T��OC@
NJPI?N�OC@T�M@KM@N@IO�RC@I�NKJF@I�@SKM@NN�OC@�cRJM?d�OC<O�NTH=JGDU@N�OC@
@Q@IO�+>*@<I��1��	����
� The basics of speech communication�� JNOJI��+����GGTI��
 <>JI� $JM�JPM�?DN>PNNDJI��OC@�F@T�RJM?�R@�I@@?�OJ�<??M@NN�DN�cNTH=JGDU@N�d�2C@
RJM?�NO<I?N�DI�AJM�OC@�<>OP<G�@Q@IO��=PO�DN�IJO�OC@�OCDIB�DON@GA��2C@�H@<IDIB�R@
<NNJ>D<O@�RDOC�DO�H<T�IJO�=@�RC<O�R@�DIO@I?@?��$JM�@S<HKG@��RC@I�&JI?<�R<N
>JIO@HKG<ODIB�OC@�DIOMJ?P>ODJI�JA�OC@�&JI?<�$DO��<IJOC@M�NH<GG�><M��OC@T
>JIND?@M@?�OC@�I<H@�c$DOO<d�AJM�PN@�DI�#PMJK@���N�OC@�NOJMT�BJ@N��OC@�1R@?DNC
"DQDNDJI�-AAD>@�JA�&JI?<�@SKG<DI@?�OC<O�cADOO<d�DI�1R@?DNC�DN�<�?@MJB<OJMT�O@MH�AJM
A@H<G@�M@KMJ?P>ODQ@�JMB<I��2C@�I<H@�R<N�KMJHKOGT�>C<IB@?�OJ�c(<UU�d

2C@�H@<IDIB��<>>JM?DIB�OJ�&<T<F<R<�&<T<F<R<��1��'��	����
� Language in thought and
action��-MG<I?J��$*��&<M>JPMO� M<>@�(JQ<IJQD>C�DN�RDOCDI�PN��<I?�OC@�RJM?�N@MQ@N�<N
<�GDIF�OJ�H@<IDIB��5C<O�RDGG�TJPM�RJM?N�M@KM@N@IO�OJ�OC@�GDNO@I@M��5DGG�TJPM�PN@�JA�<
KMJA@NNDJI<G�O@MH�@IC<I>@�TJPM�>M@?D=DGDOT�<I?�=@�HJM@�KM@>DN@�RDOC�<
FIJRG@?B@<=G@�<P?D@I>@��JM�RDGG�TJP�>JIAPN@�OC@H�

KEY TAKEAWAY

*<IBP<B@�DN�<�NTNO@H�JA�RJM?N�PN@?�<N�NTH=JGN�OJ�>JIQ@T�D?@<N��<I?�DO�C<N
MPG@N�JA�NTIO<S��N@H<IOD>N��<I?�>JIO@SO��5JM?N�C<Q@�H@<IDIB�JIGT�RC@I
DIO@MKM@O@?�=T�OC@�M@>@DQ@M�JA�OC@�H@NN<B@�
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EXERCISES

�� 3NDIB�<�?D>ODJI<MT�OC<O�BDQ@N�RJM?�JMDBDIN��NP>C�<N�OC@Canadian Oxford
Dictionary��ADI?�<O�G@<NO�O@I�#IBGDNC�RJM?N�=JMMJR@?�AMJH�JOC@M
G<IBP<B@N��1C<M@�TJPM�ADI?DIBN�RDOC�TJPM�>G<NNH<O@N�

�� 4DNDO�N@Q@M<G�#IBGDNCG<IBP<B@�5@=�NDO@N�AMJH�?DAA@M@IO�>JPIOMD@NbAJM
@S<HKG@���PNOM<GD<��!<I<?<��<I?�OC@�3IDO@?�1O<O@N��5C<O�?DAA@M@I>@N�DI
NK@GGDIB�<I?�RJM?�PN<B@�?J�TJP�ADI?��"DN>PNN�TJPM�M@NPGON�RDOC�TJPM
>G<NNH<O@N�

�� $MJH�TJPM�QD@RKJDIO��CJR�?J�TJP�OCDIF�OCJPBCO�DIAGP@I>@N�OC@�PN@�JA
G<IBP<B@��5MDO@�<�JI@�OJ�ORJK<B@�@SKG<I<ODJI�

�� 5C<O�DN�H@<IO�=TconditionedDI�OCDN�NO<O@H@IO��c.@JKG@�DI�5@NO@MI
>PGOPM@N�?J�IJO�M@<GDU@�OC@�@SO@IO�OJ�RCD>C�OC@DM�M<>D<G�<OODOP?@N�C<Q@
=@@I�>JI?DODJI@?�NDI>@�@<MGT�>CDG?CJJ?�=T�OC@�KJR@M�JA�RJM?N�OJ
@IIJ=G@�JM�>JI?@HI��<PBH@IO�JM�?@OM<>O��BGJMDAT�JM�?@H@<I�d+JJM@��0�
	����
� Racism in the English language�� JNOJI��+����GGTI��� <>JI� "DN>PNN
TJPM�OCJPBCON�RDOC�<�>G<NNH<O@�

�� 2M<ING<ODJIN�BJI@�RMJIB�><I�O@<>C�PN�HP>C�<=JPO�RJM?N�<I?�H@<IDIB�
!<I�TJP�OCDIF�JA�<�RJM?�JM�KCM<N@�OC<O�EPNO�?J@NIfO�NJPI?�MDBCO�RC@I�DO
R<N�OM<ING<O@?�AMJH�#IBGDNC�DIOJ�<IJOC@M�G<IBP<B@��JM�QD>@�Q@MN<��1C<M@
DO�RDOC�OC@�>G<NN�<I?�?DN>PNN�RC<O�<�=@OO@M�OM<ING<ODJI�RJPG?�=@�
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2.2 Messages

LEARNING OBJECTIVES

�� "@N>MD=@�OCM@@�?DAA@M@IO�OTK@N�JA�H@NN<B@N�<I?�OC@DM�API>ODJIN�
�� "@N>MD=@�ADQ@�?DAA@M@IO�K<MON�JA�<�H@NN<B@�<I?�OC@DM�API>ODJIN�

 @AJM@�R@�@SKGJM@�OC@�KMDI>DKG@N�JA�G<IBP<B@��DO�RDGG�=@�C@GKAPG�OJ�NOJK�AJM�<�HJH@IO
<I?�@S<HDI@�NJH@�>C<M<>O@MDNOD>N�JA�OC@�H@NN<B@N�R@�N@I?�RC@I�R@�>JHHPID><O@�
5C@I�TJP�RMDO@�JM�N<T�NJH@OCDIB��TJP�IJO�JIGT�NC<M@�OC@�H@<IDIB	N
�<NNJ>D<O@?
RDOC�OC@�RJM?N�TJP�>CJJN@��=PO�TJP�<GNJ�N<T�NJH@OCDIB�<=JPO�TJPMN@GA�<I?�TJPM
M@G<ODJINCDK�OJ�OC@�DIO@I?@?�M@>DKD@IO��'I�<??DODJI��TJP�N<T�NJH@OCDIB�<=JPO�RC<O
OC@�M@G<ODJINCDK�H@<IN�OJ�TJP�<N�R@GG�<N�TJPM�<NNPH@?�A<HDGD<MDOT�<N�TJP�>CJJN@
AJMH<G�JM�DIAJMH<G�R<TN�JA�@SKM@NNDIB�TJPMN@GA��7JPM�H@NN<B@�H<T�<GNJ�><MMT
PIDIO@I?@?�H@<IDIBN�OC<O�TJP�><IIJO�>JHKG@O@GT�<IOD>DK<O@��1JH@�RJM?N�<M@
GJ<?@?�RDOC�H@<IDIB�AJM�NJH@�K@JKG@��NJ�OC<O�=T�PNDIB�NP>C�RJM?N�TJP�><I�cKPNC
OC@DM�=POOJINd�RDOCJPO�@Q@I�M@<GDUDIB�RC<O�TJPfQ@�?JI@��+@NN<B@N�><MMT�A<M�HJM@
OC<I�OC@�GDO@M<G�H@<IDIB�JA�@<>C�RJM?��<I?�DI�OCDN�N@>ODJI�R@�@SKGJM@�OC<O
>JHKG@SDOT�

Primary Message Is Not the Whole Message

5C@I�>JIND?@MDIB�CJR�OJ�@AA@>ODQ@GT�PN@�Q@M=<G�>JHHPID><ODJI��F@@K�DI�HDI?�OC@M@
<M@�OCM@@�?DNODI>O�OTK@N�JA�H@NN<B@N�TJP�RDGG�=@�>JHHPID><ODIB��KMDH<MT�
N@>JI?<MT��<I?�<PSDGD<MT�&<NGDIB��(��	����
�Audience, message, speaker�� JNOJI��+��
+>%M<R&DGG�

Primary messages� M@A@M�OJ�OC@�DIO@IODJI<G�>JIO@IO��=JOC�Q@M=<G�<I?�IJIQ@M=<G�
2C@N@�<M@�OC@�RJM?N�JM�R<TN�TJP�>CJJN@�OJ�@SKM@NN�TJPMN@GA�<I?�>JHHPID><O@�TJPM
H@NN<B@��$JM�@S<HKG@��DA�TJP�<M@�NDOODIB�<O�TJPM�?@NF�<I?�<�>JRJMF@M�NOJKN�=T�OJ�<NF
TJP�<�LP@NODJI��TJP�H<T�N<T��c&@M@��C<Q@�<�N@<O�d�2C@N@�RJM?N�<M@�TJPM�KMDH<MT
H@NN<B@�

#Q@I�NP>C�<�NCJMO��N@@HDIBGT�NDHKG@�<I?�?DM@>O�H@NN<B@�>JPG?�=@�HDNPI?@MNOJJ?��'O
H<T�N@@H�J=QDJPN�OC<O�TJP�<M@�IJO�GDO@M<GGT�JAA@MDIB�OJ�cBDQ@d�<�cN@<Od�OJ�TJPM
QDNDOJM��=PO�OJ�NJH@JI@�RCJ�FIJRN�JIGT�AJMH<G�#IBGDNC�<I?�DN�PIA<HDGD<M�RDOC
>JGGJLPD<G�@SKM@NNDJIN��DO�H<T�=@�KPUUGDIB��c&<Q@�<�N@<Od�H<T�=@�HP>C�HJM@
?DAAD>PGO�OJ�PI?@MNO<I?�OC<I�cKG@<N@�NDO�?JRI�d

�� 0@A@M�OJ�OC@�DIO@IODJI<G
>JIO@IO�DI�<�H@NN<B@��=JOC
Q@M=<G�<I?�IJIQ@M=<G�
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Secondary messages� M@A@M�OJ�OC@�PIDIO@IODJI<G�>JIO@IO��=JOC�Q@M=<G�<I?
IJIQ@M=<G��7JPM�<P?D@I>@�RDGG�AJMH�DHKM@NNDJIN�JA�TJPM�DIO@IODJI<G�H@NN<B@N��=JOC
I@B<ODQ@�<I?�KJNDODQ@��JQ@M�RCD>C�TJP�C<Q@�IJ�>JIOMJG��.@M>@KODJIN�JA�KCTND><G
<OOM<>ODQ@I@NN��<B@��B@I?@M��JM�@OCID>DOT�JM�@Q@I�NDHKG@�H<II@MDNHN�<I?�K<OO@MIN�JA
NK@@>C�H<T�PIDIO@IODJI<GGT�DIAGP@I>@�OC@�H@NN<B@�

.@MC<KN��JPO�JA�>JPMO@NT��TJP�NO<I?�PK�RCDG@�JAA@MDIB�TJPM�QDNDOJM�<�N@<O��JM�K@MC<KN
TJPM�QDNDOJM�C<N�<I�@SK@>O<ODJI�OC<O�TJP�JPBCO�OJ�?J�NJ��.@MC<KN�<�KCJOJBM<KC�JA
TJPM�A<HDGT�JI�TJPM�?@NF�H<F@N�<I�DHKM@NNDJI�JI�TJPM�QDNDOJM��.@MC<KN�<�><MOJJI
JI�TJPM�=PGG@ODI�=J<M?�N@I?N�<�H@NN<B@�

Auxiliary messages� M@A@M�OJ�OC@�DIO@IODJI<G�<I?�PIDIO@IODJI<G�R<TN�<�KMDH<MT
H@NN<B@�DN�>JHHPID><O@?��2CDN�H<T�DI>GP?@�QJ><G�DIAG@>ODJI��B@NOPM@N�<I?�KJNOPM@�
JM�M<O@�JA�NK@@>C�OC<O�DIAGP@I>@�OC@�DIO@MKM@O<ODJI�JM�K@M>@KODJI�JA�TJPM�H@NN<B@�

5C@I�TJP�N<T��c&@M@��C<Q@�<�N@<O�d�?J�TJP�NHDG@�<I?�R<Q@�TJPM�C<I?�OJ�DI?D><O@�OC@
@HKOT�>C<DM�JI�OC@�JOC@M�ND?@�JA�TJPM�?@NF��-M�?J�TJP�GJJF�AGPNO@M@?�<I?�LPD>FGT�GDAO
<�KDG@�JA�ADG@�AJG?@MN�JPO�JA�OC@�R<T���M@�TJPM�@T@N�JI�TJPM�>JHKPO@M�<N�TJP�ADIDNC
N@I?DIB�<I�@H<DG�=@AJM@�OPMIDIB�TJPM�<OO@IODJI�OJ�TJPM�QDNDOJM��7JPM�<PSDGD<MT
H@NN<B@�HDBCO�=@��c'fH�BG<?�TJP�><H@�=T��'�<GR<TN�@IEJT�@S>C<IBDIB�D?@<N�RDOC
TJPd�JM�c'�<GR<TN�G@<MI�NJH@OCDIB�I@R�RC@I�NJH@JI@�<NFN�H@�<�LP@NODJI�d�-I�OC@
JOC@M�C<I?��DO�HDBCO�=@��c'fGG�<INR@M�TJPM�LP@NODJI��=PO�'fH�OJJ�=PNT�AJM�<�GJIB
?DN>PNNDJI�d�JM�H<T=@�@Q@I��c'�RDNC�TJPf?�?J�TJPM�RJMF�<I?�IJO�=JOC@M�H@�RDOC
TJPM�?PH=�LP@NODJIN�d

Parts of a Message

5C@I�TJP�>M@<O@�<�H@NN<B@��DO�DN�JAO@I�C@GKAPG�OJ�OCDIF�JA�DO�<N�C<QDIB�ADQ@�K<MON�

�� �OO@IODJI�NO<O@H@IO
�� 'IOMJ?P>ODJI
��  J?T
�� !JI>GPNDJI
�� 0@ND?P<G�H@NN<B@

#<>C�JA�OC@N@�K<MON�C<N�DON�JRI�API>ODJI�

2C@attention statement � ��<N�TJP�H<T�BP@NN��DN�PN@?�OJ�><KOPM@�OC@�<OO@IODJI�JA
TJPM�<P?D@I>@��5CDG@�DO�H<T�=@�PN@?�<ITRC@M@�DI�TJPM�H@NN<B@��DO�DN�@NK@>D<GGT
PN@APG�<O�OC@�JPON@O��2C@M@�<M@�H<IT�R<TN�OJ�<OOM<>O�<OO@IODJI�AMJH�M@<?@MN�JM
GDNO@I@MN��=PO�JI@�JA�OC@�HJNO�@AA@>ODQ@�DN�OC@�cRC<OfN�DI�DO�AJM�H@d�NOM<O@BT��O@GGDIB

�� 0@A@M�OJ�OC@�PIDIO@IODJI<G
>JIO@IO�DI�<�H@NN<B@��=JOC
Q@M=<G�<I?�IJIQ@M=<G�

�� 0@A@M�OJ�OC@�DIO@IODJI<G�<I?
PIDIO@IODJI<G�R<TN�<�KMDH<MT
H@NN<B@�DN�>JHHPID><O@?�

�� 2C@�R<T�TJP�AJ>PN�OC@
<P?D@I>@fN�<OO@IODJI�JI�TJP
<I?�TJPM�NK@@>C�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����+@NN<B@N ��



OC@H�CJR�TJPM�H@NN<B@�><I�=@I@ADO�OC@H���I�<OO@IODJI�NO<O@H@IO�GDF@��c'fH�BJDIB
OJ�@SKG<DI�CJR�TJP�><I�N<Q@�PK�OJ������<�T@<M�JI�><M�DINPM<I>@d�DN�LPDO@�GDF@GT�OJ
CJG?�<I�<P?D@I>@fN�<OO@IODJI�

-I>@�TJP�C<Q@�TJPM�<P?D@I>@fN�<OO@IODJI��DO�DN�ODH@�OJ�HJQ@�JI�OJ�OC@�DIOMJ?P>ODJI�
'I�TJPMintroduction � TJP�RDGG�H<F@�<�>G@<M�NO<O@H@IO�TJPM�OJKD>��OCDN�DN�<GNJ�OC@
ODH@�OJ�@NO<=GDNC�<�M@G<ODJINCDK�RDOC�TJPM�<P?D@I>@��-I@�R<T�OJ�?J�OCDN�DN�OJ�>M@<O@
>JHHJI�BMJPI?�RDOC�OC@�<P?D@I>@��?M<RDIB�JI�A<HDGD<M�JM�NC<M@?�@SK@MD@I>@N��JM
=T�M@A@MMDIB�OJ�OC@�K@MNJI�RCJ�DIOMJ?P>@?�TJP��7JP�H<T�<GNJ�@SKG<DI�RCT�TJP�>CJN@
OJ�>JIQ@T�OCDN�H@NN<B@�<O�OCDN�ODH@��RCT�OC@�OJKD>�DN�DHKJMO<IO�OJ�TJP��RC<O�FDI?�JA
@SK@MODN@�TJP�C<Q@��JM�CJR�TJPM�K@MNJI<G�@SK@MD@I>@�C<N�G@?�TJP�OJ�NC<M@�OCDN
H@NN<B@�

�AO@M�OC@�DIOMJ?P>ODJI�>JH@N�OC@body� JA�TJPM�H@NN<B@��&@M@�TJP�RDGG�KM@N@IO�TJPM
H@NN<B@�DI�?@O<DG��PNDIB�<IT�JA�<�Q<MD@OT�JA�JMB<IDU<ODJI<G�NOMP>OPM@N��0@B<M?G@NN�JA
OC@�OTK@�JA�JMB<IDU<ODJI�TJP�>CJJN@�AJM�TJPM�?J>PH@IO�JM�NK@@>C��DO�DN�DHKJMO<IO�OJ
H<F@�TJPM�H<DI�KJDION�>G@<M��KMJQD?@�NPKKJMO�AJM�@<>C�KJDIO��<I?�PN@�OM<INDODJIN�OJ
BPD?@�TJPM�M@<?@MN�JM�GDNO@I@MN�AMJH�JI@�KJDIO�OJ�OC@�I@SO�

�O�OC@�@I?�JA�OC@�H@NN<B@��TJPMconclusion � NCJPG?�KMJQD?@�OC@�<P?D@I>@�RDOC�<
N@IN@�JA�>GJNPM@�=T�NPHH<MDUDIB�TJPM�H<DI�KJDION�<I?�M@G<ODIB�OC@H�OJ�OC@�JQ@M<GG
OJKD>��'I�JI@�N@IN@��DO�DN�DHKJMO<IO�OJ�AJ>PN�JI�TJPM�JMB<IDU<ODJI<G�NOMP>OPM@�<B<DI
<I?�DI>JMKJM<O@�OC@�H<DI�@G@H@ION�DIOJ�TJPM�NPHH<MT��M@HDI?DIB�OC@�<P?D@I>@�JA
RC<O�TJP�C<Q@�>JQ@M@?��'I�<IJOC@M�N@IN@��DO�DN�DHKJMO<IO�IJO�OJ�H@M@GT�NO<O@�TJPM
GDNO�JA�H<DI�KJDION�<B<DI��=PO�OJ�>JIQ@T�<�N@IN@�OC<O�TJP�C<Q@�<>>JHKGDNC@?�RC<O
TJP�NO<O@?�TJP�RJPG?�?J�DI�TJPM�DIOMJ?P>ODJI��<GGJRDIB�OC@�<P?D@I>@�OJ�C<Q@
KNT>CJGJBD><G�>GJNPM@�

2C@residual message�� ��<�H@NN<B@�JM�OCJPBCO�OC<O�NO<TN�RDOC�TJPM�<P?D@I>@�R@GG
<AO@M�OC@�>JHHPID><ODJI�DN�ADIDNC@?��DN�<I�DHKJMO<IO�K<MO�JA�TJPM�H@NN<B@���NF
TJPMN@GA�JA�OC@�AJGGJRDIB�

^ 5C<O�?J�'�R<IO�HT�GDNO@I@MN�JM�M@<?@MN�OJ�M@H@H=@M�
^ 5C<O�DIAJMH<ODJI�?J�'�R<IO�OJ�C<Q@�OC@�<P?D@I>@�M@O<DI�JM�<>O�PKJI�
^ 5C<O�?J�'�R<IO�OC@�<P?D@I>@�OJ�?J�

�� .<MO�JA�<�NK@@>C�OC<O
@NO<=GDNC@N�<�M@G<ODJINCDK�RDOC
TJPM�<P?D@I>@�<I?�>G@<MGT
NO<O@N�TJPM�OJKD>�

�� +<DI�>JIO@IO�<M@<�JA�<�NK@@>C�

�� .<MO�JA�<�NK@@>C�OC<O�KMJQD?@N
OC@�<P?D@I>@�RDOC�<�N@IN@�JA
>GJNPM@�=T�NPHH<MDUDIB�OC@
H<DI�KJDION�<I?�M@G<ODIB�OC@
KJDION�OJ�OC@�JQ@M<GG�OJKD>�

��� '?@<�JM�OCJPBCO�OC<O�NO<TN�RDOC
TJPM�<P?D@I>@�R@GG�<AO@M�OC@
NK@@>C�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����+@NN<B@N ��



KEY TAKEAWAY

+@NN<B@N�<M@�KMDH<MT��N@>JI?<MT��<I?�<PSDGD<MT����H@NN<B@�><I�=@�?DQD?@?
DIOJ�<�ADQ@K<MO�NOMP>OPM@�>JHKJN@?�JA�<I�<OO@IODJI�NO<O@H@IO��DIOMJ?P>ODJI�
=J?T��>JI>GPNDJI��<I?�M@ND?P<G�H@NN<B@�

EXERCISES

�� !CJJN@�OCM@@�@S<HKG@N�JA�>JHHPID><ODJI�<I?�D?@IODAT�OC@�KMDH<MT
H@NN<B@��1C<M@�<I?�>JHK<M@�RDOC�>G<NNH<O@N�

�� !CJJN@�OCM@@�@S<HKG@N�JA�>JHHPID><ODJI�<I?�D?@IODAT�OC@�<PSDGD<MT
H@NN<B@	N
��1C<M@�<I?�>JHK<M@�RDOC�>G<NNH<O@N�

�� 2CDIF�JA�<�ODH@�RC@I�NJH@JI@�N<D?�NJH@OCDIB�GDF@�cKG@<N@�O<F@�<�N@<Od
<I?�TJP�>JMM@>OGT�JM�DI>JMM@>OGT�DIO@MKM@O@?�OC@�H@NN<B@�<N�DI?D><ODIB
OC<O�TJP�R@M@�DI�OMJP=G@�<I?�<=JPO�OJ�=@�M@KMDH<I?@?��1C<M@�<I?
>JHK<M@�RDOC�>G<NNH<O@N�

�� &JR�?J@N�G<IBP<B@�<AA@>O�N@GA>JI>@KO��#SKGJM@�<I?�M@N@<M>C�TJPM
<INR@M��ADI?DIB�@S<HKG@N�OC<O�><I�N@MQ@�<N�><N@�NOP?D@N�

�� !CJJN@�<I�<MOD>G@�JM�JKDIDJI�KD@>@�AMJH�<�H<EJM�I@RNK<K@M�JM�I@RN�5@=
NDO@���I<GTU@�OC@�KD@>@�<>>JM?DIB�OJ�OC@�ADQ@K<MO�NOMP>OPM@�?@N>MD=@?
C@M@��"J@N�OC@�C@<?GDI@�N@MQ@�<N�<�BJJ?�<OO@IODJI�NO<O@H@IO��"J@N�OC@
KD@>@�>JI>GP?@�RDOC�<�N@IN@�JA�>GJNPM@��&JR�<M@�OC@�H<DI�KJDION
KM@N@IO@?�<I?�NPKKJMO@?��1C<M@�TJPM�<I<GTNDN�RDOC�TJPM�>G<NNH<O@N��$JM
<�APMOC@M�>C<GG@IB@��R<O>C�<�O@G@QDNDJI�>JHH@M>D<G�<I?�?J�OC@�N<H@
<I<GTNDN�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����+@NN<B@N ��



2.3 Principles of Verbal Communication

LEARNING OBJECTIVE
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Figure 2.2Abstraction
Ladder

Source: Adapted from J. DeVitoÕs
Abstraction Ladder in DeVito, J.
(1999).Messages: building
interpersonal communication
skills(p. 119). New York, NY:
Addison Wesley Longman.
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>JHHPID><OJMN�OJ�=@>JH@�<R<M@�JA�OC@H�DI�JPMN@GQ@N��&JG?DIB�OC@H�PI>JIN>DJPNGT
RDGG�GDHDO�JPM�OCDIFDIB��JPM�BM<NK�JA�M@<GDOT��<I?�JPM�<=DGDOT�OJ�>JHHPID><O@
NP>>@NNAPGGT�

KEY TAKEAWAY

*<IBP<B@�DN�<�NTNO@H�BJQ@MI@?�=T�MPG@N�JA�NTIO<S��N@H<IOD>N��<I?�>JIO@SO�
R@�PN@�K<M<?DBHN�OJ�PI?@MNO<I?�OC@�RJMG?�<I?�AM<H@�JPM�>JHHPID><ODJIN�

EXERCISES

�� 5MDO@�<O�G@<NO�ADQ@�@S<HKG@N�JA�#IBGDNC�N@IO@I>@N�RDOC�>JMM@>O�NTIO<S�
2C@I�M@RMDO@�@<>C�N@IO@I>@��PNDIB�OC@�N<H@�RJM?N�DI�<I�JM?@M�OC<O
?DNKG<TN�DI>JMM@>O�NTIO<S��!JHK<M@�TJPM�M@NPGON�RDOC�OCJN@�JA�TJPM
>G<NNH<O@N�

�� 2CDIF�JA�<O�G@<NO�ADQ@�RJM?N�RCJN@�?@IJO<ODQ@�H@<IDIB�?DAA@MN�AMJH�OC@DM
>JIIJO<ODQ@�H@<IDIB��3N@�@<>C�RJM?�DI�ORJ�N@IO@I>@N��JI@�@HKGJTDIB
OC@�?@IJO<ODQ@�H@<IDIB�<I?�OC@�JOC@M�@HKGJTDIB�OC@�>JIIJO<ODQ@�
!JHK<M@�TJPM�M@NPGON�RDOC�OCJN@�JA�TJPM�>G<NNH<O@N�

�� "J�TJP�<NNJ>D<O@�H@<IDIB�RDOC�OC@�><M�NJH@JI@�?MDQ@N��"J@N�DO�N<T
NJH@OCDIB�<=JPO�OC@H��*DNO�ADQ@�><MN�TJP�J=N@MQ@�K@JKG@�TJP�FIJR
?MDQDIB�<I?�?DN>PNN�@<>C�JI@��IJODIB�RC@OC@M�TJP�K@M>@DQ@�OC<O�OC@�><M
N<TN�NJH@OCDIB�<=JPO�OC@H�JM�IJO��1C<M@�<I?�>JHK<M@�RDOC�>G<NNH<O@N�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����.MDI>DKG@N�JA�4@M=<G�!JHHPID><ODJI ��



2.4 Language Can be an Obstacle to Communication

LEARNING OBJECTIVES

�� "@HJINOM<O@�NDS�R<TN�DI�RCD>C�G<IBP<B@�><I�=@�<I�J=NO<>G@�JM�=<MMD@M�OJ
>JHHPID><ODJI�

�� #SKG<DI�OC@�?DAA@M@I>@N�=@OR@@I�>GD>CXN��E<MBJI��<I?�NG<IB�
�� #SKG<DI�OC@�?DAA@M@I>@�=@OR@@I�N@SDNO�JM�M<>DNO�G<IBP<B@�<I?�G@BDODH<O@

M@A@M@I>@N�OJ�B@I?@M�JM�M<>@�DI�=PNDI@NN�>JHHPID><ODJI�

�N�TJP�PN@�G<IBP<B@�OJ�H<F@�N@IN@�JA�TJPM�@SK@MD@I>@N��<N�K<MO�JA�JPM�?DN>PNNDJI�
TJP�IJ�?JP=O�><H@�OJ�N@@�OC<O�G<IBP<B@�<I?�Q@M=<G�>JHHPID><ODJI�><I�RJMF�=JOC
AJM�TJP�<I?�<B<DINO�TJP��*<IBP<B@�<GGJRN�TJP�OJ�>JHHPID><O@��=PO�DO�<GNJ�<GGJRN�TJP
OJ�HDN>JHHPID><O@�<I?�HDNPI?@MNO<I?��2C@�N<H@�NTNO@H�R@�PN@�OJ�@SKM@NN�JPM
HJNO�DIODH<O@�OCJPBCON�><I�=@�AMPNOM<ODIB�RC@I�DO�A<DGN�OJ�><KOPM@�JPM�OCJPBCON��OJ
M@KM@N@IO�RC<O�R@�R<IO�OJ�@SKM@NN��<I?�OJ�M@<>C�JPM�<P?D@I>@��$JM�<GG�DON�A<PGON�
OCJPBC��DO�DN�OC@�=@NO�NTNO@H�R@�C<Q@��<I?�K<MO�JA�DHKMJQDIB�OC@�>JHHPID><ODJI
KMJ>@NN�DN�OC@�>G@<M�D?@IODAD><ODJI�JA�RC@M@�DO�=M@<FN�?JRI���IOD>DK<O@�RC@M@�<�RJM?
JM�@SKM@NNDJI�H<T�I@@?�HJM@�>G<MDAD><ODJI�<I?�TJP�RDGG�=@�JI�TJPM�R<T�OJ�M@?P>DIB
@MMJMN�<I?�DHKMJQDIB�Q@M=<G�>JHHPID><ODJI�

'I�<I�<MOD>G@�ODOG@?�c2C@�+DN>JHHPID><ODJI�%<K�d�1PN<I�5<NC=PMI�GDNON�N@Q@M<G
PI?@NDM<=G@�M@NPGON�JA�KJJM�>JHHPID><ODJI�DI�=PNDI@NN�5<NC=PMI��1��	�����
$@=MP<MT
��2C@�HDN>JHHPID><ODJI�B<K�ESI Horizons, 9	�
��0@OMD@Q@?�AMJH
COOK���RRR�@NDDIOG�>JH�KP=GD>�*D=M<MT�COHG�
������&JMDUJIN�MOD>G@��<NK�3IDOT'"�������������

^ "<H<B@?�M@G<ODJINCDKN
^ *JNN�JA�KMJ?P>ODQDOT
^ 'I@AAD>D@I>T�<I?�M@RJMF
^ !JIAGD>O
^ +DNN@?�JKKJMOPIDOD@N
^ 1>C@?PG@�NGDKK<B@�	?@G<TN��HDNN@?�?@<?GDI@N

^ 1>JK@�>M@@K`JM�G@<K�	BM<?P<G�JM�NP??@I�>C<IB@N�DI�<I�<NNDBIH@IO�OC<O

H<F@�DO�HJM@�>JHKG@S�<I?�?DAAD>PGO�OC<I�DO�R<N�JMDBDI<GGT�PI?@MNOJJ?
OJ�=@


^ 5<NO@?�M@NJPM>@N
^ 3I>G@<M�JM�PIH@O�M@LPDM@H@ION

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

��

http://www.esi-intl.com/public/Library/html/200802HorizonsArticle1.asp?UnityID=8522516.1290
http://www.esi-intl.com/public/Library/html/200802HorizonsArticle1.asp?UnityID=8522516.1290


'I�OCDN�N@>ODJI�R@�?DN>PNN�CJR�RJM?N�><I�N@MQ@�@DOC@M�<N�<�=MD?B@��JM�<�=<MMD@M��OJ
PI?@MNO<I?DIB�<I?�>JHHPID><ODJI�JA�H@<IDIB��-PM�BJ<GN�JA�@AA@>ODQ@�<I?�@AAD>D@IO
=PNDI@NN�>JHHPID><ODJI�H@<I�<I�DIC@M@IO�Q<GP@�JA�RJM?N�<I?�O@MHN�OC<O�F@@KN�OC@
=MD?B@�>G@<M�<I?�AM@@�JA�J=NO<>G@N�

ClichŽ

� clichŽ�� DN�<�JI>@>G@Q@M�RJM?�JM�KCM<N@�OC<O�C<N�GJNO�DON�DHK<>O�OCMJPBC�JQ@MPN@�
'A�TJP�NKJF@�JM�RMJO@�DI�>GD>CXN��CJR�RJPG?�TJPM�<P?D@I>@�M@<>O��*@OfN�OMT�DO��&JR�?J
TJP�M@<>O�RC@I�TJP�M@<?�OCDN�N@IO@I>@��c��>GD>CX�DN�NJH@OCDIB�OJ�<QJD?�GDF@�OC@
KG<BP@��AJM�DO�DN�IJOCDIB�=PO�<�ODM@?�JG?�R<M�CJMN@��<I?�DA�OC@�NCJ@�R@M@�JI�OC@�JOC@M
AJJO�TJP�OJJ�RJPG?�C<Q@�<I�<S@�OJ�BMDI?d���N�TJP�><I�N@@��OC@�KMJ=G@H�RDOC�>GD>CXN
DN�OC<O�OC@T�JAO@I�NJPI?�NDGGT�JM�=JMDIB�

!GD>CXN�<M@�NJH@ODH@N�<�NTHKOJH�JA�G<UT�>JHHPID><ODJIbOC@�K@MNJI�PNDIB�OC@
>GD>CX�C<NIfO�=JOC@M@?�OJ�N@<M>C�AJM�JMDBDI<G�RJM?N�OJ�>JIQ@T�OC@�DIO@I?@?�H@<IDIB�
!GD>CXN�GJN@�OC@DM�DHK<>O�=@><PN@�M@<?@MN�<I?�GDNO@I@MN�O@I?�OJ�BGJNN�JQ@M�OC@H�
<NNPHDIB�OC@DM�>JHHJI�H@<IDIB�RCDG@�DBIJMDIB�TJPM�NK@>DAD>�PN@�JA�OC@H���N�<
M@NPGO��OC@T�><I�=@�J=NO<>G@N�OJ�NP>>@NNAPG�>JHHPID><ODJI�

Jargon

*@OfN�KM@O@I?�TJPfQ@�=@@I�<NNDBI@?�OJ�OC@�O<NF�JA�KM@K<MDIB�<�NCJMO�KM@N@IO<ODJI�JI
TJPM�>JHK<ITfN�G<O@NO�KMJ?P>O�AJM�<�BMJPK�JA�KJO@IOD<G�>PNOJH@MN��'OfN�<�=DB
M@NKJIND=DGDOT��7JP�JIGT�C<Q@�JI@�JKKJMOPIDOT�OJ�B@O�DO�MDBCO��7JP�RDGG�I@@?�OJ�?J
@SO@INDQ@�KG<IIDIB�<I?�KM@K<M<ODJI��<I?�TJPM�@AAJMO��DA�?JI@�R@GG��RDGG�KMJ?P>@�<
KM@N@IO<ODJI�OC<O�DN�NHJJOC�<I?�>JIAD?@IO��GJJFDIB�NDHKG@�OJ�OC@�><NP<G�<P?D@I>@
H@H=@M�

5C<O�RJM?N�?J�TJP�PN@�OJ�>JHHPID><O@�DIAJMH<ODJI�<=JPO�TJPM�KMJ?P>O��'N�TJPM
<P?D@I>@�A<HDGD<M�RDOC�TJPM�AD@G?�<I?�DON�NK@>D<GDU@?�O@MHN���N�KJO@IOD<G�>PNOJH@MN�
OC@T�<M@�KMJ=<=GT�NJH@RC<O�FIJRG@?B@<=G@�DI�OC@�AD@G?��=PO�IJO�OJ�OC@�@SO@IO�OC<O
TJP�<I?�TJPM�>JRJMF@MN�<M@��@Q@I�G@NN�NJ�>JHK<M@?�OJ�OC@�cO@>CD@Nd�RCJ�?@Q@GJK@?
OC@�KMJ?P>O��$JM�TJPM�KM@N@IO<ODJI�OJ�NP>>@@?��TJPM�>C<GG@IB@�DN�OJ�R<GF�<�ADI@�GDI@
=@OR@@I�PNDIB�OJJ�HP>C�KMJA@NNDJINK@>DAD>�G<IBP<B@�JI�OC@�JI@�C<I?��<I?�cO<GFDIB
?JRId�OJ�TJPM�<P?D@I>@�JI�OC@�JOC@M�C<I?�

5CDG@�TJPM�KJO@IOD<G�>PNOJH@MN�H<T�IJO�PI?@MNO<I?�<GG�OC@�@IBDI@@MDIB�<I?
N>C@H<OD>�?@O<DG�O@MHN�DIQJGQ@?�DI�OC@�KMJ?P>O��OC@T�?J�FIJR�RC<O�OC@T�<I?�OC@DM
JMB<IDU<ODJIN�<M@�GJJFDIB�AJM�DI�>JIND?@MDIB�<�KPM>C<N@��7JPM�NJGPODJI�H<T�=@�OJ
AJ>PN�JI�>JHHJI�BMJPI?bRC<O�TJP�FIJR�JA�OC@DM�K<NO�CDNOJMT�DI�O@MHN�JA
>JIOM<>ODIB�N@MQD>@N�JM�=PTDIB�KMJ?P>ON�AMJH�TJPM�>JHK<IT��5C<O�><I�TJP�O@GG

��� ��JI>@>G@Q@M�RJM?�JM�KCM<N@
OC<O�C<N�GJNO�DON�DHK<>O�OCMJPBC
JQ@MPN@�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����*<IBP<B@�!<I�=@�<I�-=NO<>G@�OJ�!JHHPID><ODJI ��



AMJH�OC@DM�CDNOJMD><G�KPM>C<N@N��'A�TJPM�M@N@<M>C�NCJRN�OC<O�OC@T�KG<>@�<�CDBC�Q<GP@
JI�N<QDIB�ODH@��TJP�><I�AJ>PN�TJPM�KM@N@IO<ODJI�JI�OC@�ODH@N<QDIB�<NK@>ON�JA�TJPM
I@R�KMJ?P>O�<I?�G@<Q@�OC@�O@>CID><G�O@MHN�OJ�OC@�PN@MfN�H<IP<G�

Jargon�� DN�<I�J>>PK<ODJINK@>DAD>�G<IBP<B@�PN@?�=T�K@JKG@�DI�<�BDQ@I�KMJA@NNDJI�
(<MBJI�?J@N�IJO�I@>@NN<MDGT�DHKGT�AJMH<G�@?P><ODJI��=PO�DINO@<?�AJ>PN@N�JI�OC@
G<IBP<B@�K@JKG@�DI�<�KMJA@NNDJI�PN@�OJ�>JHHPID><O@�RDOC�@<>C�JOC@M��+@H=@MN�JA
OC@�DIAJMH<ODJI�O@>CIJGJBT�?@K<MOH@IO�C<Q@�<�?DNODI>O�BMJPK�JA�O@MHN�OC<O�M@A@M�OJ
>JHHJI�<NK@>ON�DI�OC@DM�AD@G?��+@H=@MN�JA�OC@�H<MF@ODIB�?@K<MOH@IO��JM
<?Q@MODNDIB��JM�@IBDI@@MDIB��M@N@<M>C��<I?�?@Q@GJKH@IO�<GNJ�C<Q@�N@ON�JA�O@MHN�OC@T
PN@�RDOCDI�OC@DM�KMJA@NNDJI<G�>JHHPIDOT��(<MBJI�@SDNON�DI�EPNO�<=JPO�@Q@MT
J>>PK<ODJI��DI?@K@I?@IO�JA�CJR�HP>C�AJMH<G�@?P><ODJI�DN�DIQJGQ@?bAMJH�H@?D>DI@
<I?�G<R��OJ�ADI<I>D<G�N@MQD>@N��=<IFDIB��<I?�DINPM<I>@��OJ�<IDH<G�CPN=<I?MT��<POJ
M@K<DM��<I?�OC@�>JINOMP>ODJI�OM<?@N�

5C@OC@M�JM�IJO�OJ�PN@�E<MBJI�DN�JAO@I�<�EP?B@H@IO�><GG��<I?�JI@�OC<O�DN�@<ND@M�OJ
H<F@�DI�NK@<FDIB�OC<I�DI�RMDODIB��'I�<I�JM<G�>JIO@SO��R@�H<T�=@�<=G@�OJ�PN@�<
O@>CID><G�O@MH�<I?�DINO<IOGT�FIJR�AMJH�A@@?=<>F�RC@OC@M�JM�IJO�OC@�M@>@DQ@M�JA�OC@
H@NN<B@�cBJO�DO�d�'A�OC@T�?D?IfO��R@�><I�?@ADI@�DO�JI�OC@�NKJO��'I�RMDOO@I�G<IBP<B@��R@
G<>F�OC<O�DHH@?D<O@�M@NKJIN@�<I?�HPNO�<OO@I?�HJM@�OJ�OC@�>JIO@SO�JA�M@>@DQ@M��2C@
HJM@�R@�G@<MI�<=JPO�JPM�<P?D@I>@��OC@�=@OO@M�R@�><I�O<DGJM�JPM�>CJN@I�RJM?N��'A�R@
G<>F�DIAJMH<ODJI�JM�R<IO�JPM�?J>PH@IO�OJ�=@�PI?@MNOJJ?�=T�<�Q<MD@OT�JA�M@<?@MN��DO
K<TN�OJ�PN@�>JHHJI�RJM?N�<I?�<QJD?�E<MBJI�

Slang

2CDIF�AJM�<�HJH@IO�<=JPO�OC@�RJM?N�<I?�@SKM@NNDJIN�TJP�PN@�RC@I�TJP
>JHHPID><O@�RDOC�TJPM�=@NO�AMD@I?N��'A�<�>JRJMF@M�R<N�OJ�C<IB�JPO�RDOC�TJP�<I?
TJPM�AMD@I?N��RJPG?�OC@T�PI?@MNO<I?�<GG�OC@�RJM?N�TJP�PN@��OC@�HPND>�TJP�GDNO@I�OJ�
OC@�NOJMD@N�TJP�O@GG�<I?�OC@�R<T�TJP�O@GG�OC@H��.MJ=<=GT�IJO��=@><PN@�TJP�<I?�TJPM
AMD@I?N�KMJ=<=GT�PN@�>@MO<DI�RJM?N�<I?�@SKM@NNDJIN�DI�R<TN�OC<O�C<Q@�NK@>D<G
H@<IDIB�OJ�TJP�

2CDN�NK@>D<G�AJMH�JA�G<IBP<B@��RCD>C�DI�NJH@�R<TN�M@N@H=G@N�E<MBJI��DN�NG<IB�
Slang�� DN�OC@�PN@�JA�@SDNODIB�JM�I@RGT�DIQ@IO@?�RJM?N�OJ�O<F@�OC@�KG<>@�JA�NO<I?<M?
JM�OM<?DODJI<G�RJM?N�RDOC�OC@�DIO@IO�JA�<??DIB�<I�PI>JIQ@IODJI<G��IJINO<I?<M?�
CPHJPMJPN��JM�M@=@GGDJPN�@AA@>O��'O�?DAA@MN�AMJH�E<MBJI�DI�OC<O�DO�DN�PN@?�DI�DIAJMH<G
>JIO@SON��<HJIB�AMD@I?N�JM�H@H=@MN�JA�<�>@MO<DI�<B@�BMJPK��M<OC@M�OC<I�=T
KMJA@NNDJI<GN�DI�<�>@MO<DI�DI?PNOMT�

'A�TJP�N<T�NJH@OCDIB�DN�cKC<O�d�TJP�H<T�H@<I�c>JJG�d�RCD>C�DN�IJR�<�>JHHJIGT
PI?@MNOJJ?�NG<IB�RJM?��=PO�TJPM�>JRJMF@M�H<T�IJO�FIJR�OCDN���N�RJM?�cKC<Od

��� �I�J>>PK<ODJINK@>DAD>
G<IBP<B@�PN@?�=T�K@JKG@�DI�<
BDQ@I�KMJA@NNDJI�

��� 2C@�PN@�JA�@SDNODIB�JM�I@RGT
DIQ@IO@?�RJM?N�OJ�O<F@�OC@
KG<>@�JA�NO<I?<M?�JM�OM<?DODJI<G
RJM?N�RDOC�OC@�DIO@IO�JA
<??DIB�<I�PI>JIQ@IODJI<G�
IJINO<I?<M?��CPHJPMJPN��JM
M@=@GGDJPN�@AA@>O�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����*<IBP<B@�!<I�=@�<I�-=NO<>G@�OJ�!JHHPID><ODJI ��



HJQ@N�DIOJ�OC@�H<DINOM@<H��DO�RDGG�=@�M@KG<>@?�<I?�<?<KO@?�=T�OC@�>JHHPIDOD@N
OC<O�PN@�DO�

1DI>@�JPM�@HKC<NDN�DI�=PNDI@NN�>JHHPID><ODJI�DN�JI�>G<MDOT��<I?�<�NG<IB�RJM?�MPIN
OC@�MDNF�JA�>M@<ODIB�HDNDIO@MKM@O<ODJI��DO�DN�B@I@M<GGT�=@NO�OJ�<QJD?�NG<IB��7JP�H<T
N@@�OC@�H<MF@ODIB�?@K<MOH@IO�PN@�<�NG<IB�RJM?�OJ�O<MB@O�<�NK@>DAD>��R@GGM@N@<M>C@?
<P?D@I>@��=PO�AJM�JPM�KPMKJN@N�JA�TJPM�B@I@M<G�KM@N@IO<ODJI�DIOMJ?P>DIB�<�KMJ?P>O
JM�N@MQD>@��R@�RDGG�NOD>F�OJ�>G@<M��>JHHJI�RJM?N�OC<O�<M@�@<NDGT�PI?@MNOJJ?�

Sexist and Racist Language

1JH@�AJMHN�JA�NG<IB�DIQJGQ@�KPO?JRIN�JA�K@JKG@�=@GJIBDIB�OJ�Q<MDJPN�BMJPKN��2CDN
OTK@�JA�NG<IB�JAO@I�>MJNN@N�OC@�GDI@�<I?�=@>JH@N�JAA@INDQ@��IJO�JIGT�OJ�OC@�BMJPKN
OC<O�<M@�=@DIB�KPO�?JRI��=PO�<GNJ�OJ�JOC@MN�RCJ�H<T�C@<M�DO��'I�OJ?<TfN�RJMFKG<>@
OC@M@�DN�IJ�KG<>@�RC@M@�N@SDNO�JM�M<>DNO�G<IBP<B@�DN�<KKMJKMD<O@��'I�A<>O��PNDIB�NP>C
G<IBP<B@�><I�=@�<�QDJG<ODJI�JA�>JHK<IT�KJGD>D@N�<I?�DI�NJH@�><N@N
<IOD?DN>MDHDI<ODJI�G<RN�

Sexist language�� PN@N�B@I?@M�<N�<�?DN>MDHDI<ODIB�A<>OJM��0@A@MMDIB�OJ�<?PGO�RJH@I
<N�cBDMGNd�JM�PNDIB�OC@�RJM?�cH<Id�OJ�M@A@M�OJ�CPH<IFDI?�<M@�@S<HKG@N�JA�N@SDNO
G<IBP<B@��'I�<�HJM@�=G<O<IO�@S<HKG@��N@Q@M<G�?@><?@N�<BJ�<�RJH<I�R<N�OC@�ADMNO
A@H<G@�N<G@N�M@KM@N@IO<ODQ@�DI�C@M�>JHK<ITfN�N<G@N�AJM>@��2C@�H@I�M@N@IO@?�C@M�<I?
R@M@�>@MO<DI�OC@T�>JPG?�JPON@GG�C@M��NJ�OC@T�C@G?�<�c @<O�OC@� MJ<?d�N<G@N�>JIO@NO�
2J?<T��<�>JIO@NO�RDOC�<�I<H@�GDF@�OC<O�RJPG?�=@�JPO�JA�OC@�LP@NODJI�	<I?�=T�OC@�R<T�
NC@�RJI
�
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2.5 Emphasis Strategies
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Figure 2.3

Historic photo of U.S. troops raising
the flag on Iwo Jima.

Source:http://www.iwojima.com/
raising/raisingb.htm

Figure 2.4

Diagram of a process or series of
relationships.
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Figure 2.5

Different coloured bars show the
monthly dollar amount of sales
closed by each of six sales associates
for six months.

Figure 2.6

ÒPie slicesÓ illustrate the market
share held by competing products or
companies.

Type Purpose Example(s)
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Figure 2.7

Graph stock prices each day.

Figure 2.8

In a presentation on emergency
preparedness, hold up a dust mask.
In a presentation on auto safety, hold
up a seatbelt.
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Figure 2.9

Sit in a chair, pretend to buckle up,
look at the audience, pretend to
drive, and then have a mock
accident, turning your chair on its
side.

Type Purpose Example(s)
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2.6 Improving Verbal Communication

LEARNING OBJECTIVES

�� *DNO�<I?�@SKG<DI�OC@�PN@�JA�NDS�NOM<O@BD@N�AJM�DHKMJQDIB�Q@M=<G
>JHHPID><ODJI�

�� "@HJINOM<O@�OC@�<KKMJKMD<O@�PN@�JA�?@ADIDODJIN�DI�<I�JM<G�JM�RMDOO@I
KM@N@IO<ODJI�

�� 3I?@MNO<I?�CJR�OJ�<NN@NN�OC@�<P?D@I>@��>CJJN@�<I�<KKMJKMD<O@�OJI@��<I?
>C@>F�AJM�PI?@MNO<I?DIB�<I?�M@NPGON�DI�<I�JM<G�JM�RMDOO@I�KM@N@IO<ODJI�

2CMJPBCJPO�OC@�>C<KO@M�R@�C<Q@�QDNDO@?�@S<HKG@N�<I?�NOJMD@N�OC<O�CDBCGDBCO�OC@
DHKJMO<I>@�JA�Q@M=<G�>JHHPID><ODJI��2J�@I?�OC@�>C<KO@M��R@�I@@?�OJ�>JIND?@M�CJR
G<IBP<B@�><I�=@�PN@?�OJ�@IGDBCO@I�JM�?@>@DQ@��@I>JPM<B@�JM�?DN>JPM<B@��@HKJR@M�JM
?@NOMJT�� T�?@ADIDIB�OC@�O@MHN�R@�PN@�<I?�>CJJNDIB�KM@>DN@�RJM?N��R@�RDGG
H<SDHDU@�JPM�<P?D@I>@fN�PI?@MNO<I?DIB�JA�JPM�H@NN<B@��'I�<??DODJI��DO�DN�DHKJMO<IO
OJ�>JIND?@M�OC@�<P?D@I>@��>JIOMJG�TJPM�OJI@��>C@>F�AJM�PI?@MNO<I?DIB��<I?�AJ>PN�JI
M@NPGON��0@>JBIDUDIB�OC@�KJR@M�JA�Q@M=<G�>JHHPID><ODJI�DN�OC@�ADMNO�NO@K�OJ
PI?@MNO<I?DIB�DON�MJG@�<I?�DHK<>O�JI�OC@�>JHHPID><ODJI�KMJ>@NN�

Define Your Terms

#Q@I�RC@I�TJP�<M@�><M@APG�OJ�>M<AO�TJPM�H@NN<B@�>G@<MGT�<I?�>JI>DN@GT��IJO
@Q@MTJI@�RDGG�PI?@MNO<I?�@Q@MT�RJM?�TJP�N<T�JM�RMDO@���N�<I�@AA@>ODQ@�=PNDI@NN
>JHHPID><OJM��TJP�FIJR�DO�DN�TJPM�M@NKJIND=DGDOT�OJ�BDQ@�TJPM�<P?D@I>@�@Q@MT
<?Q<IO<B@�DI�PI?@MNO<I?DIB�TJPM�H@<IDIB��7@O�TJPM�KM@N@IO<ODJI�RJPG?�A<GG�AG<O�DA
TJP�OMD@?�OJ�?@ADI@�@<>C�<I?�@Q@MT�O@MHbTJP�RJPG?�@I?�PK�NJPI?DIB�GDF@�<
?D>ODJI<MT�

2C@�NJGPODJI�DN�OJ�=@�<R<M@�JA�<IT�RJM?N�TJP�<M@�PNDIB�OC<O�H<T�=@�PIA<HDGD<M�OJ
TJPM�<P?D@I>@��5C@I�TJP�D?@IODAT�<I�PIA<HDGD<M�RJM?��TJPM�ADMNO�?@>DNDJI�DN�RC@OC@M
OJ�PN@�DO�JM�OJ�NP=NODOPO@�<�HJM@�>JHHJI��@<NDGT�PI?@MNOJJ?�RJM?��'A�TJP�>CJJN@�OJ
PN@�OC@�PIA<HDGD<M�RJM?��OC@I�TJP�I@@?�OJ�?@>D?@�CJR�OJ�>JIQ@T�DON�H@<IDIB�OJ
OCJN@�DI�TJPM�<P?D@I>@�RCJ�<M@�IJO�A<HDGD<M�RDOC�DO��7JP�H<T�?J�OCDN�DI�<�Q<MD@OT�JA
R<TN��2C@�HJNO�J=QDJPN��JA�>JPMN@��DN�OJ�NO<O@�OC@�H@<IDIB�?DM@>OGT�JM�OJ�M@KCM<N@
OC@�O@MH�DI�?DAA@M@IO�RJM?N�� PO�TJP�H<T�<GNJ�>JIQ@T�OC@�H@<IDIB�DI�OC@�KMJ>@NN�JA
H<FDIB�<I?�NPKKJMODIB�TJPM�KJDION���IJOC@M�R<T�DN�OJ�BDQ@�@S<HKG@N�OJ�DGGPNOM<O@
@<>C�>JI>@KO��JM�PN@�K<M<GG@GN�AMJH�@Q@MT?<T�GDA@�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

��



-Q@M<GG��F@@K�TJPM�<P?D@I>@�DI�HDI?�<I?�DH<BDI@�TJPMN@GA�DI�OC@DM�KG<>@��2CDN�RDGG
C@GK�TJP�OJ�<?EPNO�TJPM�RMDODIB�G@Q@G�<I?�NOTG@�OJ�OC@DM�I@@?N��H<SDHDUDIB�OC@
GDF@GDCJJ?�OC<O�TJPM�H@NN<B@�RDGG�=@�PI?@MNOJJ?�

Choose Precise Words

2J�DI>M@<N@�PI?@MNO<I?DIB��>CJJN@precise words�� OC<O�K<DIO�<N�QDQD?�<I?�<>>PM<O@
<�H@IO<G�KD>OPM@�<N�KJNND=G@�AJM�TJPM�<P?D@I>@��'A�TJP�PN@�G<IBP<B@�OC<O�DN�Q<BP@�JM
<=NOM<>O��TJPM�H@<IDIB�H<T�=@�GJNO�JM�HDNDIO@MKM@O@?��7JPM�?J>PH@IO�JM
KM@N@IO<ODJI�RDGG�<GNJ�=@�G@NN�?TI<HD>�<I?�DIO@M@NODIB�OC<I�DO�>JPG?�=@�

2<=G@������.M@>DN@GT�5C<O��M@�7JP�1<TDIB��GDNON�NJH@�@S<HKG@N�JA�KCM<N@N�OC<O�<M@
DHKM@>DN@�<I?�KM@>DN@��5CD>C�JI@�@QJF@N�<�HJM@�?TI<HD>�DH<B@�DI�TJPM
DH<BDI<ODJI�

2<=G@����.M@>DN@GT�5C<O��M@�7JP�1<TDIB�

#GRT�7JNO�
GJIBODH@�24
CJNO��?D@?�DI
������C@�R<N
JQ@M�@DBCOT�

#GRT�7JNO��OC@�CJNO�JA�KMJBM<HN�NP>C�<N�24-IO<MDJfN�D>JID>�1<OPM?<T
,DBCO�<O�OC@�+JQD@N�<I?�<�M@>DKD@IO�JA�OC@�-M?@M�JA�!<I<?<��?D@?�JA
I<OPM<G�><PN@N�<O�CDN�CJH@�DI�4<I>JPQ@M�DI�������C@�R<N����

1CDC�2UPN�<M@
NH<GG�?JBN�

2C@�!<I<?D<I�)@II@G�!GP=�?@N>MD=@N�OC@�=M@@?�<N�<�cNJGD?��NJPI?�GDOOG@
?JB�d�NO<I?DIB����OJ����>@IODH@OM@N�CDBC�

'O�DN�DHKJMO<IO
OJ�@<O�<�C@<GOCT
?D@O�?PMDIB
KM@BI<I>T�

#<ODIB�<�?D@O�MD>C�DI�RCJG@�BM<DIN��AMPDON�<I?�Q@B@O<=G@N��G@<I�H@<ON��GJR
A<O�?<DMT�KMJ?P>ON�><I�DHKMJQ@�TJPM�C@<GOC�?PMDIB�KM@BI<I>T�<I?�=JJNO
TJPM�>C<I>@N�JA�C<QDIB�<�C@<GOCT�=<=T�

5@�<M@�H<FDIB
BJJ?�KMJBM@NN
JI�OC@�KMJE@>O�

'I�OC@�ORJ�R@@FN�NDI>@�DI>@KODJI��JPM�AJPMH@H=@M�O@<H�C<N�<>CD@Q@?
OCM@@�JA�OC@�NDS�J=E@>ODQ@N�R@�D?@IODAD@?�AJM�KMJE@>O�>JHKG@ODJI��R@�<M@�JI
OM<>F�OJ�>JHKG@O@�OC@�KMJE@>O�DI�<IJOC@M�OCM@@�OJ�AJPM�R@@FN�

$JM�OC@�N<H@
<HJPIO�NK@IO�
R@�@SK@>O@?
HJM@�Q<GP@
<??@?�

5@�C<Q@�@S<HDI@?�N@Q@M<G�KMJKJN<GN�DI�OC@���������M<IB@��<I?�OC@T�<GG
JAA@M�HJM@�A@<OPM@N�OC<I�RC<O�R@�N@@�DI�OC@���������NTNO@H�� !�!JMK��DN
JAA@MDIB�

-AAD>@MN�R@M@
><GG@?�OJ�OC@
N>@I@�

0@NKJI?DIB�OJ�<�����><GG��0!+.�-AAD>@MN�0<THJI?�<I?�+DO>C@GG�NK@?�OJ
OC@�DIO@MN@>ODJI�JA�0@BDJI<G�0J<?���<I?�&DBCR<T����

��� 5JM?N�OC<O�K<DIO�<N�QDQD?�<I?
<>>PM<O@�<�H@IO<G�KD>OPM@�<N
KJNND=G@�AJM�TJPM�<P?D@I>@�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����'HKMJQDIB�4@M=<G�!JHHPID><ODJI ��



2C@�QD>ODH
R@IO�?JRI�OC@
NOM@@O�

2C@�QD>ODH�M<I�N>M@<HDIB�OJ�OC@�CJH@�JA�<�I@DBC=JPM��+<MT�*@@�JA���
-M>C<M?�1OM@@O�

1@Q@M<G
?DAA@M@IO
>JGJPMR<TN�<M@
<Q<DG<=G@�

2C@�NDGF�E<>LP<M?�A<=MD>�DN�<Q<DG<=G@�DI�DQJMT��HJNN��>DII<HJI��<I?�OJK<U
>JGJPMR<TN�

2CDN
NH<MOKCJI@�C<N
HJM@
<KKGD><ODJIN
OC<I�>PNOJH@MN
><I�DH<BDI@�

�O�G<NO�>JPIO��OC@� G<>F @MMT�2@HK@NO�C<N�HJM@�OC<I�����<KKGD><ODJIN�
H<IT�>JNODIB����>@ION�JM�G@NN��PN@MN�><I�B@O�M@<GODH@�NKJMON�N>JM@N�
PKGJ<?�QD?@JN�OJ�2RDO4D?��=MJRN@�>JHHPO@M�OM<DI�N>C@?PG@N��@?DO�@H<DGN
=@AJM@�AJMR<M?DIB��<I?�ADI?�M@>DK@Nb=PO�NJ�A<M��DO�?J@NIfO�?J�OC@�>JJFDIB
AJM�TJP�

��RJH<I�R<N
C@>FG@?�RC@I
NC@�NKJF@�<O�<
OJRI�C<GG
@Q@IO�

-I��PBPNO�����������+<TJM�!M<DB�"RT@M�CJNO@?�<�cOJRI�C<GGd�H@@ODIB�JI
OC@�>DOT�=P?B@O�RC@M@�NJH@�<P?D@I>@�H@H=@MN�C@>FG@?�<I?�=JJ@?�<
RJH<I�DI�<�RC@@G>C<DM�<N�NC@�NKJF@�<=JPO�OC@�I@@?�AJM�HJM@�<AAJM?<=G@
OM<INDO�JKODJIN�AJM�>DODU@IN�RDOC�?DN<=DGDOD@N�

Consider Your Audience

'I�<??DODJI�OJ�KM@>DN@�RJM?N�<I?�>G@<M�?@ADIDODJIN��>JIO@SOP<G�>GP@N�<M@�DHKJMO<IO�OJ
BPD?@�TJPM�<P?D@I>@�<N�OC@T�M@<?��'A�TJP�<M@�NK@<FDIB�OJ�<�B@I@M<G�<P?D@I>@�<I?
>CJJN@�OJ�PN@�<�RJM?�DI�KMJA@NNDJI<G�E<MBJI�OC<O�H<T�=@�PI?@MNOJJ?�=T�H<ITb=PO
IJO�<GGbJA�OC@�K@JKG@�DI�TJPM�<P?D@I>@��AJGGJR�DO�=T�<�>JHHJI�M@A@M@I>@�OC<O�>G@<MGT
M@G<O@N�DON�@NN@IOD<G�H@<IDIB��5DOC�OCDN�KJNDODQ@�NOM<O@BT�TJP�RDGG�=@�<=G@�OJ�AJMB@
M@G<ODJINCDKN�RDOC�<P?D@I>@�H@H=@MN�AMJH�?DQ@MN@�=<>FBMJPI?N��'IO@MI<G
NPHH<MD@N�O@GG�PN�RC<O�R@fQ@�C@<M?�<I?�AJM@><NO�RC<O�DN�OJ�>JH@��'OfN�IJO�EPNO�OC@
RJM?N��=PO�<GNJ�CJR�K@JKG@�C@<M�OC@H�OC<O�>JPION�

'A�TJP�N<T�OC@�H<BD>�RJM?N�cDI�>JI>GPNDJI�d�TJP�N@O�DI�HJODJI�<�N@O�JA�@SK@>O<ODJIN
OC<O�TJP�<M@�<=JPO�OJ�RM<K�DO�PK��'A��CJR@Q@M��TJP�DIOMJ?P>@�<�I@R�KJDIO�<I?
>JIODIP@�OJ�NK@<F��OC@�<P?D@I>@�RDGG�K@M>@DQ@�<I�@SK@>O<I>T�QDJG<ODJI�<I?�CJG?�TJP
<>>JPIO<=G@��7JP�N<D?�OC@�H<BD>�RJM?N�=PO�?D?IfO�CJIJPM�OC@H��-I@�JA�OC@�=@NO
R<TN�OJ�?DNKG<T�M@NK@>O�AJM�TJPM�<P?D@I>@�DN�OJ�IJO�@S>@@?�OC@�@SK@>O@?�ODH@�DI�<
KM@N@IO<ODJI�JM�G@IBOC�DI�<�?J>PH@IO��7JPM�><M@APG�<OO@IODJI�OJ�>JIO@SOP<G�>GP@N
RDGG�?@HJINOM<O@�OC<O�TJP�<M@�>G@<MGT�>JIND?@MDIB�TJPM�<P?D@I>@�

Take Control of Your Tone

"J@N�TJPM�RMDODIB�JM�NK@@>C�NJPI?�KG@<N<IO�<I?�<BM@@<=G@��1DHKG@�JM
NJKCDNOD><O@?��-M�?J@N�DO�>JH@�<>MJNN�<N�NOPAAT��AJMH<G��=GJ<O@?��DMJID>��N<M><NOD>�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����'HKMJQDIB�4@M=<G�!JHHPID><ODJI ��



AGJR@MT��MP?@��JM�DI>JIND?@M<O@��0@>JBIDUDIB�JPM�JRI�OJI@�DN�IJO�<GR<TN�@<NT��<N�R@
O@I?�OJ�M@<?�JM�GDNO@I�AMJH�JPM�JRI�QD@RKJDIO�<I?�H<F@�<GGJR<I>@N�<>>JM?DIBGT�

-I>@�R@�C<Q@�>C<M<>O@MDU@?�JPM�OJI@��R@�I@@?�OJ�?@>D?@�RC@OC@M�<I?�CJR�DO�><I�=@
DHKMJQ@?��%@OODIB�<�C<I?G@�JI�CJR�OJ�DIAGP@I>@�OJI@�<I?�OJ�H<F@�TJPM�QJD>@�H<O>C
TJPM�DIO@IODJIN�O<F@N�ODH@�<I?�NFDGG�

-I@�PN@APG�ODK�DN�OJ�M@<?�TJPM�?J>PH@IO�JPO�GJP?�=@AJM@�TJP�?@GDQ@M�DO��EPNO�<N�TJP
RJPG?�KM<>OD>@�<�NK@@>C�=@AJM@�TJP�KM@N@IO�DO�OJ�<I�<P?D@I>@��1JH@ODH@N�C@<MDIB
TJPM�JRI�RJM?N�><I�M@Q@<G�OC@DM�OJI@��C@GKDIB�TJP�?@>D?@�RC@OC@M�DO�DN�>JMM@>O�JM
<KKMJKMD<O@�AJM�OC@�NDOP<ODJI�

�IJOC@M�R<T�DN�OJ�GDNO@I�JM�R<O>C�JOC@MNf�KM@N@IO<ODJIN�OC<O�C<Q@�=@@I�?@N>MD=@?
RDOC�O@MHN�<NNJ>D<O@?�RDOC�OJI@��$JMH@M�.MDH@�+DIDNO@M� MD<I�+PGMJI@T�C<N�JI@
NOTG@�RCDG@�CDN�NJI�� @I��C<N�<IJOC@M��2C@�RMDODIB�DIThe AtlanticDN�A<M�HJM@
NJKCDNOD><O@?�OC<I�OC@�NDHKG@M�RMDODIB�DISports Illustrated��T@O�=JOC�<M@�Q@MT
NP>>@NNAPG�RDOC�OC@DM�M@NK@>ODQ@�<P?D@I>@N��5C<O�FDI?�JA�OJI@�DN�=@NO�AJM�TJPM
DIO@I?@?�<P?D@I>@�

$DI<GGT��N@@F�JPO�<I?�=@�M@>@KODQ@�OJ�A@@?=<>F�AMJH�O@<>C@MN��>G<NNH<O@N��<I?
>JRJMF@MN��"JIfO�EPNO�O<F@�OC@�RJM?�JA�JI@�>MDOD>��=PO�DA�N@Q@M<G�>MDOD>N�KJDIO�OJ�<
NK@@>C�<N�<I�@S<HKG@�JA�KJHKJPN�@GJLP@I>@��<I?�TJP�?JIfO�R<IO�OJ�>JH@�<>MJNN�DI
TJPM�KM@N@IO<ODJI�<N�KJHKJPN��TJP�H<T�G@<MI�AMJH�OC<O�@S<HKG@�NK@@>C�RC<O�OJ
<QJD?�

Check for Understanding

5C@I�R@�O<GF�OJ�@<>C�JOC@M�A<>@OJA<>@��N@@DIB�DA�NJH@JI@�PI?@MNOJJ?�TJP�DNIfO�<GG
OC<O�?DAAD>PGO��#Q@I�DA�OC@T�M@<GGT�?D?IfO�B@O�DO��TJP�><I�N@@��<NF�LP@NODJIN��<I?�>G<MDAT
MDBCO�<R<T��2C<O�BDQ@N�JM<G�>JHHPID><ODJI��K<MOD>PG<MGT�GDQ@�DIO@M<>ODJI��<�?DNODI>O
<?Q<IO<B@��3N@�OCDN�DHH@?D<>T�AJM�A@@?=<>F�OJ�TJPM�<?Q<IO<B@��+<F@�ODH@�AJM
A@@?=<>F�<I?�KG<I�AJM�DO���NF�>G<MDATDIB�LP@NODJIN��1C<M@�TJPM�KM@N@IO<ODJI�RDOC
HJM@�OC<I�JI@�K@MNJI��<I?�>CJJN@�K@JKG@�OC<O�C<Q@�NDHDG<M�>C<M<>O@MDNOD>N�OJ�TJPM
<IOD>DK<O@?�<P?D@I>@�

'A�TJP�R@M@�BJDIB�OJ�KM@N@IO�OJ�<�BMJPK�OC<O�TJP�FI@R�DI�<?Q<I>@�R<N�JA�<�>@MO<DI
<B@��N@S��JM�KMJA@NNDJI<G�=<>FBMJPI?��DO�RJPG?�JIGT�H<F@�N@IN@�OJ�>JII@>O�RDOC
NJH@JI@�AMJH�OC<O�BMJPK�KMDJM�OJ�TJPM�<>OP<G�K@MAJMH<I>@�OJ�>C@>F�<I?�N@@�DA�RC<O
TJP�C<Q@�>M@<O@?�<I?�RC<O�OC@T�@SK@>O�<M@�NDHDG<M��'I�JM<G�>JHHPID><ODJI�
A@@?=<>F�DN�<�>JM@�>JHKJI@IO�JA�OC@�>JHHPID><ODJI�HJ?@G�<I?�R@�><I�JAO@I�N@@�DO�
C@<M�DO��<I?�DO�O<F@N�G@NN�@AAJMO�OJ�<NN@NN�DO�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����'HKMJQDIB�4@M=<G�!JHHPID><ODJI ��



Be Results Oriented

�O�OC@�@I?�JA�OC@�?<T��OC@�<NNDBIH@IO�C<N�OJ�=@�>JHKG@O@��'O�><I�=@�<�>C<GG@IB@�OJ
=<G<I>@�OC@�I@@?�AJM�<OO@IODJI�OJ�?@O<DG�RDOC�OC@�I@@?�OJ�<MMDQ@�<O�OC@�@I?
KMJ?P>Ob<I?�DON�?P@�?<O@��1O@KC@I�!JQ@T!JQ@T��1��	����
� The seven habits of highly
effective people��,@R�7JMF��,7��1DHJI���1>CPNO@M�NPBB@NON�=@BDIIDIB�RDOC�OC@�@I?�DI
HDI?�<N�JI@�NOM<O@BT�AJM�NP>>@NN��'A�TJP�C<Q@�?JI@�TJPM�KM@K<M<ODJI��FIJR�TJPM
<NNDBIH@IO�BJ<GN��?@NDM@?�M@NPGON��C<Q@�G@<MI@?�<=JPO�TJPM�<P?D@I>@�<I?�O<DGJM@?
OC@�H@NN<B@�OJ�OC@DM�@SK@>O<ODJIN��OC@I�TJP�<M@�R@GG�JI�TJPM�R<T�OJ�>JHKG@ODIB�OC@
O<NF��,J�?J>PH@IO�JM�KM@N@IO<ODJI�DN�K@MA@>O��=PO�OC@�BJ<G�DON@GA�DN�RJMOCT�JA�TJPM
>JIODIP@?�@AAJMO�AJM�DHKMJQ@H@IO�

&@M@�OC@�F@T�DN�OJ�FIJR�RC@I�APMOC@M�M@QDNDJI�RDGG�IJO�=@I@ADO�OC@�KM@N@IO<ODJI�<I?
OJ�NCDAO�OC@�AJ>PN�OJ�O@NO�H<MF@ODIB��<NFDIB�AJM�A@@?=<>F��JM�NDHKGT�NC<MDIB�DO�RDOC�<
H@IOJM�JM�>JRJMF@M�AJM�<�LPD>F�M@QD@R��$DI?DIB�=<G<I>@�RCDG@�@IB<BDIB�DI�<I
<>ODQDOT�OC<O�M@LPDM@N�<�CDBC�G@Q@G�JA�<OO@IODJI�OJ�?@O<DG�><I�=@�>C<GG@IBDIB�AJM�<IT
=PNDI@NN�>JHHPID><OJM��=PO�DO�DN�C@GKAPG�OJ�F@@K�OC@�@I?�DI�HDI?�

KEY TAKEAWAY

2J�DHKMJQ@�>JHHPID><ODJI��?@ADI@�TJPM�O@MHN��>CJJN@�KM@>DN@�RJM?N�
>JIND?@M�TJPM�<P?D@I>@��>JIOMJG�TJPM�OJI@��>C@>F�AJM�PI?@MNO<I?DIB��<I?
<DH�AJM�M@NPGON�

EXERCISES

�� !CJJN@�<�KD@>@�JA�RMDODIB�AMJH�<�KMJA@NNDJI�TJP�<M@�PIA<HDGD<M�RDOC��$JM
@S<HKG@��DA�TJP�<M@�NOP?TDIB�<>>JPIODIB��>CJJN@�<I�@S>@MKO�AMJH�<�=JJF
JI�A<NCDJI�?@NDBI��'?@IODAT�N@Q@M<G�O@MHN�TJP�<M@�PIA<HDGD<M�RDOC��O@MHN
OC<O�H<T�=@�>JIND?@M@?�E<MBJI��&JR�?J@N�OC@�RMDO@M�C@GK�TJP
PI?@MNO<I?�OC@�H@<IDIB�JA�OC@N@�O@MHN��!JPG?�OC@�RMDO@M�H<F@�OC@H
@<ND@M�OJ�PI?@MNO<I?��1C<M@�TJPM�ADI?DIBN�RDOC�TJPM�>G<NN�

�� 'I�TJPM�>CJN@I�><M@@M�AD@G?�JM�TJPM�>JGG@B@�H<EJM��D?@IODAT�O@I�E<MBJI
RJM?N��?@ADI@�OC@H��<I?�NC<M@�OC@H�RDOC�OC@�>G<NN�

�� "@N>MD=@�<�NDHKG@�KMJ>@NN��AMJH�=MPNCDIB�TJPM�O@@OC�OJ�JK@IDIB�OC@�OJK
JA�<�=JOOG@��DI�<N�KM@>DN@�O@MHN�<N�KJNND=G@��.M@N@IO�OJ�OC@�>G<NN�

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

����'HKMJQDIB�4@M=<G�!JHHPID><ODJI ��



2.7 Additional Resources

 @IE<HDI�*@@�5CJMA�R<N�JI@�JA�OC@�OR@IOD@OC�>@IOPMTfN�AJM@HJNO�GDIBPDNON��*@<MI
HJM@�<=JPO�CDN�OC@JMD@N�JA�NK@@>C�=@C<QDJPM�=T�QDNDODIB�OCDN�NDO@�
COOK���BM<DG�>=<�>NPJCDJ�@?P�VNJHJN�RCJMA�COHG

4DNDO�'IAJKG@<N@�OJ�G@<MI�HJM@�<=JPO�OC@�@HDI@IO�GDIBPDNO�	<I?�3�1��N@I<OJM
�1��'�
&<T<F<R<�COOK���RRR�DIAJKG@<N@�>JH�DK<����������COHG

D"D>ODJI<MT�DN�<�AM@@�JIGDI@�!<I<?D<I�?D>ODJI<MT�<I?�OC@N<PMPN�
COOK���RRR�D?D>ODJI<MT�><�

2C@�!* -1��DN�<I�JIGDI@�N@GA<NN@NNH@IO�OJJG�AJM�K@JKG@�RCJ�<M@�DIO@M@NO@?�DI
<NN@NNDIB�OC@DM�#IBGDNC�JM�$M@I>C�<N�<�1@>JI?�*<IBP<B@�COOK���RRR�>G=JN<�><�

&<MQ<M?�KNT>CJGJBT�KMJA@NNJM�1O@Q@I�.DIF@M�DN�JI@�JA�OJ?<TfN�HJNO�DIIJQ<ODQ@
<POCJMDOD@N�JI�G<IBP<B@��#SKGJM@�M@QD@RN�JA�=JJFN�<=JPO�G<IBP<B@�.DIF@M�C<N
KP=GDNC@?�COOK���KDIF@M�REC�C<MQ<M?�@?P�=JJFN�DI?@S�COHG

0@A@M@I>@�>JH�DN�<I��H@MD><I�5@=�NDO@�OC<O�JAA@MN�<�R@<GOC�JA�?@ADIDODJIN��NTIJITH
ADI?@MN��<I?�JOC@M�BPD?@N�OJ�>CJJNDIB�OC@�MDBCO�RJM?N�
COOK���?D>ODJI<MT�M@A@M@I>@�>JH

4DNDO�%JJ?M@<?N�<I?�G@<MI�<=JPO�JI@�JA�OC@�HJNO�RD?@GT�PN@?�NOTG@�H<IP<GN�The
Chicago Manual of Style� COOK���RRR�BJJ?M@<?N�>JH�=JJF�NCJR�
�������2C@;!CD><BJ;+<IP<G;JA;1OTG@

$JM�DI?@KOC�DIAJMH<ODJI�JI�CJR�OJ�KM@N@IO�QDNP<GN�@AA@>ODQ@GT��QDNDO�OC@�5@=�NDO@�JA
#?R<M?�2PAO@��<�.MJA@NNJM�#H@MDOPN�<O�7<G@�3IDQ@MNDOT��RC@M@�C@�O<PBCO�>JPMN@N�DI
NO<ODNOD><G�@QD?@I>@��DIAJMH<ODJI�?@NDBI��<I?�DIO@MA<>@�?@NDBI�
COOK���RRR�@?R<M?OPAO@�>JH�OPAO@�DI?@S

2C@�c'�&<Q@�<�"M@<Hd�NK@@>C�=T�+<MODI�*POC@M�)DIB�(M��DN�JI@�JA�OC@�HJNO�A<HJPN
NK@@>C@N�JA�<GG�ODH@��4D@R�DO�JI�QD?@J�<I?�M@<?�OC@�O@SO�
COOK���RRR�<H@MD><IMC@OJMD>�>JH�NK@@>C@N�HGFDC<Q@<?M@<H�COH

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

��

http://grail.cba.csuohio.edu/~somos/whorf.html
http://www.infoplease.com/ipa/A0880739.html
http://www.idictionary.ca/
http://www.clb-osa.ca/
http://pinker.wjh.harvard.edu/books/index.html
http://dictionary.reference.com
http://www.goodreads.com/book/show/103362.The_Chicago_Manual_of_Style
http://www.goodreads.com/book/show/103362.The_Chicago_Manual_of_Style
http://www.edwardtufte.com/tufte/index
http://www.americanrhetoric.com/speeches/mlkihaveadream.htm


2J�G@<MI�HJM@�<=JPO�=@DIB�M@NPGON�JMD@IO@?��QDNDO�OC@�5@=�NDO@�JA�1O@KC@I�!JQ@T�
<POCJM�JA�OC@�=@NO�N@GG@MThe Seven Habits of Highly Effective People�
COOKN���RRR�NO@KC@I>JQ@T�>JH

!C<KO@M���"@GDQ@MDIB�7JPM�+@NN<B@

�����??DODJI<G�0@NJPM>@N ��

https://www.stephencovey.com


Chapter 3

Understanding Your Audience
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Getting Started

INTRODUCTORY EXERCISES
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Figure 3.3Solution to
Introductory Exercise 5 (the
ÒNine-Dot ProblemÓ)
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3.1 Self-Understanding Is Fundamental to Communication

LEARNING OBJECTIVES
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Figure 3.4

Peaceful or dangerous? Your
perception influences your
response.
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Figure 3.5Continuity

!JIODIPDOT�><I�<GNJ�G@<?�OJ�<�R@GGFIJRI�GJBD><G�A<GG<>T��JM�A<GN@�=@GD@A��DIQJGQDIB
N@LP@I>@�<I?�><PN@@AA@>O�M@G<ODJINCDKN��'A�NJH@OCDIB�C<KK@IN�<AO@M�NJH@OCDIB�@GN@�
?J@N�OC<O�H@<I�OC<O�OC@�ADMNO�@Q@IO�><PN@?�OC@�N@>JI?�@Q@IO��7JP�RDNC�AJM�M<DI�<I?
DO�M<DIN��!JII@>O@?��*JBD>�<I?�>JHHJI�N@IN@�RJPG?�N<T�IJ��7JP�C<Q@�<�?M@<H�<=JPO
<�KG<I@�>M<NC��<I?�OC@�I@SO�?<T�OC@M@�DN�<�H<EJM�<DMGDI@�>M<NC��"D?�TJPM�?M@<H�><PN@
OC@�>M<NC��-=QDJPNGT�IJO�

5C@I�J=E@>ON�JM�@Q@ION�<M@�NDHDG<M��R@�O@I?�OJ�BMJPK�OC@H�OJB@OC@M�DI�JPM�HDI?N�
<B<DI�H<FDIB�OC@�<NNPHKODJI�OC<O�OC@T�<M@�M@G<O@?�=T�OC@DM�>JHHJI
>C<M<>O@MDNOD>N�Similarity �� DN�OC@�K@M>@KOP<G�JMB<IDU<ODJI�JA�DIAJMH<ODJI�=<N@?�JI
K@M>@DQ@?�KJDION�JA�>JHHJI�>C<M<>O@MDNOD>N�<>MJNN�?DNODI>O�DO@HN��$JM�@S<HKG@��<
CJMN@��<�HPG@��<I?�<�?JIF@T�<M@�?DNODI>O��=PO�R@�K@M>@DQ@�OC@H�<N�=@DIB�NDHDG<M�OJ
JI@�<IJOC@M�

2C@�KMDI>DKG@�JAclosure�� PI?@MN>JM@N�JPM�O@I?@I>T�OJ�PN@�KM@QDJPN�FIJRG@?B@�OJ
ADGG�DI�OC@�B<KN�DI�<I�DI>JHKG@O@�D?@<�JM�KD>OPM@��'A�TJP�<M@�O<GFDIB�OJ�<�AMD@I?�JI
TJPM�>@GG�KCJI@�<I?�OC@�>JII@>ODJI�=M@<FN�PK�AJM�<�A@R�N@>JI?N��TJP�H<T�HDNN�NJH@
RJM?N��=PO�TJP�><I�BM<NK�OC@�H<DI�D?@<�=T�<POJH<OD><GGT�BP@NNDIB�RC<O�R<N�N<D?�
7JP�?J�OCDN�=<N@?�JI�TJPM�KM@QDJPN�CDNOJMT�JA�>JHHPID><ODIB�RDOC�TJPM�AMD@I?�JI
NDHDG<M�OJKD>N��"J�TJP�<GR<TN�BP@NN�>JMM@>OGT��-A�>JPMN@�IJO��*JJF�<O�OC@�ADBPM@
=@GJR��"J�TJP�N@@�<�NO<M�JM�<�MDIB�JA�.<>+<IGDF@�>DM>G@N�

��� 2C@�K@M>@KOP<G�JMB<IDU<ODJI�JA
DIAJMH<ODJI�=<N@?�JI
K@M>@DQ@?�KJDION�JA�>JHHJI
>C<M<>O@MDNOD>N�<>MJNN�?DNODI>O
DO@HN�

��� -PM�O@I?@I>T�OJ�PN@�KM@QDJPN
FIJRG@?B@�OJ�ADGG�DI�OC@�B<KN�DI
<I�DI>JHKG@O@�D?@<�JM�KD>OPM@�

!C<KO@M���3I?@MNO<I?DIB�7JPM��P?D@I>@

����.@M>@KODJI ���



Figure 3.6

Do you see a ring of Pac-Man-like circles?
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3.3 Differences in Perception

LEARNING OBJECTIVE
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3.4 Getting to Know Your Audience

LEARNING OBJECTIVE
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Figure 3.7Iceberg Model

$JMH@M�3�1��.M@ND?@IO�2C@J?JM@�0JJN@Q@GO�KJDIO@?�JPO�OC<O�cOC@�HJNO�DHKJMO<IO
NDIBG@�DIBM@?D@IO�DI�OC@�AJMHPG<�JA�NP>>@NN�DN�FIJRDIB�CJR�OJ�B@O�<GJIB�RDOC
K@JKG@�d�)IJRDIB�TJPM�<P?D@I>@�R@GG�=@AJM@�TJP�NK@<F�DN�@NN@IOD<G��&@M@�<M@�<�A@R
LP@NODJIN�OJ�C@GK�BPD?@�TJP�DI�G@<MIDIB�HJM@�<=JPO�TJPM�<P?D@I>@�

^ &JR�=DB�DN�OC@�<P?D@I>@�
^ 5C<O�<M@�OC@DM�=<>FBMJPI?N��B@I?@M��<B@��EJ=N��@?P><ODJI��<I?�JM

DIO@M@NON�
^ "J�OC@T�<GM@<?T�FIJR�<=JPO�TJPM�OJKD>��'A�NJ��CJR�HP>C�
^ 5DGG�JOC@M�H<O@MD<GN�=@�KM@N@IO@?�JM�<Q<DG<=G@��'A�NJ��RC<O�<M@�OC@T�

RC<O�?J�OC@T�>JQ@M��<I?�CJR�?J�OC@T�M@G<O@�OJ�TJPM�H@NN<B@�
^ &JR�HP>C�ODH@�DN�<GGJOO@?�AJM�TJPM�KM@N@IO<ODJI��JM�CJR�HP>C�NK<>@

?J�TJP�C<Q@�AJM�TJPM�RMDOO@I�?J>PH@IO��5DGG�TJPM�?J>PH@IO�JM
KM@N@IO<ODJI�NO<I?�<GJI@�JM�?J�TJP�C<Q@�OC@�JKODJI�JA�<??DIB�QDNP<GN�
<P?DJQDNP<G�<D?N��JM�GDIFN�

!C<KO@M���3I?@MNO<I?DIB�7JPM��P?D@I>@

����%@OODIB�OJ�)IJR�7JPM��P?D@I>@ ���



Figure 3.8

Demographic Traits
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3.5 Listening and Reading for Understanding
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4.1 Oral versus Written Communication
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EXERCISES
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4.2 How Is Writing Learned?

LEARNING OBJECTIVE
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Figure 4.1

Reading is one of the most useful
lifelong habits you can practice
to boost your business
communication skills.
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Constructive Criticism and Targeted Practice
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Figure 4.2

Excellence in writing comes from
effort.
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EXERCISES
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4.3 Good Writing

LEARNING OBJECTIVES
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Rhetorical Elements and Cognate Strategies

�IJOC@M�<KKMJ<>C�OJ�?@ADIDIB�BJJ?�RMDODIB�DN�OJ�GJJF�<O�CJR�DO�APGADGGN�OC@�BJ<GN�JA
ORJ�R@GGFIJRI�NTNO@HN�DI�>JHHPID><ODJI��-I@�JA�OC@N@�NTNO@HN�>JHKMDN@N�OC@
OCM@@�>G<NND><G�@G@H@ION�JArhetoric � ��JM�OC@�<MO�JA�KM@N@IODIB�<I�<MBPH@IO��2C@N@
@G@H@ION�<M@logos	GJBD>
�ethos	@OCD>N�<I?�>M@?D=DGDOT
��<I?pathos	@HJODJI<G
<KK@<G
��ADMNO�KMJKJN@?�=T�OC@�<I>D@IO�%M@@F�O@<>C@M��MDNOJOG@���GOCJPBC�MC@OJMD>�DN
JAO@I�<KKGD@?�OJ�JM<G�>JHHPID><ODJI��@NK@>D<GGT�KP=GD>�NK@<FDIB��DO�DN�<GNJ
API?<H@IO<G�OJ�BJJ?�RMDODIB�

��N@>JI?�N@O�JA�BJ<GN�DIQJGQ@N�RC<O�<M@�><GG@?cognate strategies� ��JM�R<TN�JA
KMJHJODIB�PI?@MNO<I?DIB�)JNO@GID>F��!�����0J=@MON��"��	����
�Designing visual
language: Strategies for professional communicators	K����
��,@@?C<H�&@DBCON��+����GGTI
�� <>JI� ?@Q@GJK@?�DI�M@>@IO�?@><?@N�=T�!C<MG@N�)JNO@GID>F�<I?�"<QD?�0JB@MN��*DF@

�� 2C@�<MO�JA�KM@N@IODIB�<I
<MBPH@IO�

�� 5<TN�JA�AM<HDIB��@SKM@NNDIB
<I?�M@KM@N@IODIB�<�H@NN<B@�OJ
<I�<P?D@I>@�

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����%JJ?�5MDODIB ���



MC@OJMD><G�@G@H@ION��>JBI<O@�NOM<O@BD@N�><I�=@�<KKGD@?�OJ�KP=GD>�NK@<FDIB��=PO�OC@T
<M@�<GNJ�PN@APG�DI�?@Q@GJKDIB�BJJ?�RMDODIB�2<=G@������0C@OJMD><G�#G@H@ION�<I?
!JBI<O@�1OM<O@BD@N�?@N>MD=@N�OC@N@�BJ<GN��OC@DM�KPMKJN@N��<I?�@S<HKG@N�JA�CJR�OC@T
H<T�=@�><MMD@?�JPO�DI�=PNDI@NN�RMDODIB�

2<=G@����0C@OJMD><G�#G@H@ION�<I?�!JBI<O@�1OM<O@BD@N

AristotleÕs
Rhetorical
Elements

Cognate
Strategies

Focus Example in Business Writing

!G<MDOT
!G@<M
PI?@MNO<I?DIB

�I�<IIJPI>@H@IO�RDGG�=@�H<?@�OJ�OC@
>JHK<IT�G<O@M�DI�OC@�R@@F��=PO�'�R<IO@?�OJ
O@GG�TJP�K@MNJI<GGT�OC<O�<N�JA�OC@�ADMNO�JA�I@SO
HJIOC��'�RDGG�=@�G@<QDIB�HT�KJNDODJI�OJ�<>>@KO
<�OCM@@T@<M�<NNDBIH@IO�DI�JPM�1DIB<KJM@
JAAD>@���N�NJJI�<N�APMOC@M�?@O<DGN�<=JPO�OC@
H<I<B@H@IO�JA�TJPM�<>>JPIO�<M@�<Q<DG<=G@��'
RDGG�NC<M@�OC@H�RDOC�TJP�

!JI>DN@I@NN)@T�KJDION

'I�OJHJMMJRfN�>JIA@M@I>@�><GG�1@<I�R<ION�OJ
DIOMJ?P>@�OC@�I@R�O@<H�H@H=@MN��JPOGDI@�OC@
N>C@?PG@�<I?�=P?B@O�AJM�OC@�KMJE@>O��<I?
>G<MDAT�@<>C�K@MNJIfN�M@NKJIND=DGDOD@N�DI
H@@ODIB�JPM�BJ<GN�

*JBJN

�MM<IB@H@IO
-M?@M�
CD@M<M>CT�
KG<>@H@IO

-PM�?@K<MOH@IO�C<N�H<OMDS�NOMP>OPM@��5@
C<Q@�OCM@@�KMJ?P>O�?@Q@GJKH@IO�BMJPKN��JI@
AJM�@<>C�><O@BJMT�JA�KMJ?P>O��5@�<GNJ�C<Q@�<
H<IPA<>OPMDIB�BMJPK��<�ADI<I>@�BMJPK��<I?�<
N<G@N�BMJPK��?DAA@M@IO�BMJPK�H@H=@MN�<M@
<NNDBI@?�OJ�@<>C�JA�OC@�OCM@@�KMJ?P>O
><O@BJMD@N��5DOCDI�OC@�H<OMDS��JPM�NOMP>OPM@�DN
AG<O��H@<IDIB�OC<O�R@�C<Q@�IJ�BMJPK�G@<?@MN�
#Q@MTJI@�M@KJMON�OJ� @OC��OC@�?@K<MOH@IO
H<I<B@M�

!M@?D=DGDOT
!C<M<>O@M�
OMPNO

&<QDIB�FIJRI�<I?�RJMF@?�RDOC�(@NN@�AJM
HJM@�OC<I�ADQ@�T@<MN��'�><I�CDBCGT�M@>JHH@I?
CDH�OJ�O<F@�HT�KG<>@�<N�TJPM�<?QDNJM��'I
<??DODJI�OJ�C<QDIB�NPK@M=�LP<GDAD><ODJIN��(@NN@
DN�FIJRI�AJM�CDN�?@?D><ODJI��CJI@NOT��<I?
><MDIB�<OODOP?@��&@�RDGG�<GR<TN�BJ�OC@�@SOM<
HDG@�AJM�CDN�>GD@ION�

#OCJN

#SK@>O<ODJI
,JMHN�<I?
<IOD>DK<O@?
JPO>JH@N

�N�DN�OTKD><G�DI�JPM�DI?PNOMT��R@�NCDK�<GG
H@M>C<I?DN@�$- �JPM�R<M@CJPN@��.MD>@N�<M@
@S>GPNDQ@�JA�<IT�A@?@M<G��KMJQDI>D<G��JM�GJ><G

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����%JJ?�5MDODIB ���



AristotleÕs
Rhetorical
Elements

Cognate
Strategies

Focus Example in Business Writing

O<S@N��.<TH@IO�O@MHN�<M@�I@O����?<TN�AMJH
?<O@�JA�DIQJD>@�

0@A@M@I>@
1JPM>@N�<I?
AM<H@N�JA
M@A@M@I>@

�>>JM?DIB�OJ�<I�<MOD>G@�DIBusiness Week?<O@?
->OJ=@M�����������"JJN<I�DN�JI@�JA�OC@�G<MB@NO
=PNDI@NN�>JIBGJH@M<O@N�DI�1JPOC�)JM@<�

2JI@ #SKM@NNDJI

'�M@<GGT�?JIfO�C<Q@�RJM?N�OJ�@SKM@NN�CJR
BM<O@APG�'�<H�AJM�<GG�OC@�NPKKJMO�TJPfQ@
@SO@I?@?�OJ�H@�<I?�HT�A<HDGT�DI�OCDN�CJPM�JA
I@@?��7JP�BPTN�<M@�OC@�=@NO�

#HKC<NDN 0@G@Q<I>@

'O�R<N�PI>JIN>DJI<=G@�AJM�<�H@H=@M�JA�JPM
JMB<IDU<ODJI�OJ�NCJPO�<I�DIO@MMPKODJI�RCDG@
OC@�KM@ND?@IO�R<N�NK@<FDIB��5C<O�I@@?N�OJ
C<KK@I�IJRb<I?�G@O�H@�=@�>G@<M�<=JPO
OCDNbDN�<I�DHH@?D<O@�<KJGJBT�

.<OCJN

#IB<B@H@IO0@G<ODJINCDK
$<DOCAPG�NJG?D@MN�KG@?B@�I@Q@M�OJ�G@<Q@�<�A<GG@I
>JHM<?@�JI�OC@�=<OOG@AD@G?�

KEY TAKEAWAY

%JJ?�RMDODIB�DN�>C<M<>O@MDU@?�=T�>JMM@>OI@NN��@<N@�JA�M@<?DIB��<I?
<OOM<>ODQ@I@NN��DO�<GNJ�H@@ON�M@<?@M�@SK@>O<ODJIN�<I?�DN�>G@<M��>JI>DN@�
@AAD>D@IO��<I?�@AA@>ODQ@��0C@OJMD><G�@G@H@ION�	logos� ethos��<I? pathos
�<I?
>JBI<O@�NOM<O@BD@N�	>G<MDOT��>JI>DN@I@NN��<MM<IB@H@IO��>M@?D=DGDOT�
@SK@>O<ODJI��M@A@M@I>@��OJI@��@HKC<NDN��<I?�@IB<B@H@IO
�<M@�BJ<GN�OC<O�<M@
<>CD@Q@?�DI�BJJ?�=PNDI@NN�RMDODIB�

EXERCISES

�� !CJJN@�<�KD@>@�JA�=PNDI@NN�RMDODIB�OC<O�<OOM<>ON�TJPM�DIO@M@NO��5C<O
H<?@�TJP�R<IO�OJ�M@<?�DO��1C<M@�TJPM�OCJPBCON�RDOC�TJPM�>G<NNH<O@N�

�� !CJJN@�<�KD@>@�JA�=PNDI@NN�RMDODIB�<I?�@Q<GP<O@�DO�<>>JM?DIB�OJ�OC@
LP<GDOD@N�JA�BJJ?�RMDODIB�KM@N@IO@?�DI�OCDN�N@>ODJI��"J�TJP�OCDIF�OC@
RMDODIB�LP<GDAD@N�<N�cBJJ?d��5CT�JM�RCT�IJO��"DN>PNN�TJPM�JKDIDJI�RDOC
TJPM�>G<NNH<O@N�

�� '?@IODAT�OC@�@OCJN��K<OCJN��<I?�GJBJN�DI�<�?J>PH@IO��1C<M@�<I?�>JHK<M@
RDOC�>G<NNH<O@N�

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����%JJ?�5MDODIB ���



4.4 Style in Written Communication

LEARNING OBJECTIVES

�� "@N>MD=@�<I?�D?@IODAT�OCM@@�NOTG@N�JA�RMDODIB�
�� "@HJINOM<O@�OC@�<KKMJKMD<O@�PN@�JA�>JGGJLPD<G��><NP<G��<I?�AJMH<G

RMDODIB�DI�<O�G@<NO�JI@�?J>PH@IO�JA�@<>C�NOTG@�

-I@�R<T�OJ�@S<HDI@�RMDOO@I�>JHHPID><ODJI�DN�AMJH�<�NOMP>OPM<G�K@MNK@>ODQ@��5JM?N
<M@�<�N@MD@N�JA�NTH=JGN�OC<O�>JHHPID><O@�H@<IDIB��NOMPIB�OJB@OC@M�DI�NK@>DAD>
K<OO@MIN�OC<O�<M@�>JH=DI@?�OJ�>JHHPID><O@�>JHKG@S�<I?�>JHKJPI?�H@<IDIBN�
,JPIN��Q@M=N��<?E@>ODQ@N��<?Q@M=N��KM@KJNDODJIN��<I?�<MOD>G@N�<M@�OC@�=PDG?DIB�=GJ>FN
TJP�RDGG�PN@�RC@I�>JHKJNDIB�RMDOO@I�?J>PH@ION��+DNNK@GGDIBN�JA�DI?DQD?P<G�RJM?N
JM�BM<HH<OD><G�@MMJMN�DIQJGQDIB�HDNKG<>@H@IO�JM�DI>JMM@>O�RJM?�>CJD>@N�DI�<
N@IO@I>@��><I�>M@<O@�>JIAPNDJI��GJN@�H@<IDIB��<I?�C<Q@�<�I@B<ODQ@�DHK<>O�JI�OC@
M@>@KODJI�JA�TJPM�?J>PH@IO��#MMJMN�OC@HN@GQ@N�<M@�IJO�DIC@M@IOGT�=<?��=PO�A<DGPM@
OJ�M@>JBIDU@�<I?�ADS�OC@H�RDGG�M@AG@>O�JI�TJP��TJPM�>JHK<IT��<I?�GDHDO�TJPM�NP>>@NN�
1@GA>JMM@>ODJI�DN�K<MO�JA�OC@�RMDODIB�KMJ>@NN�

�IJOC@M�R<T�OJ�@S<HDI@�RMDOO@I�>JHHPID><ODJI�DN�AMJH�<�BJ<GN�K@MNK@>ODQ@��RC@M@
NK@>DAD>�?J>PH@ION�<??M@NN�NO<O@?�	JM�PINO<O@?
�BJ<GN�<I?�C<Q@�MPG@N��>PNOJHN��<I?
AJMH<ON�OC<O�<M@�<IOD>DK<O@?�<I?�@SK@>O@?��4DJG<ODJIN�JA�OC@N@�MPG@N��>PNOJHN��JM
AJMH<ONbRC@OC@M�DIO@IODJI<G�JM�PIDIO@IODJI<Gb><I�<GNJ�C<Q@�<�I@B<ODQ@�DHK<>O�JI
OC@�R<T�TJPM�?J>PH@IO�DN�M@>@DQ@?�

!JGGJLPD<G��><NP<G��<I?�AJMH<G�RMDODIB�<M@�OCM@@�>JHHJI�NOTG@N�OC<O�><MMT�OC@DM�JRI
K<MOD>PG<M�N@ON�JA�@SK@>O<ODJIN��5CD>C�NOTG@�TJP�PN@�RDGG�?@K@I?�JI�TJPM�<P?D@I>@�
<I?�JAO@I�RC@OC@M�TJPM�>JHHPID><ODJI�DN�BJDIB�OJ�=@�M@<?�JIGT�=T�OCJN@�DI�TJPM
>JHK<IT�	internal communications � 
�JM�=T�OCJN@�JPOND?@�OC@�JMB<IDU<ODJI��NP>C�<N
Q@I?JMN��>PNOJH@MN�JM�>GD@ION�	external communications � 
���N�<�B@I@M<G�MPG@�
@SO@MI<G�>JHHPID><ODJIN�O@I?�OJ�=@�HJM@�AJMH<G��EPNO�<N�>JMKJM<O@�G@OO@MC@<?�<I?
=PNDI@NN�><M?Nb?@NDBI@?�AJM�KM@N@IO<ODJI�OJ�OC@�cJPOND?@�RJMG?db<M@�HJM@�AJMH<G
OC<I�OC@�@H<DG�<I?�O@SO�H@NN<B@N�OC<O�<M@�PN@?�AJM�@Q@MT?<T�RMDODIB�RDOCDI�OC@
JMB<IDU<ODJI�

1OTG@�<GNJ�?@K@I?N�JI�OC@�KPMKJN@�JA�OC@�?J>PH@IO�<I?�DON�<P?D@I>@��'A�TJPM�RMDODIB
<NNDBIH@IO�DN�AJM�5@=�K<B@�>JIO@IO��>G@<M�<I?�>JI>DN@�PN@�JA�OC@�RMDOO@I�RJM?�DN
@NN@IOD<G��'A�TJPM�RMDODIB�<NNDBIH@IO�DN�<�A@<OPM@�DIO@M@NO�<MOD>G@�AJM�<I�JIGDI@
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RDOC�BM<KCD>N��KD>OPM@N��@H=@??@?�QD?@J�JM�<P?DJ�>GDKN��<I?�GDIFN�OJ�M@G<O@?�OJKD>N�
'A�TJPM�RMDODIB�<NNDBIH@IO�DIQJGQ@N�<I�DIOMJ?P>OJMT�G@OO@M�M@KM@N@IO@?�JI�<�KMDIO@?
K<B@�?@GDQ@M@?�DI�<I�@IQ@GJK@�OJ�<�KJO@IOD<G�>PNOJH@M��TJP�RJIfO�C<Q@�OC@
DIO@M<>ODQDOT�OJ�@IC<I>@�TJPM�RMDODIB��KG<>DIB�<I�<??DODJI<G�=PM?@I�JI�TJPM�RMDODIB
<I?�CJR�TJP�M@KM@N@IO�DO�

Colloquial

Colloquial language� DN�<I�DIAJMH<G��>JIQ@MN<ODJI<G�NOTG@�JA�RMDODIB��'O�?DAA@MN�AMJH
NO<I?<M?�=PNDI@NN�#IBGDNC�DI�OC<O�DO�JAO@I�H<F@N�PN@�JA�>JGJPMAPG�@SKM@NNDJIN��NG<IB�
<I?�M@BDJI<G�KCM<N@N���N�<�M@NPGO��DO�><I�=@�?DAAD>PGO�OJ�PI?@MNO<I?�AJM�<I�#IBGDNC
G@<MI@M�JM�<�K@MNJI�AMJH�<�?DAA@M@IO�M@BDJI�JA�OC@�>JPIOMT��1JH@ODH@N�>JGGJLPD<GDNH
O<F@N�OC@�AJMH�JA�<�RJM?�?DAA@M@I>@��AJM�@S<HKG@��OC@�?DAA@M@I>@�=@OR@@I�<�c!JF@�d�<
cKJK��<I?�<�cNJ?<�KJKd�	JM��>JP>C����NJA<��JM��>C@NO@MAD@G?�
�KMDH<MDGT�?@K@I?N�JI
RC@M@�TJP�GDQ@��5C@I�M@A@MMDIB�OJ�PI?@MR@<M��TJP�HDBCO�C@<M�OC@�RJM?N��PI?D@N��
�ODBCOT�RCDOD@N����BDO>C����BJO>C����BDI>C��JM��BJI>C��?@K@I?DIB�RC@M@�DI�!<I<?<
TJP�<M@�C<QDIB�OC<O�K<MOD>PG<M�>JIQ@MN<ODJI��5JPG?�ADMNOODH@�QDNDOJMN�OJ�!<I<?<
FIJR�RC<O�<������JM�<��?JP=G@?JP=G@��DN����>JGGJLPD<GDNH�><I�<GNJ�O<F@�OC@�AJMH
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<==M@QD<ODJIN�<I?�>J?@N��=PO�RC@I�DO�>JH@N�OJ�=PNDI@NN��OCDN�NOTG@�JA�>JGGJLPD<G�O@SO
RMDODIB�DN�B@I@M<GGT�NPDO<=G@�JIGT�AJM�JI@JIJI@�DIO@MI<G�>JHHPID><ODJIN�=@OR@@I
>JRJMF@MN�RCJ�FIJR�@<>C�JOC@M�R@GG�	<I?�OCJN@�RCJ�?J�IJO�EP?B@�@<>C�JOC@M�JI
NK@GGDIB�JM�BM<HH<M
��$JM�@SO@MI<G�>JHHPID><ODJIN��<I?�@Q@I�AJM�BMJPK
>JHHPID><ODJIN�RDOCDI�OC@�JMB<IDU<ODJI��DO�DN�IJO�IJMH<GGT�NPDO<=G@��<N�NJH@�JA�OC@
>J?@N�<M@�IJO�NO<I?<M?��<I?�H<T�@Q@I�=@�PIA<HDGD<M�OJ�OC@�G<MB@M�<P?D@I>@�

!JGGJLPD<G�RMDODIB�H<T�=@�K@MHDNND=G@��<I?�@Q@I�KM@A@M<=G@��DI�NJH@�=PNDI@NN
>JIO@SON��$JM�@S<HKG@��<�H<MF@ODIB�G@OO@M�?@N>MD=DIB�<�AJGFNT�KMJ?P>O�NP>C�<N�<
RJJ?�NOJQ@�JM�<I�JG?A<NCDJI@?�KJK>JMI�KJKK@M�HDBCO�PN@�<�>JGGJLPD<G�NOTG@�OJ
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>M@<O@�<�A@@GDIB�JA�M@G<SDIB�<O�CJH@�RDOC�GJQ@?�JI@N��1ODGG��DO�DN�DHKJMO<IO�OJ�>JIND?@M
CJR�>JGGJLPD<G�G<IBP<B@�RDGG�<KK@<M�OJ�OC@�<P?D@I>@��5DGG�OC@�H@<IDIB�JA�TJPM
>CJN@I�RJM?N�=@�>G@<M�OJ�<�M@<?@M�RCJ�DN�AMJH�<�?DAA@M@IO�K<MO�JA�OC@�>JPIOMT��5DGG�<
AJGFNT�OJI@�NJPI?�GDF@�TJP�<M@�cO<GFDIB�?JRId�OJ�TJPM�<P?D@I>@��<NNPHDIB�OC<O�OC@T
<M@�IJO�DIO@GGDB@IO�JM�@?P><O@?�@IJPBC�OJ�<KKM@>D<O@�NO<I?<M?�#IBGDNC����ADI<G�KJDIO
OJ�M@H@H=@M�DN�OC<O�>JGGJLPD<G�NOTG@�DN�IJO�<I�@S>PN@�AJM�PNDIB�@SKM@NNDJIN�OC<O�<M@
N@SDNO��M<>DNO��KMJA<I@��JM�JOC@MRDN@�JAA@INDQ@�

Casual

Casual language�� DIQJGQ@N�@Q@MT?<T�RJM?N�<I?�@SKM@NNDJIN�DI�<�A<HDGD<M�BMJPK
>JIO@SO��NP>C�<N�>JIQ@MN<ODJIN�RDOC�A<HDGT�JM�>GJN@�AMD@I?N��2C@�@HKC<NDN�DN�JI�OC@
>JHHPID><ODJI�DIO@M<>ODJI�DON@GA��<I?�G@NN�<=JPO�OC@�CD@M<M>CT��KJR@M��>JIOMJG��JM
NJ>D<G�M<IF�JA�OC@�DI?DQD?P<GN�>JHHPID><ODIB��5C@I�TJP�<M@�<O�CJH@��<O�ODH@N�TJP
KMJ=<=GT�?M@NN�DI�><NP<G�>GJOCDIB�OC<O�TJP�RJPG?IfO�R@<M�DI�KP=GD>bKTE<H<N�JM
PI?@MR@<M��AJM�@S<HKG@��!<NP<G�>JHHPID><ODJI�DN�OC@�RMDOO@I�@LPDQ<G@IO�JA�OCDN
FDI?�JA�><NP<G�<OODM@��&<Q@�TJP�@Q@M�C<?�<�A<HDGT�H@H=@M�N<T�NJH@OCDIB�OJ�TJP�OC<O
<�NOM<IB@M�JM�>JRJMF@M�RJPG?�I@Q@M�N<T��-M�C<Q@�TJP�N<D?�NJH@OCDIB�OJ�<�A<HDGT
H@H=@M�OC<O�TJP�RJPG?�I@Q@M�N<T�DI�AMJIO�JA�TJPM�=JNN��'I�=JOC�><N@N��><NP<G
G<IBP<B@�DN�=@DIB�PN@?��5C@I�TJP�RMDO@�AJM�=PNDI@NN��<�><NP<G�NOTG@�DN�PNP<GGT�JPO�JA
KG<>@��'INO@<?��<�M@NK@>OAPG��KMJA@NNDJI<G�OJI@�M@KM@N@ION�TJP�R@GG�DI�TJPM�<=N@I>@�

Formal

'I�=PNDI@NN�RMDODIB��OC@�<KKMJKMD<O@�NOTG@�RDGG�C<Q@�<�?@BM@@�JA�AJMH<GDOT�Formal
language�� DN�>JHHPID><ODJI�OC<O�AJ>PN@N�JI�KMJA@NNDJI<G�@SKM@NNDJI�RDOC
<OO@IODJI�OJ�MJG@N��KMJOJ>JG��<I?�<KK@<M<I>@��'O�DN�>C<M<>O@MDU@?�=T�DON�QJ><=PG<MT
<I? syntax �� ��JM�OC@�BM<HH<OD><G�<MM<IB@H@IO�JA�RJM?N�DI�<�N@IO@I>@��2C<O�DN�
RMDO@MN�PNDIB�<�AJMH<G�NOTG@�O@I?�OJ�PN@�<�HJM@�NJKCDNOD><O@?�QJ><=PG<MTb<�BM@<O@M
Q<MD@OT�JA�RJM?N��<I?�HJM@�RJM?N�RDOC�HPGODKG@�NTGG<=G@NbIJO�AJM�OC@�KPMKJN@�JA
OCMJRDIB�=DB�RJM?N�<MJPI?��=PO�OJ�@IC<I>@�OC@�AJMH<G�HJJ?�JA�OC@�?J>PH@IO��2C@T
<GNJ�O@I?�OJ�PN@�HJM@�>JHKG@S�NTIO<S��M@NPGODIB�DI�N@IO@I>@N�OC<O�<M@�GJIB@M�<I?
>JIO<DI�HJM@�NP=JM?DI<O@�>G<PN@N�

2C@�<KKMJKMD<O@�NOTG@�AJM�<�K<MOD>PG<M�=PNDI@NN�?J>PH@IO�H<T�=@�Q@MT�AJMH<G��JM
G@NN�NJ��'A�TJPM�NPK@MQDNJM�RMDO@N�TJP�<I�@H<DG�<I?�TJP�M@KGT��OC@�@S>C<IB@�H<T�=@
DIAJMH<G�DI�OC<O�DO�DN�AGPD?�<I?�M@G<S@?��RDOCJPO�HP>C�AJM@OCJPBCO�JM�A<IA<M@��=PO�DO
RDGG�NODGG�M@AG@>O�OC@�AJMH<GDOT�JA�OC@�=PNDI@NN�@IQDMJIH@IO��!C<I>@N�<M@�TJP�RDGG�=@
><M@APG�OJ�PN@�<I�DIAJMH<ODQ@�NP=E@>O�GDI@��<�N<GPO<ODJI�	c&D�9NPK@MQDNJMfN�I<H@:d�DN
OTKD><G�DI�@H<DGN
��<�RJM?�JA�OC<IFN�AJM�RC<O@Q@M�DIAJMH<ODJI�JM�NPBB@NODJI�NC@
KMJQD?@?�TJP��<I?�<I�DI?D><ODJI�OC<O�TJP�NO<I?�M@<?T�OJ�C@GK�APMOC@M�DA�I@@?�=@��7JP
RDGG�KMJ=<=GT�<GNJ�>C@>F�TJPM�BM<HH<M�<I?�NK@GGDIB�=@AJM@�TJP�>GD>F�cN@I?�d

��� 'IQJGQ@N�@Q@MT?<T�RJM?N�<I?
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��AJMH<G�?J>PH@IO�NP>C�<N�<�KMJKJN<G�JM�<I�<IIP<G�M@KJMO�RDGG�DIQJGQ@�<�BM@<O�?@<G
JA�KG<IIDIB�<I?�KM@K<M<ODJI��<I?�DON�NOTG@�H<T�IJO�=@�AGPD?�JM�M@G<S@?��'INO@<?��DO
H<T�PN@�?DNODI>O�G<IBP<B@�OJ�@HKC<NDU@�OC@�KM@NODB@�<I?�KMJA@NNDJI<GDNH�JA�TJPM
>JHK<IT��*@OfN�N<T�TJP�<M@�BJDIB�OJ�RMDO@�<�H<MF@ODIB�G@OO@M�OC<O�RDGG�=@�KMDIO@?�JI
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4.5 Principles of Written Communication

LEARNING OBJECTIVES
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Words Are Inherently Abstract
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Words Are Governed by Rules
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Figure 4.3

Meaning is a reflection of the
person perceiving the object or
word.
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Words Shape Our Reality
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Words and Your Legal Responsibility

7JPM�RMDODIB�DI�<�=PNDI@NN�>JIO@SO�H@<IN�OC<O�TJP�M@KM@N@IO�TJPMN@GA�<I?�TJPM
>JHK<IT��5C<O�TJP�RMDO@�<I?�CJR�TJP�RMDO@�DO�><I�=@�K<MO�JA�TJPM�>JHK<ITfN
NP>>@NN��=PO�><I�<GNJ�@SKJN@�DO�OJ�PIDIO@I?@?�>JIN@LP@I>@N�<I?�G@B<G�M@NKJIND=DGDOT�
5C@I�TJP�RMDO@��F@@K�DI�HDI?�OC<O�TJPM�RJM?N�RDGG�F@@K�JI�@SDNODIB�GJIB�<AO@M�TJP
C<Q@�HJQ@?�JI�OJ�JOC@M�KMJE@>ON��2C@T�><I�=@>JH@�<I�DNNP@�DA�OC@T�@S<BB@M<O@��NO<O@
A<GN@�>G<DHN��JM�?@A<H@�<�K@MNJI�JM�G@B<G�@IODOT�NP>C�<N�<�>JHK@ODIB�>JHK<IT�
�IJOC@M�DNNP@�DNplagiarism �� ��PNDIB�NJH@JI@�@GN@fN�RMDODIB�RDOCJPO�BDQDIB�>M@?DO�OJ
OC@�NJPM>@��5C@OC@M�OC@�c>MD==@?d�H<O@MD<G�DN�O<F@I�AMJH�<�KMDIO@?�=JJF��<�5@=
NDO@��JM�<�=GJB��KG<BD<MDNH�DN�<�QDJG<ODJI�JA�>JKTMDBCO�G<R�<I?�H<T�<GNJ�QDJG<O@�TJPM
>JHK<IT�KJGD>D@N��'I?PNOMT�NO<I?<M?N�JAO@I�C<Q@�G@B<G�<NK@>ON�OC<O�HPNO�=@
M@NK@>O@?�<I?�><IIJO�=@�DBIJM@?��$JM�OC@�RMDO@M�OCDN�><I�=@�<�>C<GG@IB@��=PO�DO�><I
=@�<�API�>C<GG@IB@�RDOC�M@R<M?DIB�M@NPGON�

2C@�M<KD?�K<>@�JA�O@>CIJGJBT�H@<IN�OC<O�OC@�G<R�><IIJO�<GR<TN�NO<T�>PMM@IO�RDOC
OC@�M@<GDOD@N�JA�=PNDI@NN�>JHHPID><ODJI��!JHKPO@MN�C<?�=@@I�DI�PN@�AJM�HJM@�OC<I
OR@IOT�T@<MN�=@AJM@�OC@�3�1��!JIBM@NN�K<NN@?�OC@�"DBDO<G�+DGG@IIDPH�!JKTMDBCO��>O
JA�������OC@�ADMNO�A@?@M<G�G@BDNG<ODJI�OJ�cHJQ@�OC@�I<ODJIfN�>JKTMDBCO�G<R�DIOJ�OC@
?DBDO<G�<B@�d3IDO@?�1O<O@N�!JKTMDBCO�-AAD>@�	����
��#S@>PODQ@�NPHH<MT��"DBDO<G
HDGG@IIDPH�>JKTMDBCO�<>O��5<NCDIBOJI��"!��3�1��%JQ@MIH@IO�.MDIODIB�-AAD>@�
0@OMD@Q@?�AMJHCOOK���RRR�>JKTMDBCO�BJQ�M@KJMON�NOP?D@N�?H><�
?H><;@S@>PODQ@�COHG2CDIF�AJM�<�HJH@IO�<=JPO�OC@�>C<IB@N�DI�>JHKPO@M�PN@�OC<O
C<Q@�O<F@I�KG<>@�NDI>@�������<I?�TJP�RDGG�M@<GDU@�CJR�H<IT�I@R�G<RN�<M@�I@@?@?�OJ
>G<MDAT�RC<O�DN�A<DM�<I?�@OCD><G��RC<O�NCJPG?�=@�KMJCD=DO@?��<I?�RCJ�JRIN�OC@�MDBCON
OJ�RC<O�

!<I<?<�DN�NODGG�OMTDIB�OJ�M@AJMH�DON�>JKTMDBCO�G<RN��RCD>C�R@M@�G<NO�PK?<O@?�DI������
$JPM�<OO@HKON�OJ�=MDIB�DON�G<RN�DIOJ�OC@�?DBDO<G�<B@�C<Q@�=@@I�H<?@��OC@�G<O@NO�DI
������<I?�OC@�>JPIOMT�NODGG�?J@N�IJO�C<Q@�G@BDNG<ODJI�JI�CJR�?DBDO<G�MDBCON�NCJPG?�=@
?DNOMD=PO@?�! !�,@RN�	����
��!JKTMDBCO�>C<IB@N��CJR�OC@T�GG�<AA@>O�PN@MN�JA�?DBDO<G
>JIO@IO��0@OMD@Q@?�AMJH�COOK���RRR�>=>�><�I@RN�><I<?<�NOJMT������������A
>JKTMDBCO@SKG<DI@M�COHG

2J�DGGPNOM<O@�OC@�DNNP@�RDOC�?DBDO<G�>JKTMDBCO�G<RN��NPKKJN@�TJPM�NPK@MQDNJM�<NFN�TJP
OJ�PN@�TJPM�$<>@=JJF�K<B@�JM�2RDOO@M�<>>JPIO�OJ�BDQ@�<I�J>><NDJI<G�cKGPBd�OJ�TJPM
>JHK<ITfN�KMJ?P>ON���M@�TJP�J=GDB<O@?�OJ�>JHKGT��'A�TJP�G<O@M�>C<IB@�EJ=N��RCJ
JRIN�TJPM�KJNON�JM�OR@@ONb<M@�OC@T�TJPMN��JM�?J@N�TJPM�IJRAJMH@M�@HKGJT@M�C<Q@
<�MDBCO�OJ�OC@H���I?�RC<O�<=JPO�TJPM�I@ORJMF�JA�cAMD@I?Nd��!<I�TJPM�@HKGJT@M�PN@
OC@DM�>JIO<>O�DIAJMH<ODJI�OJ�N@I?�H<MF@ODIB�H@NN<B@N��2C@N@�<I?�H<IT�JOC@M
LP@NODJIN�M@H<DI�OJ�=@�<INR@M@?�<N�O@>CIJGJBT��DI?PNOMT�KM<>OD>@N��<I?�G@BDNG<ODJI
@QJGQ@�2<CHDI>DJBGP��#��	������->OJ=@M���
��7JPM�=JNN�R<ION�TJP�JI�2RDOO@M���� 0@KM@N@IODIB�<IJOC@MfN�RJMF�<N

TJPM�JRI�

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����.MDI>DKG@N�JA�5MDOO@I�!JHHPID><ODJI ���

http://www.copyright.gov/reports/studies/dmca/dmca_executive.html
http://www.copyright.gov/reports/studies/dmca/dmca_executive.html


!JHK<ID@N�M@>JBIDUDIB�Q<GP@�JA�C<QDIB�RJMF@MN�KMJHJO@�KMJ?P>ON��+1, !�!<M@@MN�
0@OMD@Q@?�AMJHCOOK���RRR�HNI=>�HNI�>JH�D?����������IN�=PNDI@NN><M@@MN

c-PM�KMJ?P>O�DN�=@OO@M�OC<I�6�>JHK<ITfN�KMJ?P>O��2C@DM�KMJ?P>O�DN�?<IB@MJPN�<I?
TJP�RJPG?�=@�<�RDN@�>PNOJH@M�OJ�>CJJN@�PN�AJM�TJPM�KMJ?P>O�NJGPODJIN�d

5C<OfN�RMJIB�RDOC�OC@N@�ORJ�N@IO@I>@N��2C@T�H<T�G<I?�TJP�<I?�TJPM�>JHK<IT�DI
>JPMO��7JP�H<?@�<�B@I@M<GDU@?�>G<DH�JA�JI@�KMJ?P>O�=@DIB�=@OO@M�OC<I�<IJOC@M��<I?
TJP�NO<O@?�DO�<N�DA�DO�R@M@�<�A<>O��2C@�I@SO�N@IO@I>@�>G<DHN�OC<O�TJPM�>JHK@ODOJMfN
KMJ?P>O�DN�?<IB@MJPN��#Q@I�DA�OCDN�DN�OMP@��TJPM�<=DGDOT�OJ�KMJQ@�TJPM�>G<DH�=@TJI?�<
M@<NJI<=G@�?JP=O�H<T�=@�GDHDO@?��7JPM�>G<DH�DN�NO<O@?�<N�A<>O�<B<DI��<I?�AMJH�OC@
JOC@M�>JHK<ITfN�K@MNK@>ODQ@��TJPM�N@IO@I>@N�H<T�=@�>JIND?@M@?�GD=@G�JM
?@A<H<ODJI�

Libel �� DN�OC@�RMDOO@I�AJMH�JA�?@A<H<ODJI��JM�<�A<GN@�NO<O@H@IO�OC<O�?<H<B@N�<
M@KPO<ODJI��'A�<�A<GN@�NO<O@H@IO�JA�A<>O�OC<O�>JI>@MIN�<I?�C<MHN�OC@�K@MNJI�?@A<H@?
DN�KP=GDNC@?bDI>GP?DIB�KP=GD><ODJI�DI�<�?DBDO<G�JM�JIGDI@�@IQDMJIH@IObOC@�<POCJM
JA�OC<O�NO<O@H@IO�H<T�=@�NP@?�AJM�GD=@G��'A�OC@�K@MNJI�?@A<H@?�DN�<�KP=GD>�ADBPM@�
OC@T�HPNO�KMJQ@�H<GD>@�JM�OC@�DIO@IODJI�OJ�?J�C<MH��=PO�DA�OC@�QD>ODH�DN�<�KMDQ<O@
K@MNJI��GD=@G�<KKGD@N�@Q@I�DA�OC@�JAA@I>@�><IIJO�=@�KMJQ@I�OJ�=@�H<GD>DJPN��5CDG@�TJP
C<Q@�<�MDBCO�OJ�@SKM@NN�TJPM�JKDIDJI��OC@�RJM?N�TJP�PN@�<I?�CJR�TJP�PN@�OC@H�
DI>GP?DIB�OC@�>JIO@SO��<M@�M@G@Q<IO�OJ�OC@DM�DIO@MKM@O<ODJI�<N�JKDIDJI�Q@MNPN�A<>O�
�GR<TN�=@�><M@APG�OJ�LP<GDAT�RC<O�TJP�RMDO@�<I?�OJ�?J�IJ�C<MH�

KEY TAKEAWAY

5JM?N�<M@�BJQ@MI@?�=T�MPG@N�<I?�NC<K@�JPM�M@<GDOT��5MDO@MN�C<Q@�<�G@B<G
M@NKJIND=DGDOT�OJ�<QJD?�KG<BD<MDNH�<I?�GD=@G�

��� 2C@�RMDOO@I�AJMH�JA
?@A<H<ODJI��JM�<�A<GN@
NO<O@H@IO�OC<O�?<H<B@N�<
M@KPO<ODJI�

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����.MDI>DKG@N�JA�5MDOO@I�!JHHPID><ODJI ���

http://www.msnbc.msn.com/id/33090717/ns/business-careers


EXERCISES

�� "@ADI@�OC@�RJM?�c>C<DM�d�"@N>MD=@�RC<O�<�O<=G@�DN��"M<R�<�RDI?JR��1C<M@�
>JHK<M@��<I?�>JIOM<NO�M@NPGON�RDOC�>G<NNH<O@N�

�� "@ADI@�GJQ@��"@N>MD=@�?@NDM@��"M<R�K<OD@I>@�
�� '?@IODAT�<�O<MB@O�<P?D@I>@�<I?�DI?D><O@�<O�G@<NO�OCM@@�RJM?N�OC<O�TJP

K@M>@DQ@�RJPG?�=@�<KKMJKMD<O@�<I?�@AA@>ODQ@�AJM�OC<O�<P?D@I>@��'?@IODAT�<
N@>JI?�<P?D@I>@�	?DNODI>O�AMJH�OC@�ADMNO
�<I?�DI?D><O@�OCM@@�RJM?N�OC<O
TJP�K@M>@DQ@�RJPG?�=@�<KKMJKMD<O@�<I?�@AA@>ODQ@��&JR�<M@�OC@�<P?D@I>@N
<I?�OC@DM�RJM?N�NDHDG<M�JM�?DAA@M@IO��!JHK<M@�TJPM�M@NPGON�RDOC�OCJN@�JA
TJPM�>G<NNH<O@N�

�� !M@<O@�<�N<G@N�G@OO@M�AJM�<I�<P?D@I>@�OC<O�>JH@N�AMJH�<�>PGOPM@�JOC@M
OC<I�TJPM�JRI��'?@IODAT�OC@�>PGOPM@�<I?�<MOD>PG<O@�CJR�TJPM�H@NN<B@�DN
O<DGJM@?�OJ�TJPM�K@M>@KODJI�JA�TJPM�DIO@I?@?�<P?D@I>@��1C<M@�<I?
>JHK<M@�RDOC�>G<NNH<O@N�

�� "J�<I�JIGDI@�N@<M>C�JI�cJIGDI@�GD=@G�><N@Nd�<I?�N@@�RC<O�TJP�ADI?�
"DN>PNN�TJPM�M@NPGON�RDOC�TJPM�>G<NNH<O@N�

�� 'I�JOC@M�@S<HKG@N�=@TJI?�OC@�BM<HH<M�MPG@N�OC<O�BPD?@�JPM�PN@�JA
RJM?N��>JIND?@M�OC@�JIGDI@�@IQDMJIH@IO��!JI?P>O�<�N@<M>C�JI�OC@�RJM?
cI@ODLP@OO@d�<I?�NC<M@�TJPM�ADI?DIBN�

!C<KO@M���#AA@>ODQ@� PNDI@NN�5MDODIB

����.MDI>DKG@N�JA�5MDOO@I�!JHHPID><ODJI ���



4.6 Overcoming Barriers to Effective Written Communication
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5.1 Think, Then Write: Writing Preparation

LEARNING OBJECTIVES
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5.2 A Planning Checklist for Business Messages

LEARNING OBJECTIVES
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Figure 5.1

Communication about health
care concerns requires careful
planning and preparation.
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Credibility, Timing, and Audience
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KEY TAKEAWAY
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5.3 Research and Investigation: Getting Started

LEARNING OBJECTIVES
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Narrowing Your Topic
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Planning Your Investigation for Information
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TJP�RDGG�I@@?�OJ�@SK<I?�TJPM�N@<M>C��2C@�I@SO�GJBD><G�KG<>@�OJ�GJJF�DN�OC@�'IO@MI@O�
'I�NJH@�>JHK<ID@N��@HKGJT@@N�C<Q@�APGG�'IO@MI@O�<>>@NN�AMJH�OC@DM�JAAD>@
>JHKPO@MN��JOC@M�>JHK<ID@N�KMJQD?@�JIGT�<�A@R�O@MHDI<GN�RDOC�'IO@MI@O�<>>@NN�
1JH@�RJMFKG<>@N�<GGJR�IJ�'IO@MI@O�<>>@NN��DA�OCDN�DN�OC@�><N@��TJP�><I�QDNDO�TJPM
I@<M@NO�KP=GD>�GD=M<MT�

�N�<ITJI@�RCJ�C<N�NK@IO�<I�@IODM@�@Q@IDIB�<DHG@NNGT�5@=�NPMADIB�><I�<OO@NO��OC@
'IO@MI@O�DN�<�BM@<O�KG<>@�OJ�ADI?�GJ<?N�<I?�GJ<?N�JA�DIO@M@NODIB�=PO�DMM@G@Q<IO
DIAJMH<ODJI��)IJRDIB�RC<O�LP@NODJIN�TJP�<M@�N@@FDIB�OJ�<INR@M�RDGG�C@GK�TJP�NO<T
AJ>PN@?�JI�TJPM�M@KJMOfN�OJKD>��<I?�FIJRDIB�OC@�N>JK@�JA�OC@�M@KJMO�RDGG�C@GK�TJP�OJ
?@>D?@�CJR�HP>C�M@N@<M>C�ODH@�OJ�KG<I�DI�TJPM�N>C@?PG@�

Staying Organized
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.@MC<KN�OC@�HJNO�QDO<G�NOM<O@BT�AJM�NO<TDIB�JMB<IDU@?�RCDG@�?JDIB�JIGDI@�M@N@<M>C�DN
OJ�JK@I�<�=G<IF�K<B@�DI�TJPM�RJM?�KMJ>@NNJM�<I?�ODOG@�DO�c1JPM>@N�d�#<>C�ODH@�TJP
ADI?�<�5@=�K<B@�OC<O�>JIO<DIN�RC<O�TJP�=@GD@Q@�H<T�=@�PN@APG�<I?�M@G@Q<IO
DIAJMH<ODJI��>JKT�OC@�30*�<I?�K<NO@�DO�JI�OCDN�1JPM>@N�K<B@��3I?@M�OC@�30*��>JKT
<I?�K<NO@�<�K<M<BM<KC�JM�ORJ�<N�<I�@S<HKG@�JA�OC@�DIAJMH<ODJI�TJP�AJPI?�JI�OCDN
5@=�K<B@��#MM�JI�OC@�ND?@�JA�GDNODIB�OJJ�H<IT�NJPM>@N��DA�DI�?JP=O�<=JPO�<�NJPM>@��GDNO
DO�AJM�OC@�ODH@�=@DIBbTJP�><I�<GR<TN�?DN><M?�DO�G<O@M��&<QDIB�OC@N@�NJPM>@�30*N�<I?
NIDKK@ON�JA�DIAJMH<ODJI�<GG�DI�JI@�KG<>@�RDGG�N<Q@�TJP�<�BM@<O�?@<G�JA�ODH@�<I?�H<IT
C@<?<>C@N�G<O@M�JI�

�N�TJP�@SKGJM@�Q<MDJPN�5@=�NDO@N�JA�>JHK<ID@N�OC<O�KMJQD?@�I@RNG@OO@M�KMJ?P>ODJI
N@MQD>@N��TJP�RDGG�IJ�?JP=O�@I>JPIO@M�I@R�LP@NODJIN�OC<O�TJPM�KM@ND?@IO�?D?�IJO
<INR@M�DI�OC@�JMDBDI<G�>JIQ@MN<ODJI�

^ "J@N�OC@�I@RNG@OO@M�I@@?�OJ�=@�KMDIO@?�JI�K<K@M�<I?�H<DG@?��-M�RJPG?
<I�@H<DG�I@RNG@OO@M�=@�<>>@KO<=G@��JM�@Q@I�KM@A@M<=G@�

^ "J@N�TJPM�ADMH�R<IO�OC@�I@RNG@OO@M�Q@I?JM�OJ�RMDO@�<GG�JA�OC@�>JIO@IO
>PNOJHDU@?�OJ�TJPM�ADMH��KMJQD?@�<�H@IP�JA�KM@@SDNODIB�<MOD>G@N�AJM
TJPM�ADMH�OJ�>CJJN@�AMJH��JM�G@O�TJPM�ADMH�KMJQD?@�NJH@bJM�@Q@I
<GGbJA�OC@�>JIO@IO�

^ 5C<O�<M@�OC@�<?Q<IO<B@N�<I?�?DN<?Q<IO<B@N�JA�OC@N@�Q<MDJPN�JKODJIN�

7JP�<GNJ�M@<GDU@�OC<O�DI�JM?@M�OJ�B@O�<IT�>JNO�@NODH<O@N��@Q@I�RC@I�OC@�<=JQ@
LP@NODJIN�<M@�N@OOG@?��TJP�RDGG�I@@?�OJ�FIJR�OC@�?@NDM@?�G@IBOC�JA�OC@�I@RNG@OO@M�	DI
K<B@N�JM�DI�RJM?N
��<I?�CJR�H<IT�M@>DKD@ION�<M@�JI�TJPM�ADMHfN�H<DGDIB�GDNO���O�OCDN
KJDIO�DI�TJPM�M@N@<M>C�<I?�DIQ@NODB<ODJI��DO�H<T�H<F@�N@IN@�OJ�BDQ@�TJPM�KM@ND?@IO
<I�DIAJMH<G�DIO@MDH�M@KJMO��NPHH<MDUDIB�RC<O�TJP�C<Q@�AJPI?�JPO�<I?�RC<O
<??DODJI<G�LP@NODJIN�I@@?�OJ�=@�<INR@M@?�

&<QDIB�<�R@GGJMB<IDU@?�GDNO�JA�OC@�DIAJMH<ODJI�TJP�C<Q@�<NN@H=G@?��OC@�I@R
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KEY TAKEAWAY
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EXERCISES
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M@NPGON�RDOC�<�>G<NNH<O@�

�� 7JP�<M@�OC@�H<I<B@M��5MDO@�<I�@H<DG�M@LP@NODIB�<I�@HKGJT@@�OJ�B<OC@M
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5.4 Ethics, Plagiarism, and Reliable Sources

LEARNING OBJECTIVE

�� 3I?@MNO<I?�CJR�OJ�=@�@OCD><G��<QJD?�KG<BD<MDNH��<I?�PN@�M@KPO<=G@
NJPM>@N�DI�TJPM�RMDODIB�
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?@O@MHDI@�CJR�R@GG�TJPM�K@MAJMH<I>@�DN�@Q<GP<O@?�DI�TJPM�EJ=��5C@OC@M�TJP�<M@
RMDODIB�AJM�>JGG@<BP@N�RDOCDI�TJPM�RJMFKG<>@�JM�JPOND?@�Q@I?JMN�JM�>PNOJH@MN��TJP
RDGG�R<IO�OJ�=PDG?�<�NJGD?��R@GG@<MI@?�A<QJPM<=G@�M@KPO<ODJI�AJM�TJPMN@GA�RDOC�TJPM
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>JINPH@M�

Business Ethics
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>JI?P>O�=PNDI@NN��1JH@�JA�OC@N@�G<RN�<KKGT�OJ�=PNDI@NN�RMDODIB���N�<I�@S<HKG@��DO
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ADMH��JM�RC@OC@M�TJPM�KM@ND?@IO�NK@>DAD><GGT�OJG?�TJP�OJ�F@@K�OC@�I@RNG@OO@M�KG<I
>JIAD?@IOD<G��'A�I@DOC@M�JA�OC@N@�N<A@BP<M?N�@SDNO@?��OC@I�TJPM�>JIQ@MN<ODJI�RDOC
TJPM�>JPNDI�RJPG?�=@�<I�DIIJ>@IO��PIDIO@IODJI<G�<I?�>JDI>D?@IO<G�NC<MDIB�JA
DIAJMH<ODJI�DI�RCD>C�NC@�OPMI@?�JPO�OJ�C<Q@�<�Q@NO@?�DIO@M@NO�

�N�AJM�M@KM@N@IODIB�C@M�>JHK<IT�DI�<I�@NK@>D<GGT�A<QJPM<=G@�GDBCObTJP�<M@�@OCD><GGT
J=GDB<O@?�OJ�?@N>MD=@�<GG�OC@�><I?D?<O@�Q@I?JMN�<>>JM?DIB�OJ�RC<O@Q@M�>MDO@MD<�TJPM
KM@ND?@IO�<NF@?�OJ�N@@��2C@�A<>O�OC<O�TJPM�>JPNDI�RJMFN�AJM�<�>@MO<DI�Q@I?JM�H<T�=@
<I�<NN@O�JM�<�GD<=DGDOT�DI�TJPM�ADMHfN�QD@R��=PO�DO�RJPG?�KMJ=<=GT�=@�=@NO�OJ�DIAJMH
OC@H�JA�DO�<I?�G@O�OC@H�H<F@�OC<O�EP?B@H@IO�

�N�<IJOC@M�@S<HKG@�JA�@OCD>N�DI�KM@N@IODIB�H<O@MD<G��G@OfN�M@OPMI�OJ�OC@�NFT?DQDIB
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<QJD?�H@IODJIDIB�DIAJMH<ODJI�OC<O�>JPG?�=@�K@M>@DQ@?�<N�I@B<ODQ@��'A�DNNP@N�JA
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M<OC@M�OC<I�@I>JPM<B@�TJPM�<P?D@I>@�OJ�>JIND?@M�NFT?DQDIB��TJP�H<T�=@�O@HKO@?�OJ
JHDO�OC@H�� PO�DI�NJ�?JDIB��TJP�<M@�IJO�KM@N@IODIB�<I�<>>PM<O@�KD>OPM@�<I?�H<T
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>JIND?@M�TJPM�M@NKJIND=DGDOT�<N�<�RMDO@M�OJ�KM@N@IO�DIAJMH<ODJI�TJP�PI?@MNO<I?�OJ
=@�>JHKG@O@��CJI@NO��<I?�@OCD><G��*TDIB�=T�JHDNNDJI�><I�<GNJ�@SKJN@�TJPM
JMB<IDU<ODJI�OJ�GD<=DGDOT��'INO@<?�JA�H<FDIB�<�>G<DH�OC<O�NFT?DQDIB�DN�>JHKG@O@GT
N<A@��TJP�H<T�R<IO�OJ�NO<O@�OC<O�TJPM�N>CJJG�>JHKGD@N�RDOC�OC@�N<A@OT�BPD?@GDI@N�JA
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Giving Credit to Your Sources

7JP�C<Q@�KCJOJN�JA�TJPMN@GA�EPHKDIB�=PO�OC@T�<M@IfO�Q@MT�@S>DODIB��1DI>@�TJP�<M@
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OC@�'IO@MI@O�<I?�PN@�DO�<N�<I�DGGPNOM<ODJI�AJM�TJPM�G@OO@M��7JP�><I�?JRIGJ<?�DO�AMJH�<
AM@@�NDO@�<I?�OC@�cADI@�KMDIOd�<O�OC@�=JOOJH�JA�OC@�5@=�K<B@�NO<O@N�OC<O�OC@�KCJOJN
><I�=@�>JKD@?�AJM�K@MNJI<G�PN@�

,JO�NJ�A<NOb?J�TJP�M@<GDU@�OC<O�<�>JHK<ITfN�KMJHJODJI<G�G@OO@M�?J@N�IJO�LP<GDAT�<N
K@MNJI<G�PN@��2C@�A<>O�DN�OC<O�PNDIB�OC@�KCJOJ�AJM�<�>JHH@M>D<G�KPMKJN@�RDOCJPO
K@MHDNNDJI�AMJH�OC@�KCJOJBM<KC@M�>JINODOPO@N�<I�DIAMDIB@H@IO�JA�>JKTMDBCO�G<R�
TJPM�@HKGJT@M�>JPG?�=@�NP@?�=@><PN@�TJP�?@>D?@?�OJ�GDQ@I�PK�TJPM�G@OO@M�=T�O<FDIB�<
NCJMO>PO��$PMOC@MHJM@��A<GN@GT�M@KM@N@IODIB�OC@�HJM@�@S>DODIB�KCJOJ�<N�=@DIB�TJPM
K<M<>CPO@�EPHK�RDGG�PI?@MHDI@�TJPM�>JHK<ITfN�>M@?D=DGDOT�DA�TJPM�M@<?@MN�C<KK@I
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Figure 5.2

Discover something new as you
research, but always evaluate the
source.
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5.5 Completing Your Research and Investigation
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KEY TAKEAWAY
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5.6 Reading and Analyzing

LEARNING OBJECTIVES
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6.1 Organization

LEARNING OBJECTIVES
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Figure 6.1

Begin with a clear purpose
statement.
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H<MF@O�<I?�KMJ?P>O�NPKKJMO�

����.JDIO
.<OO@MI

1OMP>OPMDIB�TJPM�?J>PH@IO�DI�<
N@MD@N�JA�KJDION�<GGJRN�AJM�OC@
KM@N@IO<ODJI�JA�?DQ@MN@�<NN@MODJIN
OJ�=@�<GDBI@?�DI�<�>JC@NDQ@
<MBPH@IO�RDOC�>G@<M�NPKKJMO�

2C@�2M<IN�H@MD><�2M<INKJMO<ODJI
1TNO@H�JAA@MN�N@Q@M<G�<?Q<IO<B@N�
N@>PMDOT��NK@@?��@AAD>D@I>T��<I?�>JNO
M@?P>ODJI�

����"@ADIDODJI
1OMP>OPMDIB�TJPM�?J>PH@IO�RDOC�<
BPD?DIB�?@ADIDODJI�<GGJRN�AJM�<�>G@<M
DIOMJ?P>ODJI�JA�O@MHN�<I?�>JI>@KON

2C@�2M<IN�H@MD><�2M<INKJMO<ODJI
1TNO@H�><I�=@�?@ADI@?�=T�DON
KPMKJN@��DON�DIO@BM<O@?
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Organizing
Principle

Explanation of Process Example

RCDG@�M@?P>DIB�OC@�GDF@GDCJJ?�JA
HDNDIO@MKM@O<ODJI�

>JHKJI@ION��<I?�DON�DHK<>O�JI�OC@
N@>PM@�HJQ@H@IO�JA�BJJ?N�<I?
N@MQD>@N�<>MJNN�>JHHJI�=JM?@MN�

����2@NODHJID<G

1OMP>OPMDIB�TJPM�?J>PH@IO�<MJPI?
<�O@NODHJIT��JM�ADMNO�K@MNJI�<>>JPIO
JA�<I�@SK@MD@I>@��><I�=@�<I�@AA@>ODQ@
R<T�OJ�H<F@�<I�<=NOM<>O�>JI>@KO
>G@<M@M�OJ�<I�<P?D@I>@�

�>>JM?DIB�OJ�+N��6��JRI@M�JA
'IO@M!JPIOMT�2M<?DIB�!JHK<IT��DO
KM@QDJPNGT�OJJF����R@@FN�OJ
DHKJMO��>G@<M��<I?�?@GDQ@M�<
KMJ?P>O�AMJH�+@SD>J�OJ�OC@�3IDO@?
1O<O@N��<I?�<I�<??DODJI<G�AJPM
R@@FN�OJ�O<F@�?@GDQ@MT�DI�!<I<?<�
,JR�OC@�KMJ>@NN�O<F@N�G@NN�OC<I
ORJ�R@@FN�

����!@M@HJID<G
	#Q@ION�
!@M@HJID@N��JM
!@G@=M<ODJIN


1OMP>OPMDIB�TJPM�?J>PH@IO�=T
AJ>PNDIB�JI�OC@�AJGGJRDIB�

�� 2C<IFDIB
?DBIDO<MD@N�<I?
M@KM@N@IO<ODQ@N

�� 2C@�DHKJMO<I>@�JA
OC@�@Q@IO

�� 2C@�M@G<ODJINCDK�JA
OC@�@Q@IO�OJ�OC@
<P?D@I>@

�� 2C<IFDIB�OC@
<P?D@I>@�AJM
K<MOD>DK<ODJI�DI�OC@
@Q@IO��>@M@HJIT��JM
>@G@=M<ODJI

2C<IFDIB�OC@�M@KM@N@IO<ODQ@N�
=PDG?@MN��<I?�@Q@MTJI@�DIQJGQ@?
RDOC�OC@�>JINOMP>ODJI�JA�OC@
2M<IN�H@MD><�2M<INKJMO<ODJI
1TNO@H��2C@�M<DGMJ<?�RDGG�PIDO@
,JMOC��H@MD><��<I?�=MDIB�PN�>GJN@M
DI�O@MHN�JA�OM<?@��>JHHPID><ODJI�
<I?�A<HDGT��2C<IF�TJP�AJM
K<MOD>DK<ODIB�DI�OJ?<TfN�?@?D><ODJI�

Outlines

!C<I>@N�<M@�TJP�C<Q@�G@<MI@?�OC@�=<ND>�KMDI>DKG@N�JA�JPOGDIDIB�DI�#IBGDNC�RMDODIB
>JPMN@N��<Ioutline � DN�<�AM<H@RJMF�OC<O�JMB<IDU@N�H<DI�D?@<N�<I?�NP=JM?DI<O@
D?@<N�DI�<�CD@M<M>CD><G�N@MD@N�JA�MJH<I�IPH@M<GN�<I?�<GKC<=@OD><G�G@OO@MN��2C@�MDBCO
>JGPHI�JA2<=G@������-POGDI@���KM@N@ION�<�B@I@MD>�JPOGDI@�DI�<�>G<NND><G�NOTG@��'I�OC@
G@AO�>JGPHI��OC@�OCM@@�H<DI�NOMP>OPM<G�@G@H@ION�JA�<I�DIAJMH<ODQ@�?J>PH@IO�<M@
OD@?�OJ�OC@�JPOGDI@��7JPM�O<NF�DN�OJ�ADGG�DI�OC@�MDBCO�>JGPHI�JPOGDI@�RDOC�OC@�<>OP<G
D?@<N�<I?�KJDION�TJP�<M@�H<FDIB�DI�TJPM�RMDODIB�KMJE@>O��$@@G�AM@@�OJ�<?<KO�<I?
O<DGJM�DO�OJ�TJPM�I@@?N��?@K@I?DIB�JI�OC@�NK@>DAD>N�JA�TJPM�M@KJMO��G@OO@M��JM�JOC@M
?J>PH@IO�

�� ��AM<H@RJMF�OC<O�JMB<IDU@N
H<DI�D?@<N�<I?�NP=JM?DI<O@
D?@<N�DI�<�CD@M<M>CD><G�N@MD@N�
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2<=G@����-POGDI@��

'IOMJ?P>ODJI +<DI�'?@<

 J?T

'� +<DI�D?@<��.JDIO��

1P=KJDIO��

����NK@>DAD>�DIAJMH<ODJI��

����NK@>DAD>�DIAJMH<ODJI��

''� +<DI�D?@<��.JDIO��

1P=KJDIO��

 ���NK@>DAD>�DIAJMH<ODJI��

 ���NK@>DAD>�DIAJMH<ODJI��

 J?T

'''� +<DI�D?@<��.JDIO��

1P=KJDIO��

!���NK@>DAD>�DIAJMH<ODJI��

!���NK@>DAD>�DIAJMH<ODJI��

!JI>GPNDJI 1PHH<MT��+<DI�KJDION��a�

2<=G@������-POGDI@���KM@N@ION�<I�<GO@MI<O@�JPOGDI@�AJMH�OC<O�H<T�=@�HJM@�NPDO<=G@
AJM�=MD@A�?J>PH@ION�GDF@�G@OO@MN�<I?�@H<DGN��7JP�><I�PN@�OCDN�AJMH<O�<N�<�HJ?@G�JM
HJ?DAT�DO�<N�I@@?@?�
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2<=G@����-POGDI@��

� 'IOMJ?P>ODJI%@I@M<G�KPMKJN@��NO<O@H@IO��JM�OC@NDN�NO<O@H@IO

.JDIO���

.JDIO����  J?T

.JDIO���

� !JI>GPNDJI 1PHH<MDU@�H<DI�KJDION

Paragraphs

.<M<BM<KCN�<M@�CJR�R@�K<>F<B@�DIAJMH<ODJI�DI�=PNDI@NN�>JHHPID><ODJI��<I?�OC@
HJM@�@AAD>D@IO�OC@�K<>F<B@��OC@�@<ND@M�OC@�H@<IDIB�><I�=@�?@GDQ@M@?�

7JP�H<T�RDNC�OJ�OCDIF�JA�@<>C�K<M<BM<KC�<N�<�NH<GG�@NN<T�RDOCDI�<�G<MB@M
DIAJMH<ODJI�KG<OAJMH��?@ADI@?�=T�<�BPD?DIB�OC@NDN�<I?�<I�JMB<IDUDIB�KMDI>DKG@��2C@
NO<I?<M?�ADQ@K<M<BM<KC�@NN<T�AJMH<O�PN@?�JI�>JGG@B@�O@MH�K<K@MN�DN�HDMMJM@?�DI
DI?DQD?P<G�K<M<BM<KCN��-AO@I�>JGG@B@�@NN<TN�C<Q@�HDIDHPH�JM�H<SDHPH�RJM?
>JPION��=PO�K<M<BM<KCN�C<M?GT�@Q@M�C<Q@�@NO<=GDNC@?�GDHDON��#<>C�K<M<BM<KC�AJ>PN@N
JI�JI@�>@IOM<G�D?@<��'O�><I�=@�<N�GJIB�JM�<N�NCJMO�<N�DO�I@@?N�OJ�=@�OJ�B@O�OC@�H@NN<B@
<>MJNN��=PO�M@H@H=@M�TJPM�<P?D@I>@�<I?�<QJD?�GJIB��?M<RIJPO�K<M<BM<KCN�OC<O
H<T�GJN@�TJPM�M@<?@MfN�<OO@IODJI�

(PNO�<N�<�?J>PH@IO�B@I@M<GGT�C<N�<I�DIOMJ?P>ODJI��=J?T��<I?�>JI>GPNDJI��NJ�?J@N�<
K<M<BM<KC��#<>C�K<M<BM<KC�C<N�JI@�D?@<��OCJPBCO��JM�KPMKJN@�OC<O�DN�NO<O@?�DI�<I
DIOMJ?P>OJMT�N@IO@I>@��2CDN�DN�AJGGJR@?�=T�JI@�JM�HJM@�NPKKJMODIB�N@IO@I>@N�<I?
>JI>GP?@?�RDOC�<�NPHH<MT�NO<O@H@IO�<I?�OM<INDODJI�JM�GDIF�OJ�OC@�I@SO�D?@<��JM
K<M<BM<KC��*@OfN�<??M@NN�@<>C�DI�OPMI�

^ 2C@topic sentence� NO<O@N�OC@�H<DI�OC@NDN��KPMKJN@��JM�OJKD>�JA�OC@
K<M<BM<KC��DO�?@ADI@N�OC@�NP=E@>O�H<OO@M�OJ�=@�<??M@NN@?�DI�OC<O
K<M<BM<KC�

^ Body sentences� NPKKJMO�OC@�OJKD>�N@IO@I>@�<I?�M@G<O@�>G@<MGT�OJ�OC@
NP=E@>O�H<OO@M�JA�OC@�K<M<BM<KC�<I?�JQ@M<GG�?J>PH@IO��2C@T�H<T�PN@
<I�JMB<IDUDIB�KMDI>DKG@�NDHDG<M�OJ�OC<O�JA�OC@�?J>PH@IO�DON@GA
	>CMJIJGJBT��>JIOM<NO��NK<OD<G
�JM�DIOMJ?P>@�<�M@G<O@?�JMB<IDUDIB
KMDI>DKG@�	KJDIO�=T�KJDIO��KMJ>@NN�JM�KMJ>@?PM@
�

^ 2C@conclusion sentence� =MDIBN�OC@�K<M<BM<KC�OJ�<�>GJN@��DO�H<T�?J
OCDN�DI�<IT�JA�N@Q@M<G�R<TN��'O�H<T�M@DIAJM>@�OC@�K<M<BM<KCfN�H<DI
KJDIO��NPHH<MDU@�OC@�M@G<ODJINCDKN�<HJIB�OC@�=J?T�N@IO@I>@N��<I?�JM
N@MQ@�<N�<�OM<INDODJI�OJ�OC@�I@SO�K<M<BM<KC�

�� 1@IO@I>@�OC<O�NO<O@N�OC@�H<DI
OC@NDN��KPMKJN@��JM�NP=E@>O�JA
OC@�K<M<BM<KC�

�� 1@IO@I>@N�OC<O�NPKKJMO�OC@
OJKD>�N@IO@I>@�<I?�M@G<O@
>G@<MGT�OJ�OC@�NP=E@>O�H<OO@M�JA
OC@�K<M<BM<KC�<I?�JQ@M<GG
?J>PH@IO�

�� 1@IO@I>@�OC<O�=MDIBN�OC@
K<M<BM<KC�OJ�<�>GJN@�
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Effective Sentences

5@�C<Q@�O<GF@?�<=JPO�OC@�JMB<IDU<ODJI�JA�?J>PH@ION�<I?�K<M<BM<KCN��=PO�RC<O
<=JPO�OC@�JMB<IDU<ODJI�JA�N@IO@I>@N��7JP�C<Q@�KMJ=<=GT�G@<MI@?�DI�#IBGDNC�>JPMN@N
OC<O�@<>C�N@IO@I>@�I@@?N�OJ�C<Q@�<�NP=E@>O�<I?�<�Q@M=��HJNO�N@IO@I>@N�<GNJ�C<Q@�<I
J=E@>O��2C@M@�<M@�AJPM�=<ND>�OTK@N�JA�N@IO@I>@N��?@>G<M<ODQ@��DHK@M<ODQ@�
DIO@MMJB<ODQ@��<I?�@S>G<H<OJMT��&@M@�<M@�NJH@�@S<HKG@N�

^ Declarative a�7JP�<M@�DIQDO@?�OJ�EJDI�PN�AJM�GPI>C�
^ Imperative a�.G@<N@�EJDI�PN�AJM�GPI>C�
^ Interrogative a�5JPG?�TJP�GDF@�OJ�EJDI�PN�AJM�GPI>C�
^ Exclamatory a�'fH�NJ�BG<?�TJP�><I�EJDI�PN�

Declarative sentences� H<F@�<�NO<O@H@IO��RC@M@<Ninterrogative sentences � <NF�<
LP@NODJI�Imperative sentences�� >JIQ@T�<�>JHH<I?��<I?exclamatory
sentences�� @SKM@NN�<�NOMJIB�@HJODJI��'IO@MMJB<ODQ@�<I?�@S>G<H<OJMT�N@IO@I>@N�<M@
@<NT�OJ�D?@IODAT�=T�OC@DM�ADI<G�KPI>OP<ODJI��<�LP@NODJI�H<MF�<I?�<I�@S>G<H<ODJI
KJDIO��M@NK@>ODQ@GT��'I�=PNDI@NN�RMDODIB��?@>G<M<ODQ@�<I?�DHK@M<ODQ@�N@IO@I>@N�<M@
HJM@�AM@LP@IOGT�PN@?�

2C@M@�<M@�<GNJ�>JHKJPI?�<I?�>JHKG@S�N@IO@I>@N��RCD>C�H<T�PN@�ORJ�JM�HJM@�JA�OC@
AJPM�=<ND>�OTK@N�DI�>JH=DI<ODJI�

�� Simple sentence��1<G@N�C<Q@�DI>M@<N@?�
�� Compound sentence��1<G@N�C<Q@�DI>M@<N@?�<I?�KMJADON�>JIODIP@�OJ�BMJR�
�� Complex sentence��1<G@N�C<Q@�DI>M@<N@?�<I?�R@�C<Q@�OC@�N<G@N�NO<AA�OJ

OC<IF�
�� Compound complex sentence���GOCJPBC�OC@�@>JIJHT�C<N�=@@I�DI

M@>@NNDJI��N<G@N�C<Q@�DI>M@<N@?��<I?�R@�C<Q@�N<G@N�NO<AA�OJ�OC<IF�

'I�JPM�NDHKG@�N@IO@I>@��cN<G@Nd�N@MQ@N�<N�OC@�NP=E@>O�<I?�cC<Q@�DI>M@<N@?d�N@MQ@N�<N
OC@�Q@M=��2C@�N@IO@I>@�><I�NO<I?�<GJI@�=@><PN@�DO�C<N�OC@�ORJ�=<ND>�K<MON�OC<O
>JINODOPO@�<�N@IO@I>@��'I�JPM�>JHKJPI?�N@IO@I>@�R@�C<Q@�ORJ�DI?@K@I?@IO�>G<PN@N
OC<O�>JPG?�NO<I?�<GJI@��OC@T�<M@�EJDI@?�=T�OC@�>JIEPI>ODJI�c<I?�d�'I�JPM�>JHKG@S
N@IO@I>@��R@�C<Q@�<I�DI?@K@I?@IO�>G<PN@��RCD>C�><I�NO<I?�JI�DON�JRI��>JH=DI@?
RDOC�<�AM<BH@IO�	IJO�<�N@IO@I>@
�JM�?@K@I?@IO�>G<PN@�RCD>C��DA�DO�R@M@�IJO�EJDI@?�OJ
OC@�DI?@K@I?@IO�>G<PN@��RJPG?�IJO�H<F@�<IT�N@IN@��2C@�AM<BH@IO�c<I?�R@�C<Q@�OC@
N<G@N�NO<AA�OJ�OC<IFd�JI�DON�JRI�RJPG?�C<Q@�PN�<NFDIB�cAJM�RC<O�d�<N�OC@�NP=E@>O�DN
<=N@IO��!JHKG@S�>JHKJPI?�N@IO@I>@N�>JH=DI@�<�HDS�JA�DI?@K@I?@IO�<I?
?@K@I?@IO�>G<PN@N��<I?�<O�G@<NO�JI@�JA�OC@�>G<PN@N�HPNO�=@�?@K@I?@IO�

�� 1@IO@I>@�OC<O�H<F@N�<
NO<O@H@IO�

�� 1@IO@I>@�OC<O�<NFN�<�LP@NODJI�

��� 1@IO@I>@�OC<O�>JIQ@TN�<
>JHH<I?�

��� 1@IO@I>@�OC<O�@SKM@NN@N�<
NOMJIB�@HJODJI�
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2C@�<=DGDOT�OJ�RMDO@�>JHKG@O@��>JMM@>O�N@IO@I>@N�DN�GDF@�<IT�JOC@M�NFDGGbDO�>JH@N
RDOC�KM<>OD>@��2C@�HJM@�RMDODIB�TJP�?J��<N�TJP�H<F@�<I�@AAJMO�OJ�PN@�>JMM@>O
BM<HH<M��OC@�@<ND@M�DO�RDGG�=@>JH@��0@<?DIB�<P?D@I>@N��K<MOD>PG<MGT�DI�<�=PNDI@NN
>JIO@SO��RDGG�IJO�R<NO@�OC@DM�ODH@�JI�KJJM�RMDODIB�<I?�RDGG�HJQ@�JI��7JPM�>C<GG@IB@
<N�<I�@AA@>ODQ@�=PNDI@NN�RMDO@M�DN�OJ�FIJR�RC<O�TJP�<M@�BJDIB�OJ�RMDO@�<I?�OC@I�OJ
H<F@�DO�>JH@�<>MJNN��QD<�RJM?N��NTH=JGN��<I?�DH<B@N��DI�<�>G@<M�<I?�>JI>DN@�H<II@M�

1@IO@I>@N�NCJPG?�<QJD?�=@DIB�Q<BP@�<I?�AJ>PN�JI�NK@>DAD>�>JIO@IO��#<>C�N@IO@I>@
NCJPG?�>JIQ@T�<�>JHKG@O@�OCJPBCO��<�Q<BP@�N@IO@I>@�A<DGN�OJ�H@@O�OCDN�>MDO@MD<��2C@
M@<?@M�DN�G@AO�RJI?@MDIB�RC<O�OC@�N@IO@I>@�R<N�NPKKJN@?�OJ�>JIQ@T�

^ 4<BP@�a�5@�><I�A<>DGDO<O@�NJGPODJIN�DI�KPMNPDO�JA�NP>>@NN�=T�G@Q@M<BDIB
JPM�>JM@�NOM@IBOCN�

^ 1K@>DAD>�a� T�PNDIB�JPM�FIJRG@?B@��@SK@MD@I>@��<I?�><K<=DGDOD@N��R@�><I
<>CD@Q@�OC@�KMJ?P>ODJI�O<MB@ON�AJM�OC@�>JHDIB�LP<MO@M�

#AA@>ODQ@�N@IO@I>@N�<GNJ�GDHDO�OC@�M<IB@�<I?�N>JK@�JA�@<>C�>JHKG@O@�OCJPBCO�
<QJD?DIB�I@@?G@NN�>JHKG@SDOT��1JH@ODH@N�RMDO@MN�HDNO<F@IGT�@LP<O@�GJIB��>JHKG@S
N@IO@I>@N�RDOC�@S>@GG@I>@�<I?�NFDGG��!G@<M��>JI>DN@��<I?�JAO@I�=MD@A�N@IO@I>@N�N@MQ@
OJ�>JHHPID><O@�D?@<N�<I?�>JI>@KON�DI�@AA@>ODQ@�<I?�@AAD>D@IO�R<TN�OC<O�>JHKG@S�
C<M?OJAJGGJR�N@IO@I>@N�?J�IJO�

^ Complex���DM�OM<INKJMO<ODJI�A@<OPM@N�NK@@?�JA�?@GDQ@MT�DI�R<TN�A@R
JOC@M�AJMHN�JA�OM<INKJMO<ODJI�><I�H<O>C��DI>GP?DIB�OM<>OJMOM<DG@M�<I?
M<DG��<I?�DN�M@<?DGT�<Q<DG<=G@�OJ�OC@�DI?DQD?P<G�>JINPH@M�<I?�OC@
>JMKJM<O@�>GD@IO�<GDF@�

^ Clear���DM�OM<INKJMO<ODJI�DN�<>>@NND=G@�<I?�A<NO@M�OC<I�M<DGMJ<?�JM
OMP>FDIB�

#AA@>ODQ@�N@IO@I>@N�<M@�>JHKG@O@��>JIO<DIDIB�<�NP=E@>O�<I?�<�Q@M=��'I>JHKG@O@
N@IO@I>@Nb<GNJ�FIJRI�<N�N@IO@I>@�AM<BH@IONb?@HJINOM<O@�<�A<DGPM@�OJ�K<T
<OO@IODJI�OJ�?@O<DG��2C@T�JAO@I�DIQDO@�HDNPI?@MNO<I?DIB��RCD>C�DN�OC@�JKKJNDO@�JA�JPM
BJ<G�DI�=PNDI@NN�>JHHPID><ODJI�

^ $M<BH@ION�a��GOCJPBC�<DM�OM<INKJMO<ODJI�DN�A<NO��!JNON�HJM@�OC<I
OMP>FDIB�

^ !JHKG@O@�a��GOCJPBC�<DM�OM<INKJMO<ODJI�DN�A<NO��DO�>JNON�HJM@�OC<I
OMP>FDIB�

#AA@>ODQ@�=PNDI@NN�RMDODIB�<QJD?N�=PM@<P>M<OD>�G<IBP<B@�<I?�KCM<N@N�OC<O�<M@�OC@
C<GGH<MF�JA�?@>JM<ODJI��"@>JM<ODJI�DN�<�M@AG@>ODJI�JA�MDOP<G��<I?�MDOP<G�C<N�DON�MJG@��'A
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TJP�<M@�OC@�KM@HD@M�JA�<�KMJQDI>@��<I?�R<IO�OJ�H<F@�<�M@NJGPODJI�?@>G<MDIB�OJ?<T�<N
&'4��'"1��R<M@I@NN�"<T��TJP�<M@�<GGJR@?�OJ�NO<MO�OC@�?J>PH@IO�RDOC�c5C@M@<Nd
=@><PN@�JA�DON�MDOP<G�DHKJMO<I>@��1DHDG<MGT��DA�TJP�<M@�RMDODIB�<�G@B<G�?J>PH@IO�
OM<?DODJI�><GGN�AJM�>@MO<DI�NO<I?<M?�KCM<N@N�NP>C�<N�cFIJR�<GG�H@I�=T�OC@N@
KM@N@ION�d�&JR@Q@M��DI�NO<I?<M?�=PNDI@NN�RMDODIB��DO�DN�=@NO�OJ�M@AM<DI�AMJH�PNDIB
=PM@<P>M<OD>�KCM<N@N�<I?�MDOP<GDNOD>�RJM?N�OC<O�?@>JM<O@�<I?�?DNOM<>O�OC@�M@<?@M
AMJH�TJPM�>G@<M��@NN@IOD<G�H@<IDIB��'A�OC@�>PNOJH@M��>GD@IO��JM�NPKKGD@M�?J@N�IJO
PI?@MNO<I?�OC@�H@NN<B@�OC@�ADMNO�ODH@��@<>C�AJGGJRPK�<OO@HKO�OJ�>G<MDAT�OC@
H@<IDIB�OCMJPBC�DIO@M<>ODJI�DN�<�>JNO�2<=G@������ PM@<P>M<OD>�.CM<N@N�<I?
1O<I?<M?��GO@MI<ODQ@N�KM@N@ION�<�A@R�@S<HKG@N�JA�>JHHJI�=PM@<P>M<OD>�KCM<N@N
<I?�NO<I?<M?�#IBGDNC�<GO@MI<ODQ@N�

2<=G@���� PM@<P>M<OD>�.CM<N@N�<I?�1O<I?<M?��GO@MI<ODQ@N

Bureaucratic Phrase Standard English Alternatives
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!JI>@MIDIB�OC@�H<OO@M�JA0@B<M?DIB��<=JPO

"@NKDO@�OC@�A<>O�OC<O�GOCJPBC��RCDG@��@Q@I�OCJPBC

"P@�OJ�OC@�A<>O�OC<O  @><PN@��NDI>@��<N

'HKG@H@IO�<I�DIQ@NODB<ODJI
JA

$DI?�JPO��DIQ@NODB<O@

'I<NHP>C�<N  @><PN@��NDI>@��<N
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NO<O@?

'O�DN�=@GD@Q@?�OC<O
9I<H@�JA�K@MNJI�JM�JMB<IDU<ODJI:�=@GD@Q@N��OCDIFN��JM�N<TN
OC<O

'O�DN�OC@�JKDIDJI�JA�OC@
<POCJM

'�=@GD@Q@��'�OCDIF��DI�HT�JKDIDJI

3IODG�NP>C�ODH@�<N 3IODG��RC@I

5DOC�OC@�@S>@KODJI�JA#S>@KO��<K<MO�AMJH

'I�JM<G�>JHHPID><ODJI��M@K@ODODJI�><I�=@�<I�@AA@>ODQ@�NOM<O@BT�OJ�M@DIAJM>@�<
H@NN<B@��=PO�DI�RMDOO@I�>JHHPID><ODJI�DO�<??N�I@@?G@NN�G@IBOC�OJ�<�?J>PH@IO�<I?
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^ 0@?PI?<IO�a�'I�OCDN�?<T�<I?�<B@�<DM�OM<INKJMO<ODJI�=T�<DM�><MMD@M�DN�OC@
>G@<M�RDII@M�JQ@M�<GO@MI<ODQ@�HJ?@N�JA�>JIQ@T<I>@�AJM�NK@@?�<I?
H@@ODIB�ODBCO�?@<?GDI@N�

^ !G@<M�a�2J?<T�<DM�OM<INKJMO<ODJI�DN�A<NO@M�OC<I�JOC@M�H@OCJ?N�

5C@I�<�RMDO@M�NO<O@N�OC<O�NJH@OCDIB�DN�<�cOMP@�A<>O�d�<�BMJPK�<>CD@Q@?�<�c>JIN@INPN
JA�JKDIDJI�d�JM�OC<O�OC@�cADI<G�JPO>JH@d�R<N�?@>G<M@?��OC@�RJM?�>CJD>@N�M@AG@>O�<I
PII@>@NN<MT�M@?PI?<I>T����A<>O��>JIN@INPN��JM�JPO>JH@�I@@?�IJO�=@�LP<GDAD@?�RDOC
RJM?N�OC<O�NO<O@�NDHDG<M�>JI>@KON��'A�DO�DN�A<>O��DO�DN�OMP@����>JIN@INPN��=T�?@ADIDODJI��DN
AJMH@?�DI�<�BMJPK�AMJH�?DQ@MN@�JKDIDJIN���I�JPO>JH@�DN�OC@�ADI<G�M@NPGO��NJ�<??DIB
OC@�RJM?�cADI<Gd�M@K@<ON�OC@�A<>O�PII@>@NN<MDGT�

'I�=PNDI@NN�RMDODIB�R@�N@@F�>G@<M�<I?�>JI>DN@�RMDODIB�OC<O�NK@<FN�AJM�DON@GA�RDOC
GDOOG@�JM�IJ�HDNDIO@MKM@O<ODJI��2C@�HJM@�>JHKG@S�<�N@IO@I>@�=@>JH@N��OC@�@<ND@M�DO
DN�OJ�GJN@�OM<>F�JA�DON�H@<IDIB��5C@I�R@�>JIND?@M�OC<O�DO�H<T�=@�M@<?�=T�NJH@JI@�AJM
RCJH�#IBGDNC�DN�<�N@>JI?�G<IBP<B@��OC@�>JHKG@S�N@IO@I>@�=@>JH@N�@Q@I�HJM@
KMJ=G@H<OD>��'A�R@�>JIND?@M�DON�OM<ING<ODJI��R@�<??�<IJOC@M�G<T@M�JA�>JHKG@SDOT�OC<O
><I�G@<?�OJ�HDN>JHHPID><ODJI��$DI<GGT��@AA@>ODQ@�N@IO@I>@N�AJGGJR�OC@�)'11�AJMHPG<
AJM�NP>>@NN��)@@K�'O�1DHKG@b1DHKGDAT�

Transitions

'A�TJP�R@M@�BJDIB�OJ�=PDG?�<�CJPN@��TJP�RJPG?�I@@?�<�NOMJIB�AJPI?<ODJI��!JPG?�TJP
KPO�OC@�=@<HN�OJ�CJG?�TJPM�MJJA�DI�KG<>@�RDOCJPO�<ITOCDIB�OJ�F@@K�OC@H�DI�KG<>@��-A
>JPMN@�IJO��OC@T�RJPG?�A<GG�?JRI�MDBCO�<R<T��'I�OC@�N<H@�R<T��OC@�>JGPHIN�JM
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OC<O�TJPM�CJPN@��JM�TJPM�RMDODIB��?J@NIfO�>JH@�>M<NCDIB�?JRI�

Transitions �� DIQJGQ@�RJM?N�JM�QDNP<G�?@QD>@N�OC<O�C@GK�OC@�<P?D@I>@�AJGGJR�OC@
<POCJMfN�D?@<N��>JII@>O�OC@�H<DI�KJDION�OJ�@<>C�JOC@M��<I?�N@@�OC@�M@G<ODJINCDKN
TJPfQ@�>M@<O@?�DI�OC@�DIAJMH<ODJI�TJP�<M@�KM@N@IODIB��2C@T�<M@�JAO@I�?@N>MD=@?�<N
=MD?B@N�=@OR@@I�D?@<N��OCJPBCON�JM�>JI>@KON��KMJQD?DIB�NJH@�N@IN@�JA�RC@M@�TJPfQ@
=@@I�<I?�RC@M@�TJP�<M@�BJDIB�RDOC�TJPM�?J>PH@IO��2M<INDODJIN�BPD?@�OC@�<P?D@I>@
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<GNJ�NCJR�OC@�M@G<ODJINCDKN�=@OR@@I�OC@�H<DI�KJDIO�<I?�OC@�NPKKJMO�TJP�<M@�PNDIB
OJ�DGGPNOM<O@�TJPM�KJDIO��KMJQD?@�@S<HKG@N�AJM�DO��JM�M@A@M�OJ�JPOND?@�NJPM>@N�2<=G@
�����2TK@N�JA�2M<INDODJIN�DI�5MDODIB�DN�<�NPHH<MT�JA�AJPMO@@I�?DAA@M@IO�OTK@N�JA
OM<INDODJIN��!JIND?@M�OC@H�<N�TJP�>JIO@HKG<O@�CJR�OJ�=MDIB�OJB@OC@M�TJPM
DIAJMH<ODJI�<I?�H<F@�IJO@N�JI�TJPM�JPOGDI@�
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Type Definition Examples

���'IO@MI<G
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�I internal preview DN�<�=MD@A
NO<O@H@IO�M@A@MMDIB�OJ�<�KJDIO�TJP
<M@�BJDIB�OJ�H<F@��'O�><I�AJM@><NO�JM
AJM@NC<?JR�<�H<DI�KJDIO�DI�TJPM
?J>PH@IO�

'A�R@�GJJF�<C@<?�OJ��I@SO�R@fGG�@S<HDI@�
IJR�R@�><I�AJ>PN�JPM�<OO@IODJI�JI��ADMNO
R@fGG�GJJF�<O��OC@I�R@fGG�@S<HDI@

��
1DBIKJNON

� signpost <G@MON�OC@�<P?D@I>@�TJP
<M@�HJQDIB�AMJH�JI@�OJKD>�OJ�OC@
I@SO��1DBI�KJNON�JM�NDBI<G�RJM?N
?M<R�<OO@IODJI�OJ�OC@HN@GQ@N�<I?
AJ>PN�OC@�<P?D@I>@fN�<OO@IODJI�

1OJK�<I?�>JIND?@M��R@�><I�IJR�<??M@NN�
OPMIDIB�AMJH�OJ��<IJOC@M��OCDN�M@HDI?N
H@�JA��'�RJPG?�GDF@�OJ�@HKC<NDU@

���'IO@MI<G
1PHH<MD@N

�I internal summary =MD@AGT
>JQ@MN�DIAJMH<ODJI�JM�<GGP?@N�OJ
DIAJMH<ODJI�DIOMJ?P>@?�KM@QDJPNGT�
'O�><I�M@HDI?�<I�<P?D@I>@�JA�<
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DIAJMH<ODJI�>JQ@M@?�DI�TJPM
?J>PH@IO�

�N�'�C<Q@�N<D?��<N�R@�C<Q@�N@@I��<N
H@IODJI@?�@<MGD@M��DI�<IT�@Q@IO��DI
>JI>GPNDJI��DI�JOC@M�RJM?N��DI�NCJMO��JI
OC@�RCJG@��OC@M@AJM@��OJ�NPHH<MDU@��<N
<�M@NPGO��<N�C<N�=@@I�IJO@?�KM@QDJPNGT

��
1@LP@I>@

� sequence transition JPOGDI@N�<
CD@M<M>CD><G�JM?@M�JM�N@MD@N�JA�NO@KN
DI�TJPM�?J>PH@IO��'O�><I�DGGPNOM<O@
JM?@M�JM�NO@KN�DI�<�GJBD><G�KMJ>@NN�

$DMNO`N@>JI?`OCDM?��APMOC@MHJM@�
I@SO��G<NO��NODGG��<GNJ��<I?�OC@I��=@ND?@N�
ADI<GGT

���2DH@

� time transition AJ>PN@N�JI�OC@
>CMJIJGJBD><G�<NK@>ON�JA�TJPM�JM?@M�
.<MOD>PG<MGT�PN@APG�DI�<I�<MOD>G@
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DGGPNOM<O@�AJM�OC@�<P?D@I>@
KMJBM@NNDJI�JA�ODH@�

 @AJM@��@<MGD@M��DHH@?D<O@GT��DI�OC@
H@<IODH@��DI�OC@�K<NO��G<O@GT��G<O@M�
H@<IRCDG@��IJR��KM@N@IOGT��NCJMOGT�
NDHPGO<I@JPNGT��NDI>@��NJ�A<M��NJJI��<N
GJIB�<N��<N�NJJI�<N��<O�G<NO��<O�G@IBOC��<O
OC<O�ODH@��OC@I��PIODG��<AO@MR<M?

����??DODJI

�I addition or additive transition
>JIOMD=PO@N�OJ�<�KM@QDJPN�KJDIO��2CDN
OM<INDODJI�><I�=PDG?�JI�<�KM@QDJPN
KJDIO�<I?�@SO@I?�OC@�?DN>PNNDJI�

�??DODJI<GGT��IJO�OJ�H@IODJI��DI
<??DODJI�OJ��APMOC@MHJM@��@DOC@M�
I@DOC@M��=@ND?@N��JI��DI�A<>O��<N�<�H<OO@M
JA�A<>O��<>OP<GGT��IJO�JIGT��=PO�<GNJ��<N
R@GG�<N

��
1DHDG<MDOT

� transition by similarity ?M<RN�<
K<M<GG@G�=@OR@@I�ORJ�D?@<N�
>JI>@KON�JM�@S<HKG@N��'O�><I
DI?D><O@�<�>JHHJI�<M@<�=@OR@@I
KJDION�AJM�OC@�<P?D@I>@�

'I�OC@�N<H@�R<T��=T�OC@�N<H@�OJF@I�
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DI�OC@�N<H@�Q@DI

!C<KO@M���5MDODIB

����-MB<IDU<ODJI ���



Type Definition Examples
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!JHK<MDNJI

� transition by comparison
?M<RN�<�?DNODI>ODJI�=@OR@@I
ORJ�D?@<N��>JI>@KON�JM
@S<HKG@N��'O�><I�DI?D><O@�<
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� transition by contrast
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F@T�?DNODI>ODJI�=@OR@@I
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 PO��I@DOC@M`IJM��CJR@Q@M�
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?@NKDO@��@Q@I�OCJPBC��DI
>JIOM<NO��DI�NKDO@�JA��JI�OC@
>JIOM<MT��>JIQ@MN@GT��PIGDF@�
RCDG@�DINO@<?��I@Q@MOC@G@NN�
IJI@OC@G@NN��M@B<M?G@NN��NODGG�
OCJPBC��T@O��<GOCJPBC

����!<PN@
<I?�#AA@>O�
0@NPGO

� transition by cause and
effect or result DGGPNOM<O@N�<
M@G<ODJINCDK�=@OR@@I�ORJ
D?@<N��>JI>@KON�JM�@S<HKG@N
<I?�H<T�AJ>PN�JI�OC@
JPO>JH@�JM�M@NPGO��'O�><I
DGGPNOM<O@�<�M@G<ODJINCDK
=@OR@@I�KJDION�AJM�OC@
<P?D@I>@�

�N�<�M@NPGO��=@><PN@�
>JIN@LP@IOGT��AJM�OCDN
KPMKJN@��<>>JM?DIBGT��NJ�
OC@I��OC@M@AJM@��OC@M@PKJI�
OCPN��OJ�OCDN�@I?��AJM�OCDN
M@<NJI��<N�<�M@NPGO��=@><PN@�
OC@M@AJM@��>JIN@LP@IOGT��<N�<
>JIN@LP@I>@��<I?�OC@
JPO>JH@�R<N

���
#S<HKG@N

� transition by example
DGGPNOM<O@N�<�>JII@>ODJI
=@OR@@I�<�KJDIO�<I?�<I
@S<HKG@�JM�@S<HKG@N��7JP
H<T�ADI?�QDNP<G�<D?N�RJMF
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OM<INDODJI�

'I�A<>O��<N�R@�><I�N@@��<AO@M�<GG�
@Q@I��AJM�@S<HKG@��AJM
DINO<I>@��JA�>JPMN@�
NK@>DAD><GGT��NP>C�<N��DI�OC@
AJGGJRDIB�@S<HKG@��OJ
DGGPNOM<O@�HT�KJDIO

����.G<>@

� place transition M@A@MN�OJ�<
GJ><ODJI��JAO@I�DI�<�NK<OD<GGT
JMB<IDU@?�@NN<T��JA�JI@�KJDIO
JA�@HKC<NDN�OJ�<IJOC@M�
�B<DI��QDNP<G�<D?N�RJMF�R@GG
RC@I�?DN>PNNDIB�KCTND><G
GJ><ODJI�RDOC�OC@�M@<?DIB
<P?D@I>@�

-KKJNDO@�OJ��OC@M@��OJ�OC@�G@AO�
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���
!G<MDAD><ODJI

� clarification transition
M@NO<O@N�JM�APMOC@M�?@Q@GJKN�<
H<DI�D?@<�JM�KJDIO��'O�><I�<GNJ
N@MQ@�<N�<�NDBI<G�OJ�<�F@T
KJDIO�

2J�>G<MDAT��OC<O�DN��'�H@<I��DI
JOC@M�RJM?N��OJ�KPO�DO�<IJOC@M
R<T�OC<O�DN�OJ�N<T��OJ�M@KCM<N@
DO��DI�JM?@M�OJ�@SKG<DI��OCDN
H@<IN

!C<KO@M���5MDODIB

����-MB<IDU<ODJI ���



Type Definition Examples
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� concession transition
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EXERCISES

�� 5C<O�API>ODJIN�?J@N�JMB<IDU<ODJI�N@MQ@�DI�<�?J>PH@IO��!<I�OC@T�=@
KJNDODQ@�JM�I@B<ODQ@��#SKG<DI�<I?�?DN>PNN�RDOC�<�>G<NNH<O@�

�� !M@<O@�<I�JPOGDI@�AMJH�<�N<HKG@�<MOD>G@�JM�?J>PH@IO��"J�TJP�IJOD>@�<I
JMB<IDU<ODJI<G�K<OO@MI��#SKG<DI�<I?�?DN>PNN�RDOC�<�>G<NNH<O@�

�� 5CD>C�JA�OC@�AJGGJRDIB�N@IO@I>@N�<M@�BJJ?�@S<HKG@N�JA�>JMM@>O
<I?�>G@<M�=PNDI@NN�#IBGDNC��$JM�N@IO@I>@N�I@@?DIB�DHKMJQ@H@IO�
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+<MGTN�
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Figure 6.2

Your writing style reflects on you
when you are not there to
represent yourself. Make sure
your style is professional.

6.2 Writing Style

LEARNING OBJECTIVE
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Figure 6.3

Sewing, like many other fields of
expertise, has its own jargon.
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@S<HKG@��DA�TJP�RMDO@�OC<O�N<G@N�<M@�PK���K@M>@IO�JQ@M�OCDN�ODH@�G<NO�T@<M��OC@
IPH=@M�<GJI@�H<T�IJO�B@O�OC@�<OO@IODJI�DO�?@N@MQ@N��'A��CJR@Q@M��I@<M�OC@�O@SO
N@>ODJI�TJP�A@<OPM@�<�=<M�BM<KC�?@HJINOM<ODIB�OC@�N<G@N�BMJROC�ADBPM@N��OC@
M@KM@N@IO<ODJI�JA�OC@�DIAJMH<ODJI�DI�O@SOP<G�<I?�BM<KCD><G�R<T�H<T�M@DIAJM>@�DON
DHKJMO<I>@�
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�N�TJP�GJJF�<>MJNN�OC@�OJK�JA�TJPM�RJM?�KMJ>@NNDIB�KMJBM<H�TJP�H<T�IJOD>@bold�
italics� PI?@MGDI@��CDBCGDBCON��TJPM�>CJD>@�JA�>JGJPMN��<I?�<�CJNO�JA�DIO@M@NODIB�AJION�
�GOCJPBC�DO�><I�=@�@IO@MO<DIDIB�OJ�@SK@MDH@IO�RDOC�OC@N@�QDNP<G�@AA@>ON��?J�IJO�PN@
OC@H�EPNO�AJM�OC@�N<F@�JA�?@>JM<ODJI��!JINDNO@I>T�<I?�=M<I?DIB�<M@�DHKJMO<IO
A@<OPM@N�JA�TJPM�ADMHfN�KP=GD>�DH<B@��NJ�TJP�RDGG�R<IO�OC@�QDNP<G�<NK@>ON�JA�TJPM
RMDODIB�OJ�NPKKJMO�OC<O�DH<B@��1ODGG��RC@I�TJP�I@@?�OJ�CDBCGDBCO�<I�DHKJMO<IO�A<>O
JM�@HKC<NDU@�<�F@T�LP@NODJI�DI�<�M@KJMO��TJPM�M@<?@MN�RDGG�<KKM@>D<O@�TJPM�PN@�JA
QDNP<G�@AA@>ON�OJ�?M<R�OC@DM�<OO@IODJI��!JIND?@M�OC@�AJGGJRDIB�@S<HKG@N�

^  PGG@ON�><I�=@�@AA@>ODQ@�RC@I�PN@?�RDOC�?DN>M@ODJI�

2<F@�><M@�RC@I�PNDIB�OC@�AJGGJRDIB�

�� ,PH=@MN
�� 5DOC�NP=C@<?DIBN
�� 'I�N@MD<G�GDNON
�� �N�OC@T�><I�B@O
�� ��=DO�JQ@MRC@GHDIB�OJ�OC@�KJDIO�RC@M@
�� 2C@�M@<?@M�GJN@N�CDN�JM�C@M�DIO@M@NO

#HKC<NDN�><I�=@�DIAGP@I>@?�=T�TJPM�>CJD>@�JA�AJIO��1@MDA�AJION��NP>C�<N�2DH@N�,@R
0JH<I�<I?�%<M<HJI?��C<Q@�?@>JM<ODQ@�@I?N�OC<O�H<F@�OC@�AJIO�@<NT�OJ�M@<?��1<IN
N@MDA�AJION��GDF@��MD<G��G<>F�OC@N@�QDNP<G�>P@N�<I?�JAO@I�N@MQ@�=@OO@M�<N�C@<?@MN�

7JP�><I�<GNJ�Q<MT�OC@�@HKC<NDN�<>>JM?DIB�OJ�RC@M@�TJP�KG<>@�DIAJMH<ODJI�RDOCDI�<
N@IO@I>@�

^ Maximum emphasis��1<G@N�C<Q@�DI>M@<N@?�<>MJNN�!<I<?<�=@><PN@�JA�OC@
G<O@NO�KMJHJODJI<G�@AAJMON�DI�JPM�G<MB@NO�<I?�HJNO�NP>>@NNAPG�H<MF@O�

^ Medium emphasis�� @><PN@�JA�OC@�G<O@NO�KMJHJODJI<G�@AAJMON�DI�JPM
G<MB@NO�<I?�HJNO�NP>>@NNAPG�H<MF@O��N<G@N�C<Q@�DI>M@<N@?�<>MJNN
!<I<?<�

^ Minimum emphasis��!<I<?<��RCD>C�C<N�@SK@MD@I>@?�<�N<G@N�DI>M@<N@��DN
JPM�G<MB@NO�<I?�HJNO�NP>>@NNAPG�H<MF@O�

2C@�DIAJMH<ODJI�<O�@I?�JA�OC@�N@IO@I>@�DN�RC<O�K@JKG@�JAO@I�M@><GG��<I?�DN�OC@M@AJM@
IJMH<GGT�>JIND?@M@?�OC@�GJ><ODJI�JA�H<SDHPH�@HKC<NDN��2C@�N@>JI?�=@NO�KJNDODJI
AJM�M@><GG�DN�OC@�=@BDIIDIB�JA�OC@�N@IO@I>@��RCDG@�OC@�HD??G@�JA�OC@�N@IO@I>@�DN�OC@
<M@<�RDOC�OC@�G@<NO�M@><GG��'A�TJP�R<IO�OJ�CDBCGDBCO�<�KJDIO��KG<>@�DO�<O�OC@�=@BDIIDIB
JM�@I?�JA�OC@�N@IO@I>@��<I?�DA�TJP�R<IO�OJ�?@@HKC<NDU@�<�KJDIO��OC@�HD??G@�DN�TJPM
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=@NO�JKODJI�+>*@<I��1��	����
� The basics of speech communication�� JNOJI��+����GGTI
�� <>JI�

Active versus Passive Voice

7JP�R<IO�TJPM�RMDODIB�OJ�=@�@IB<BDIB��5CD>C�N@IO@I>@�RJPG?�TJP�M<OC@M�M@<?�

^ ��a��GG�N<G@N�JM?@MN�<M@�KMJ>@NN@?�?<DGT�=T�+<>F@IUD@�
^  �a�+<>F@IUD@�KMJ>@NN@N�<GG�N<G@N�JM?@MN�?<DGT�

+JNO�M@<?@MN�KM@A@M�N@IO@I>@� ��=PO�RCT��7JPfGG�M@><GG�OC<O�<GG�N@IO@I>@N�C<Q@�<
NP=E@>O�<I?�<�Q@M=��=PO�TJP�H<T�IJO�C<Q@�K<D?�HP>C�<OO@IODJI�OJ�OC@DM�API>ODJIN�
*@OfN�GJJF�<O�CJR�OC@�NP=E@>O�<I?�Q@M=�API>ODJI�DI�OC@N@�ORJ�N@IO@I>@N��'I�N@IO@I>@
���OC@�NP=E@>O�DN�c+<>F@IUD@�d�<I?�OC@�NP=E@>O�DN�OC@�?J@M�JA�OC@�<>ODJI�@SKM@NN@?�=T
OC@�Q@M=�	KMJ>@NN@N
��'I�N@IO@I>@����OC@�NP=E@>O�DN�cN<G@N�JM?@MN�d�<I?�OC@�NP=E@>O�DN
OC@�M@>@DQ@M�JA�OC@�<>ODJI�@SKM@NN@?�=T�OC@�Q@M=�	<M@�KMJ>@NN@?
��1@IO@I>@���DN
RMDOO@I�DIactive voice�� b<�N@IO@I>@�NOMP>OPM@�DI�RCD>C�OC@�NP=E@>O�><MMD@N�JPO�OC@
<>ODJI��1@IO@I>@� �DN�RMDOO@I�DIpassive voice�� b<�N@IO@I>@�NOMP>OPM@�DI�RCD>C�OC@
NP=E@>O�M@>@DQ@N�OC@�<>ODJI�

�>ODQ@�N@IO@I>@N�O@I?�OJ�=@�NCJMO@M��HJM@�KM@>DN@��<I?�@<ND@M�OJ�PI?@MNO<I?��2CDN�DN
@NK@>D<GGT�OMP@�=@><PN@�K<NNDQ@�N@IO@I>@N�><I�=@�RMDOO@I�DI�R<TN�OC<O�?J�IJO�O@GG�OC@
M@<?@M�RCJ�OC@�?J@M�JA�OC@�<>ODJI�DN��$JM�@S<HKG@��c�GG�N<G@N�JM?@MN�<M@�KMJ>@NN@?
?<DGTd�DN�<�>JHKG@O@�<I?�>JMM@>O�N@IO@I>@�DI�K<NNDQ@�QJD>@�

�>ODQ@�QJD>@�DN�OC@�>G@<M�>CJD>@�AJM�<�Q<MD@OT�JA�>JIO@SON��=PO�IJO�<GG��5C@I�TJP�R<IO
OJ�?@@HKC<NDU@�OC@�?J@M�JA�OC@�<>ODJI��TJP�H<T�RMDO@��c2@I�G<O@�<MMDQ<GN�R@M@
M@>JM?@?�OCDN�HJIOCd�<I?�IJO�@Q@I�H@IODJI�RCJ�R<N�G<O@��2C@�K<NNDQ@�AJMH�?J@NIfO
KG<>@�=G<H@�JM�>M@?DO��NJ�DO�><I�=@�HJM@�?DKGJH<OD>�DI�NJH@�>JIO@SON��.<NNDQ@�QJD>@
<GGJRN�OC@�RMDO@M�OJ�<QJD?�K@MNJI<G�M@A@M@I>@N�JM�K@MNJI<G�KMJIJPIN�	C@��NC@��OC@T

OJ�>M@<O@�<�HJM@�J=E@>ODQ@�OJI@��2C@M@�<M@�<GNJ�NDOP<ODJIN�RC@M@�OC@�?J@M�JA�OC@
<>ODJI�DN�PIFIJRI��<N�DI�cBM<AADOD�R<N�K<DIO@?�JI�OC@�ND?@�JA�JPM�=PDG?DIB�G<NO�IDBCO�d

-Q@M<GG��=PNDI@NN�>JHHPID><ODJI�M@NJPM>@N�O@I?�OJ�M@>JHH@I?�<>ODQ@�QJD>@�<N�OC@
KM@A@MM@?�NOTG@��1ODGG��OC@�NOTG@N�OC@HN@GQ@N�<M@�IJO�OC@�KMJ=G@H�JM�>C<GG@IB@��=PO�DO
DN�CJR�R@�PN@�OC@H�OC<O�H<OO@MN����NFDGG@?�=PNDI@NN�RMDO@M�RDGG�N@@�=JOC�NOTG@N�<N
JKODJIN�RDOCDI�<�M<IB@�JA�>CJD>@N�<I?�G@<MI�OJ�?DNODIBPDNC�RC@I�@<>C�NOTG@�DN�HJNO
<KKMJKMD<O@�OJ�A<>DGDO<O@�>JHHPID><ODJI���� 1@IO@I>@�NOMP>OPM@�DI�RCD>C

OC@�NP=E@>O�><MMD@N�JPO�OC@
<>ODJI�
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Commonly Confused Words

2C@�N@IO@I>@N�DI2<=G@������!JHHJI�#MMJMN�DI�#IBGDNC�AJ>PN�JI�NJH@�JA�OC@�HJNO
>JHHJI�@MMJMN�DI�#IBGDNC��7JP�H<T�M@><GG�OCDN�@S@M>DN@�AMJH�OC@�DIOMJ?P>ODJI�JA
OCDN�>C<KO@M��&JR�?D?�TJP�?J��4DNDO�OC@�c�??DODJI<G�0@NJPM>@Nd�N@>ODJI�<O�OC@�@I?�JA
OC@�>C<KO@M�AJM�NJH@�M@NJPM>@N�JI�#IBGDNC�BM<HH<M�<I?�PN<B@�

2<=G@����!JHHJI�#MMJMN�DI�#IBGDNC

�� acceptJM
except

2C@�JAAD>@�RDGG�;;;;;;;
<KKGD><ODJIN�PIODG��
K�H��JI�OC@���NO�

<>>@KO

�OO@I?<I>@�DN
M@LPDM@?�AJM�<GG
@HKGJT@@N�;;;;;;;
NPK@MQDNJMN�

@S>@KO

�� affectJM
effect

2J�;;;;;;;�OC@�BMJROC
JA�KG<ION��R@�><I
M@BPG<O@�OC@�R<O@M
NPKKGT�

<AA@>O
��G<>F�JA�R<O@M�C<N�<
KM@?D>O<=G@�;;;;;;;
JI�HJNO�KG<ION�

@AA@>O

�� e.g��JMi.e�

.G@<N@�JM?@M������
DHKMDIO@?�BDQ@<R<TN
	;;;;;;;��K@IN�JM
>JAA@@�HPBN


@�B�
!C<MB@�OC@H�OJ�HT
<>>JPIO�	;;;;;;;�
<>>JPIO�������
�

D�@�

�� its JMitÕs

2C@�?@K<MOH@IO
NPMK<NN@?�;;;;;;;
KM@QDJPN�N<G@N�M@>JM?
OCDN�LP<MO@M�

DON
;;;;;;;�HT�JKDIDJI
OC<O�R@�M@<>C@?�K@<F
JDG�DI������

'OfN

�� layJMlie
.G@<N@�;;;;;;;�OC@
M@KJMO�JI�OC@�?@NF�

G<T

2C@�?J>OJM�<NF@?�CDH
OJ�;;;;;;;�?JRI�JI
OC@�@S<HDI<ODJI
O<=G@�

GD@

�� pressure
JM
pressurize

5@�I@@?�OJ�;;;;;;;
OC@�GDLPD?�IDOMJB@I
O<IFN�

KM@NNPMDU@
'O�HDBCO�=@�KJNND=G@�OJ
;;;;;;;�CDH�OJ�M@NDBI�

KM@NNPM@

�� principle
JMprincipal

'OfN�OC@�=<ND>
;;;;;;;;;�JA�A<MHDIB�
IJ�R<O@M��IJ�AJJ?�

KMDI>DKG@

2C@�;;;;;;;�M@<NJI
AJM�OC@�OMDK�DN�OJ
<OO@I?�OC@�N<G@N
H@@ODIB�

KMDI>DK<G

�� regardless
JM
irregardless

;;;;;;;�JA�RC<O�R@
?J��B<N�KMD>@N�<M@
PIGDF@GT�OJ�BJ�=<>F
?JRI�

0@B<M?G@NN

;;;;;;;�JA�TJPM
=@GD@AN��KG@<N@�OMT�OJ
GDNO@I�RDOC�<I�JK@I
HDI?�

0@B<M?G@NN
	Irregardless
DN�IJO�<
NO<I?<M?
RJM?��N@@
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TJPM
?D>ODJI<MT


�� thanJM
then

2CDN�T@<MfN�GJNN@N�R@M@
RJMN@�;;;;;;;�G<NO
T@<MfN�

OC<I

'A�R@�><I�>PO�JPM
>JNON��;;;;;;;�DO
HDBCO�=@�KJNND=G@�OJ
=M@<F�@Q@I�

OC@I

;;;;;;;�OTK@�JA
H<MF@ODIB�?<O<�?D?
TJP�I@@?�

5CD>C

)<M@I�HDNKG<>@?�OC@
M@KJMO��;;;;;;;
><PN@?�<�?@G<T�DI
H<FDIB�<�?@>DNDJI�

RCD>C

��� that JM
which

2C@M@�<M@�N@Q@M<G
FDI?N�JA�?<O<�;;;;;;;
>JPG?�=@�PN@APG�

OC<O

2C@�M@KJMO�DN
;;;;;;;;;��DI�OC@�OJK
ADG@�?M<R@M�

OC@M@

;;;;;;;;;;�NOM<O@BD>
<?Q<IO<B@�?@K@I?N�JI
<�RD?@�?DNOMD=PODJI
I@ORJMF�

2C@DM
��� there,
their��JM
theyÕre ;;;;;;;;;;�KG<IIDIB

OJ�<OO@I?�OC@�N<G@N
H@@ODIB�DI�+JIOM@<G�

2C@TfM@

!PNOJH@MN�I@@?
;;;;;;;�?MDQ@�NGJR@M�DA
OC@T�R<IO�OJ�N<Q@�B<N�

OJ

�AO@M�N<G@N�H@@ODIB�
TJP�NCJPG?�QDNDO
>PNOJH@MN�DI�OC@
+JIOM@<G�<M@<
;;;;;;;�

OJJ

��� to� too�
JMtwo

'I�A<>O��OC@�;;;;;;;�JA
TJP�NCJPG?�H<F@�NJH@
>PNOJH@M�QDNDON
OJB@OC@M�

ORJ

���
uninterested
JM
disinterested

&@�RJPG?�=@�OC@�=@NO
K@MNJI�OJ�H<F@�<
?@>DNDJI��NDI>@�C@�DNIfO
=D<N@?�<I?�DN
M@G<ODQ@GT�;;;;;;;�DI
OC@�JPO>JH@�

?DNDIO@M@NO@?

2C@�N<G@N�H<I<B@M
OMD@?�OJ�NK@<F
?TI<HD><GGT��=PO�OC@
N<G@N�M@KN�R@M@�NDHKGT
;;;;;;;�DI�RC<O�C@
C<?�OJ�N<T�

PIDIO@M@NO@?

;;;;;;;;;;�OMP>F�DN
OC<O�

5CJN@
;;;;;;;;;;�BJDIB�OJ
K<T�AJM�OC@�M@K<DMN�

5CJfN��� who�
whom�
whoÕs��JM
whose

;;;;;;;;;;�RDGG�BJ�OJ
OC@�DIO@MQD@R�

5CJ
2J�;;;;;;;;;;�NCJPG?
R@�<??M@NN�OC@�OC<IF
TJP�IJO@�

RCJH

�� yourJM
youÕre

+T�JAAD>@�DN�=DBB@M
OC<I�;;;;;;;�>P=D>G@�

TJPM
;;;;;;;�BJDIB�OJ
G@<MI�CJR�OJ�<QJD?

7JPfM@

!C<KO@M���5MDODIB

����5MDODIB�1OTG@ ���



H<FDIB�OC@N@
>JHHJI�HDNO<F@N�DI
#IBGDNC�

Making Errors at the Speed of Light

'I�=PNDI@NN�<I?�DI?PNOMT�OC@M@�DN�DI>M@<NDIB�KM@NNPM@�OJ�KMJ?P>@�PI?@M�?@<?GDI@N
OC<O�DI�NJH@�M@NK@>ON�C<Q@�=@@I�<MODAD>D<GGT�<>>@G@M<O@?�=T�OC@�DHH@?D<>T�DIC@M@IO
DI�O@>CIJGJBD><G�>JHHPID><ODJI�?@QD>@N��'A�TJP�M@>@DQ@�<I�@H<DG�JM�O@SO�H@NN<B@
RCDG@�TJP�<M@�DI�OC@�HD??G@�JA�NOP?TDIB�<�>JHKG@S�KMJ=G@H��TJP�H<T�=@�O@HKO@?�OJ
cB@O�DO�JPO�JA�OC@�R<Td�=T�OTKDIB�JPO�<�LPD>F�M@KGT��=PO�DI�TJPM�C<NO@�TJP�H<T�A<DG�OJ
LP<GDAT��DI>GP?@�DHKJMO<IO�DIAJMH<ODJI��JM�@Q@I�>C@>F�OJ�H<F@�NPM@�TJP�C<Q@�CDO
c0@KGTd�<I?�IJO�c0@KGT�OJ��GGd�JM�@Q@I�c"@G@O@�d�2<F@�><M@�OJ�K<PN@�<I?�M@QD@R�TJPM
O@SO�H@NN<B@��@H<DG��JM�?J>PH@IO�=@AJM@�TJP�>JIND?@M�DO�>JHKG@O@��&@M@�DN�<�LPD>F
@G@>OMJID>�>JHHPID><ODJI�?J�?JIfO�GDNO�OJ�F@@K�DI�HDI?�=@AJM@�TJP�>GD>F�cN@I?�d

"J�M@H@H=@M�OC@�AJGGJRDIB�

^ #Q@MTOCDIB�TJP�<>>@NN�QD<�<I�@HKGJT@MfN�NTNO@H�DN�NP=E@>O�OJ
DINK@>ODJI�

^ #Q@MTOCDIB�TJP�RMDO@�JM�M@>JM?�M@AG@>ON�TJP�<I?�TJPM�=PNDI@NN�JM
JMB<IDU<ODJI��@Q@I�DA�DO�DN�NOJM@?�DI�<�%JJBG@�JM�7<CJJ��<>>JPIO�

^ 0@NK@>O�K@MNJI<G�NK<>@�=T�IJO�AJMR<M?DIB�@Q@MT�@H<DG�TJP�OCDIF�DN
APIIT�

^ 3N@�<�>JI>DN@�=PO�M@G@Q<IO�<I?�DIAJMH<ODQ@�KCM<N@�AJM�OC@�NP=E@>O�GDI@�
^ #H<DG�OC@�M@>@DQ@M�=@AJM@�N@I?DIB�G<MB@�<OO<>CH@ION��<N�OC@T�H<T

@S>@@?�OC@�GDHDO�JA�OC@�M@>@DQ@MfN�DI=JS�
^ �OO<>C�TJPM�DIO@I?@?�<OO<>CH@ION�

KEY TAKEAWAY

�I�<KKMJKMD<O@�=PNDI@NN�RMDODIB�NOTG@�><I�=@�AJMH<G�JM�DIAJMH<G��?@K@I?DIB
JI�OC@�>JIO@SO��=PO�DO�NCJPG?�<GR<TN�M@AG@>O�A<QJPM<=GT�JI�OC@�RMDO@M�<I?�OC@
JMB<IDU<ODJI�
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EXERCISES

�� 1@G@>O�<O�G@<NO�OCM@@�@S<HKG@N�JA�RMDODIB�AMJH�?DAA@M@IO�FDI?N�JA�NJPM>@N�
NP>C�<N�<�BJQ@MIH@IO�5@=�NDO@��<�O@SO=JJF��<�KJKPG<M�H<B<UDI@��<I?�<
IJQ@G���>>JM?DIB�OJ�OC@�NOTG@�>C<M<>O@MDNOD>N�?DN>PNN@?�DI�OCDN�N@>ODJI�
CJR�RJPG?�TJP�>C<M<>O@MDU@�OC@�NOTG@�JA�@<>C��1@G@>O�<�K<M<BM<KC�OJ
M@RMDO@�DI�<�?DAA@M@IO�NOTG@bAJM�@S<HKG@��DA�OC@�NOTG@�DN�AJMH<G��H<F@�DO
DIAJMH<G��DA�OC@�N@G@>ODJI�DN�RMDOO@I�DI�<>ODQ@�QJD>@��H<F@�DO�K<NNDQ@�
"DN>PNN�TJPM�M@NPGON�RDOC�TJPM�>G<NNH<O@N�

�� 5C<O�<M@�NJH@�LP<GDOD@N�JA�<�BJJ?�=PNDI@NN�RMDODIB�NOTG@��5C<O�H<F@N
>@MO<DI�NOTG@N�HJM@�<KKMJKMD<O@�AJM�=PNDI@NN�OC<I�JOC@MN��"DN>PNN�TJPM
OCJPBCON�RDOC�<�>G<NNH<O@�

�� $DI?�<I�@S<HKG@�JA�AJMH<G�RMDODIB�<I?�RMDO@�<I�DIAJMH<G�Q@MNDJI��.G@<N@
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6.3 Making an Argument
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Recognizing Fallacies
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Fallacy Definition Example
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EXERCISES
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6.4 Paraphrase and Summary versus Plagiarism

LEARNING OBJECTIVES
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Chapter 7

Revising and Presenting Your Writing
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�� 1@G@>O�<�?J>PH@IO��NP>C�<N�<I�<MOD>G@�AMJH�<�5@=�NDO@��I@RNK<K@M�
H<B<UDI@��JM�<�KD@>@�JA�RMDODIB�TJP�C<Q@�>JHKG@O@?�AJM�<�>JPMN@�
#Q<GP<O@�OC@�?J>PH@IO�<>>JM?DIB�OJ�OC@�AJPM�H<DI�><O@BJMD@N�?@N>MD=@?
DI�OCDN�N@>ODJI��!JPG?�OC@�?J>PH@IO�=@I@ADO�AMJH�M@QDNDJI�DI�<IT�JA�OC@N@
<M@<N��"DN>PNN�TJPM�ADI?DIBN�RDOC�TJPM�>G<NNH<O@N�

�� 'IO@MQD@R�<�>JRJMF@M�JM�>JGG@<BP@�<I?�NK@>DAD><GGT�<NF�CJR�HP>C�ODH@
<I?�<OO@IODJI�OC@T�?@?D><O@�OJ�OC@�M@QDNDJI�KMJ>@NN�JA�OC@DM�RMDOO@I
RJMF��!JHK<M@�TJPM�M@NPGON�RDOC�>G<NNH<O@N�

�� $DI?�<�K<MOD>PG<MGT�BJJ?�@S<HKG@�JA�RMDODIB�<>>JM?DIB�OJ�OC@�<=JQ@
>MDO@MD<��0@QD@R�DO�<I?�NC<M@�DO�RDOC�TJPM�>G<NNH<O@N�

�� $DI?�<�K<MOD>PG<MGT�=<?�@S<HKG@�JA�RMDODIB�<>>JM?DIB�OJ�OC@�<=JQ@
>MDO@MD<��0@QD@R�DO�<I?�NC<M@�DO�RDOC�TJPM�>G<NNH<O@N�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����%@I@M<G�0@QDNDJI�.JDION�OJ�!JIND?@M ���



7.2 Specific Revision Points to Consider

LEARNING OBJECTIVE

�� *DNO�NDS�NK@>DAD>�@G@H@ION�JA�@Q@MT�?J>PH@IO�OJ�>C@>F�AJM�M@QDNDJI�

5C@I�M@QDNDIB�TJPM�?J>PH@IO��DO�><I�=@�C@GKAPG�OJ�AJ>PN�JI�NK@>DAD>�KJDION��5C@I
TJP�>JIND?@M�@<>C�KJDIO�DI�OPMI��TJP�RDGG�=@�<=G@�OJ�=M@<F�?JRI�OC@�M@QDNDJI�KMJ>@NN
DIOJ�H<I<B@<=G@�NO@KN��5C@I�TJP�C<Q@�@S<HDI@?�@<>C�KJDIO��TJP�><I�=@�>JIAD?@IO
OC<O�TJP�C<Q@�<QJD?@?�H<IT�KJNND=G@�<M@<N�AJM�@MMJMN��1K@>DAD>�M@QDNDJI�M@LPDM@N
<OO@IODJI�OJ�OC@�AJGGJRDIB�

^ $JMH<O
^ $<>ON
^ ,<H@N
^ 1K@GGDIB
^ .PI>OP<ODJI
^ %M<HH<M

*@OfN�@S<HDI@�OC@N@�>C<M<>O@MDNOD>N�JI@�=T�JI@�

Format

$JMH<O�DN�<I�DHKJMO<IO�K<MO�JA�OC@�M@QDNDJI�KMJ>@NN��$JMH<O�DIQJGQ@N�OC@�?@NDBI
@SK@>O<ODJIN�JA�<POCJM�<I?�<P?D@I>@��'A�<�G@OO@M�AJMH<O�IJMH<GGT�?@NDBI<O@N�<�?<O@�<O
OC@�OJK��JM�OC@�N@I?@MfN�<??M@NN�JI�OC@�G@AO�ND?@�JA�OC@�K<B@�=@AJM@�OC@�N<GPO<ODJI�
OC@�DIAJMH<ODJI�NCJPG?�=@�DI�OC@�>JMM@>O�GJ><ODJI��$JMH<OODIB�OC<O�DN�H@NNT�JM�A<DGN
OJ�>JIAJMH�OJ�OC@�>JHK<IT�NOTG@�RDGG�M@AG@>O�KJJMGT�JI�TJP�=@AJM@�OC@�M@<?@M�@Q@I
NO<MON�OJ�M@<?�DO�� T�KM@N@IODIB�<�?J>PH@IO�OC<O�DN�KMJK@MGT�AJMH<OO@?�<>>JM?DIB�OJ
OC@�@SK@>O<ODJIN�JA�TJPM�JMB<IDU<ODJI�<I?�TJPM�M@<?@MN��TJP�RDGG�NO<MO�JAA�H<FDIB�<
BJJ?�DHKM@NNDJI�

Facts

�IJOC@M�F@T�K<MO�JA�OC@�M@QDNDJI�KMJ>@NN�DN�>C@>FDIB�TJPM�A<>ON��"D?�TJP�FIJR�OC<O
I@RN�JMB<IDU<ODJIN�<I?�H<B<UDI@N�@HKGJT�KMJA@NNDJI<G�A<>O>C@>F@MN��2C@N@
RJMF@MN�<M@�M@NKJIND=G@�AJM�@S<HDIDIB�@Q@MT�<MOD>G@�=@AJM@�DO�B@ON�KP=GDNC@?�<I?
>JINPGODIB�JMDBDI<G�NJPM>@N�OJ�H<F@�NPM@�OC@�DIAJMH<ODJI�DI�OC@�<MOD>G@�DN�<>>PM<O@�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

���



Figure 7.1

Always spell a personÕs name
correctly.

2CDN�><I�DIQJGQ@�H<FDIB�KCJI@�><GGN�OJ�OC@�K@JKG@�RCJ�R@M@�DIO@MQD@R@?�AJM�OC@
<MOD>G@bAJM�@S<HKG@��c+M��"D<U��JPM�M@KJMO�NO<O@N�OC<O�TJP�<M@�OCDMOTIDI@�T@<MN�JG?�
-PM�<MOD>G@�RDGG�=@�KP=GDNC@?�JI�OC@�ADAO@@IOC��5DGG�OC<O�=@�TJPM�>JMM@>O�<B@�JI�OC<O
?<O@�d�$<>O�>C@>FDIB�<GNJ�DIQJGQ@N�GJJFDIB�A<>ON�PK�DI�@I>T>GJK@?D<N��?DM@>OJMD@N�
<OG<N@N��<I?�JOC@M�NO<I?<M?�M@A@M@I>@�RJMFN��<I?��DI>M@<NDIBGT��DI�JIGDI@�NJPM>@N�

5CDG@�TJP�><IfO�=@�@SK@>O@?�OJ�C<Q@�OC@�NFDGGN�JA�<�KMJA@NNDJI<G�A<>O>C@>F@M��TJP�?J
I@@?�OJ�M@M@<?�TJPM�RMDODIB�RDOC�<�>MDOD><G�@T@�OJ�OC@�DIAJMH<ODJI�DI�DO��'I<>>PM<O@
>JIO@IO�><I�@SKJN@�TJP�<I?�TJPM�JMB<IDU<ODJI�OJ�GD<=DGDOT��<I?�RDGG�>M@<O@�A<M�HJM@
RJMF�OC<I�<�NDHKG@�M@QDNDJI�JA�<�?J>PH@IO��1J��RC@I�TJP�M@QDN@�<�?J>PH@IO��<NF
TJPMN@GA�OC@�AJGGJRDIB�

^ "J@N�HT�RMDODIB�>JIO<DI�<IT�NO<ODNOD>N�JM�M@A@M@I>@N�OC<O�I@@?�OJ�=@
Q@MDAD@?�

^ 5C@M@�><I�'�B@O�M@GD<=G@�DIAJMH<ODJI�OJ�Q@MDAT�DO�

'O�DN�JAO@I�PN@APG�OJ�?Jindependent verification � bOC<O�DN��GJJF�PK�OC@�A<>O�DI�<
?DAA@M@IO�NJPM>@�AMJH�OC@�JI@�RC@M@�TJP�ADMNO�BJO�DO��$JM�@S<HKG@��K@MC<KN�<
>JGG@<BP@�B<Q@�TJP�<�GDNO�JA�>GJNDIB�<Q@M<B@N�AJM�OC@�2JMJIOJ�1OJ>F�#S>C<IB@�JI
>@MO<DI�?<O@N��7JP�NODGG�C<Q@�OC@�GDNO��NJ�TJP�><I�H<F@�NPM@�TJPM�?J>PH@IO�<BM@@N
RDOC�OC@�IPH=@MN�TJPM�>JGG@<BP@�KMJQD?@?�� PO�RC<O�DA�TJPM�>JGG@<BP@�H<?@�<
HDNO<F@��2C@�5@=�NDO@N�JAThe Globe and Mail<I?�JOC@M�H<EJM�I@RNK<K@MN�GDNO
>GJNDIBN�AJM�cOC@�21#�d�NJ�DO�DN�M@<NJI<=GT�@<NT�AJM�TJP�OJ�GJJF�PK�OC@�IPH=@MN�<I?
Q@MDAT�OC@H�DI?@K@I?@IOGT�

Names

2C@M@�DN�IJ�HJM@�@H=<MM<NNDIB�@MMJM�DI�=PNDI@NN�RMDODIB
OC<I�OJ�HDNNK@GG�NJH@JI@fN�I<H@��2J�OC@�RMDO@M��<I?�OJ
NJH@�M@<?@MN��NK@GGDIB�<�I<H@�c+D>C@GG@d�DINO@<?�JA
c+D>C@G@d�H<T�N@@H�GDF@�<�HDIJM�H<OO@M��=PO�OJ�+D>C@G@
C@MN@GA�DO�RDGG�H<F@�<�=DB�?DAA@M@I>@���OOMD=PODJI�DN�JI@
R<T�R@�JAO@I�DIQJGQ@�<�K@MNJIfN�I<H@��<I?�BDQDIB�>M@?DO
RC@M@�>M@?DO�DN�?P@�DN�@NN@IOD<G��2C@M@�<M@�H<IT�JOC@M
M@<NJIN�AJM�DI>GP?DIB�NJH@JI@fN�I<H@��=PO�M@B<M?G@NN�JA
TJPM�M@<NJIN�AJM�>CJJNDIB�OJ�AJ>PN�JI�OC@H��TJP�I@@?�OJ
H<F@�NPM@�OC@�NK@GGDIB�DN�>JMM@>O��'I>JMM@>O�NK@GGDIB�JA
I<H@N�DN�<�LPD>F�R<T�OJ�PI?@MHDI@�TJPM�>M@?D=DGDOT��DO
><I�<GNJ�C<Q@�<�I@B<ODQ@�DHK<>O�JI�TJPM�JMB<IDU<ODJIfN
M@KPO<ODJI��<I?�DI�NJH@�><N@N�DO�H<T�@Q@I�C<Q@�G@B<G
M<HDAD><ODJIN��� *JJFDIB�PK�A<>ON�DI�<�?DAA@M@IO

NJPM>@�AMJH�OC@�JI@�RC@M@�TJP
BJO�DO�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB
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Spelling

!JMM@>O�NK@GGDIB�DN�<IJOC@M�@G@H@IO�@NN@IOD<G�AJM�TJPM
>M@?D=DGDOT��<I?�@MMJMN�RDGG�=@�BG<MDIBGT�J=QDJPN�OJ�H<IT
M@<?@MN��2C@�I@B<ODQ@�DHK<>O�JI�TJPM�M@KPO<ODJI�<N�<
RMDO@M��<I?�DON�K@M>@KODJI�OC<O�TJP�G<>F�<OO@IODJI�OJ
?@O<DG�JM�?J�IJO�Q<GP@�TJPM�RJMF��RDGG�=@�C<M?�OJ�JQ@M>JH@��'I�<??DODJI�OJ�OC@
I@B<ODQ@�K@MNJI<G�>JIN@LP@I>@N��NK@GGDIB�@MMJMN�><I�=@>JH@�A<>OP<G�@MMJMN�<I?
?@NOMJT�OC@�Q<GP@�JA�>JIO@IO��2CDN�H<T�G@<?�TJP�OJ�>GD>F�OC@�cNK@GG�>C@>Fd�=POOJI�DI
TJPM�RJM?�KMJ>@NNDIB�KMJBM<H��=PO�>JHKPO@M�NK@GG>C@>FDIB�DN�IJO�@IJPBC��1K@GG
>C@>F@MN�C<Q@�DHKMJQ@?�DI�OC@�T@<MN�NDI>@�OC@T�R@M@�ADMNO�DIQ@IO@?��=PO�OC@T�<M@
IJO�DIA<GGD=G@��2C@T�><I�<I?�?J�H<F@�HDNO<F@N�

2TKD><GGT��TJPM�DI>JMM@>O�RJM?�H<T�DI�A<>O�=@�<�RJM?��<I?�OC@M@AJM@��<>>JM?DIB�OJ
OC@�KMJBM<H��>JMM@>O��$JM�@S<HKG@��NPKKJN@�TJP�RMJO@��c2C@�H<EJM�RDGG�<OO@I?�OC@
H@@ODIBd�RC@I�TJP�H@<IO�OJ�RMDO@�c2C@�H<TJM�RDGG�<OO@I?�OC@�H@@ODIB�d�2C@
KMJBM<H�RJPG?�HDNN�OCDN�@MMJM�=@><PN@�cH<EJMd�DN�<�RJM?��=PO�TJPM�H@<IDIB�RJPG?
=@�ORDNO@?�=@TJI?�M@>JBIDODJI�

Punctuation

Punctuation marks � <M@�OC@�OM<AAD>�NDBI<GN��NDBIN��<I?�DI?D><ODJIN�OC<O�<GGJR�PN�OJ
I<QDB<O@�OC@�RMDOO@I�RJM?��2C@T�N@MQ@�OJ�R<MI�PN�DI�<?Q<I>@�RC@I�<�OM<INDODJI�DN
>JHDIB�JM�OC@�>JHKG@O@�OCJPBCO�C<N�>JH@�OJ�<I�@I?����K@MDJ?�DI?D><O@N�OC@�OCJPBCO
DN�>JHKG@O@��RCDG@�<�>JHH<�NDBI<GN�OC<O�<??DODJI<G�@G@H@ION�JM�HJ?DAD@MN�<M@
>JHDIB��!JMM@>O�NDBI<GN�RDGG�C@GK�TJPM�M@<?@M�AJGGJR�OC@�OCJPBCON�OCMJPBC
N@IO@I>@N�<I?�K<M<BM<KCN��<I?�@I<=G@�TJP�OJ�>JHHPID><O@�RDOC�H<SDHPH
@AAD>D@I>T�RCDG@�M@?P>DIB�OC@�KMJ=<=DGDOT�JA�@MMJM�1OMPIF��5���(M�����5CDO@��#�� �
	����
� The elements of style	�M?�@?�
��,@R�7JMF��,7��+<>HDGGD<I�

2<=G@������.PI>OP<ODJI�+<MFN�GDNON�OR@GQ@�KPI>OP<ODJI�H<MFN�OC<O�<M@�>JHHJIGT
PN@?�DI�#IBGDNC�DI�<GKC<=@OD><G�JM?@M�<GJIB�RDOC�<I�@S<HKG@�JA�@<>C�

2<=G@����.PI>OP<ODJI�+<MFN

Symbol Example

�KJNOMJKC@f +D>C@G@fN�M@KJMO�DN�?P@�OJHJMMJR�

!JGJI � 2CDN�DN�RC<O�'�OCDIF��TJP�I@@?�OJ�M@QDN@�TJPM�K<K@M�

!JHH< �
2C@�M@KJMO�<?QDN@?�PN�RC@I�OJ�N@GG��RC<O�OJ�N@GG��<I?�RC@M@�OJ�ADI?
=PT@MN�

�� 2C@�OM<AAD>�NDBI<GN��NDBIN��<I?
DI?D><ODJIN�OC<O�<GGJR�PN�OJ
I<QDB<O@�OC@�RMDOO@I�RJM?�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB
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Symbol Example

"<NC b
2CDN�DN�HJM@�?DAAD>PGO�OC<I�DO�N@@HNb=PT@MN�<M@�N><M>@�RC@I�>M@?DO
DN�ODBCO�

#GGDKNDN `
+D>C<YGG@�(@<I�	AJMH@M�BJQ@MIJM�B@I@M<G
�NO<O@?��c#HKJR@M
RJH@I�<I?�TJP�RDGG�N@@�<�?@>M@<N@�DI�KJQ@MOT`d

#S>G<H<ODJI
.JDIO

� &JR�@S>DODIB�

&TKC@I  2C@�LP@NODJI�DN�<�H<ITA<>@O@?�JI@�

.<M@IOC@N@N	�

2J�<INR@M�DO�	JM�<O�G@<NO�OJ�=@BDI�<??M@NNDIB�DO
�R@�RDGG�I@@?�HJM@
DIAJMH<ODJI�

.@MDJ? � 2C@�<INR@M�DN�IJ��.@MDJ?��$PGG�NOJK�

/P@NODJI
+<MF

� !<I�'�O<GF�TJP�DIOJ�>C<IBDIB�TJPM�HDI?�

/PJO<ODJI
+<MFN

c�d
2C@�H<I<B@M�OJG?�CDH��c'�RDGG�H<F@�NPM@�0@IX@�DN�<Q<DG<=G@�OJ�C@GK
TJP�d

1@HD>JGJI �
2C@M@N<�R<N�G<O@�OJ�OC@�H@@ODIB��C@M�>JHKPO@M�C<?�AMJU@I�<I?�NC@
R<N�NOP>F�<O�C@M�?@NF�PIODG�<�O@>C�M@K�><H@�OJ�ADS�DO�

'O�H<T�=@�?<PIODIB�OJ�M@<GDU@�OC<O�OC@�IPH=@M�JA�KJNND=G@�KPI>OP<ODJI�@MMJMN�DN�<N
@SO@INDQ@�<N�OC@�IPH=@M�JA�NTH=JGN�<I?�>JINOMP>ODJIN�<Q<DG<=G@�OJ�OC@�<POCJM�
1JAOR<M@�KMJBM<HN�H<T�><O>C�H<IT�KPI>OP<ODJI�@MMJMN��=PO�<B<DI�DO�DN�OC@
>JHHDOO@?�RMDO@M�OC<O�H<F@N�OC@�?DAA@M@I>@��&@M@�R@�RDGG�KMJQD?@�?@O<DGN�JI�CJR�OJ
<QJD?�HDNO<F@N�RDOC�OCM@@�JA�OC@�HJNO�>JHHJIGT�PN@?�KPI>OP<ODJI�H<MFN��OC@
>JHH<��OC@�N@HD>JGJI��<I?�OC@�<KJNOMJKC@�

Commas

2C@�>JHH<�DN�KMJ=<=GT�OC@�HJNO�Q@MN<ODG@�JA�<GG�KPI>OP<ODJI�H<MFN��2CDN�H@<IN�TJP
<N�<�RMDO@M�><I�PN@�TJPM�EP?B@H@IO�DI�H<IT�><N@N�<N�OJ�RC@OC@M�TJP�I@@?�<�>JHH<
JM�IJO��'O�<GNJ�H@<IN�OC<O�OC@�KJNND=G@�@MMJMN�DIQJGQDIB�>JHH<N�<M@�H<IT��!JHH<N
<M@�I@>@NN<MT�NJH@�JA�OC@�ODH@��=PO�><M@G@NN�RMDO@MN�JAO@I�KG<>@�<�>JHH<�DI�<
N@IO@I>@�RC@M@�DO�DN�NDHKGT�IJO�I@@?@?�

!JHH<N�<M@�PN@?�OJ�N@K<M<O@�ORJ�DI?@K@I?@IO�>G<PN@N�EJDI@?�=T�<�>JIEPI>ODJI�GDF@
c<I?�d�c=PO���<I?�cJM�d

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



Example

2C@�<?Q@MODNDIB�?@K<MOH@IO�DN�@AA@>ODQ@��=PO�?JIfO�@SK@>O�HDM<>G@N�DI�OCDN
=PNDI@NN�>GDH<O@�

!JHH<N�<M@�IJO�PN@?�NDHKGT�OJ�EJDI�ORJ�DI?@K@I?@IO�>G<PN@N��2CDN�DN�FIJRI�<N�OC@
>JHH<�NKGD>@�@MMJM��<I?�OC@�R<T�OJ�>JMM@>O�DO�DN�OJ�DIN@MO�<�>JIEPI>ODJI�<AO@M�OC@
>JHH<�

Examples

2C@�<?Q@MODNDIB�?@K<MOH@IO�DN�@AA@>ODQ@��OC@�N<G@N�?@K<MOH@IO�I@@?N�OJ
KMJ?P>@�HJM@�M@NPGON�

2C@�<?Q@MODNDIB�?@K<MOH@IO�DN�@AA@>ODQ@�but OC@�N<G@N�?@K<MOH@IO�I@@?N�OJ
KMJ?P>@�HJM@�M@NPGON�

!JHH<N�<M@�PN@?�AJM�DIOMJ?P>OJMT�KCM<N@N�<I?�OJ�JAAN@O�>G<PN@N�OC<O�<M@�IJO
@NN@IOD<G�OJ�OC@�N@IO@I>@��'A�OC@�H@<IDIB�RJPG?�M@H<DI�DIO<>O�RDOCJPO�OC@�KCM<N@��DO
DN�>JIND?@M@?�IJI@NN@IOD<G�

Examples

After the summary of this yearÕs sales��OC@�N<G@N�?@K<MOH@IO�C<?�BJJ?�M@<NJI�OJ
>@G@=M<O@�

2C@�N<G@N�?@K<MOH@IO�last yearÕs winner of the most productive award�
>@G@=M<O@?�OC@DM�NO@GG<M�N<G@N�NP>>@NN�OCDN�T@<M�

2C@�N<G@N�?@K<MOH@IO�>@G@=M<O@?�OC@DM�NO@GG<M�N<G@N�NP>>@NN�OCDN�T@<M�

!JHH<N�<M@�PN@?�OJ�JAAN@O�RJM?N�OC<O�C@GK�>M@<O@�PIDOT�<>MJNN�<�N@IO@I>@�GDF@
cCJR@Q@Md�<I?�cOC@M@AJM@�d

Examples

2C@�N<G@N�?@K<MOH@IO�?DN>JQ@M@?�however��OC<O�OC@�AJM@><NO�AJM�I@SO�T@<M�DN
>C<GG@IBDIB�

However��OC@�N<G@N�?@K<MOH@IO�?DN>JQ@M@?�OC<O�OC@�AJM@><NO�AJM�I@SO�T@<M�DN
>C<GG@IBDIB�

!JHH<N�<M@�JAO@I�PN@?�OJ�N@K<M<O@�HJM@�OC<I�JI@�<?E@>ODQ@�HJ?DATDIB�<�IJPI�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



Example

2C@�N<G@N�?@K<MOH@IO�?DN>JQ@M@?�OC@troublesome, challengingAJM@><NO�AJM
I@SO�T@<M�

!JHH<N�<M@�PN@?�OJ�N@K<M<O@�<??M@NN@N��?<O@N��<I?�ODOG@N��OC@T�<M@�<GNJ�PN@?�DI
?D<GJBP@�N@LP@I>@N�

Examples

(JCI�DN�AMJH��I>P?��!CDG@�

)<OT�R<N�=JMI�JI��PBPNO���������

+<>F@IUD@�+>*@<I��"��4���DN�<I�@S>@GG@IO�Q@O@MDI<MD<I�

*DN<�N<D?��c5C@I�RMDODIB��JHDO�I@@?G@NN�RJM?Nd�

Semicolons

1@HD>JGJIN�C<Q@�ORJ�PN@N��$DMNO��OC@T�DI?D><O@�M@G<ODJINCDKN�<HJIB�BMJPKN�JA�DO@HN
DI�<�N@MD@N�RC@I�OC@�DI?DQD?P<G�DO@HN�<M@�N@K<M<O@?�=T�>JHH<N��1@>JI?��<�N@HD>JGJI
><I�=@�PN@?�OJ�EJDI�ORJ�DI?@K@I?@IO�>G<PN@N��OCDN�DN�<IJOC@M�R<T�JA�<QJD?DIB�OC@
>JHH<�NKGD>@�@MMJM�H@IODJI@?�<=JQ@��3NDIB�<�N@HD>JGJI�OCDN�R<T�DN�JAO@I�@AA@>ODQ@
DA�OC@�H@<IDIB�JA�OC@�ORJ�DI?@K@I?@IO�>G<PN@N�DN�GDIF@?�DI�NJH@�R<T��NP>C�<N�<
><PN@@AA@>O�M@G<ODJINCDK�

Examples

+@M>C<I?DN@�JI�JM?@M�DI>GP?@N�RJH@IfN�R@<M�NP>C�<N�NR@<O@MN��NFDMON��<I?
=GJPN@N��H@IfN�R@<M�NP>C�<N�NCDMON��E<>F@ON��<I?�NG<>FN��<I?�JPO@MR@<M�NP>C
<N�>J<ON��K<MF<N��<I?�C<ON�

2C@�N<G@N�><HK<DBI�R<N�NP>>@NNAPG��RDOCJPO�DON�>JIOMD=PODJIN�JPM�=JOOJH�GDI@
RJPG?�C<Q@�=@@I�?DNH<G�DI?@@?�

Apostrophes

2C@�<KJNOMJKC@��GDF@�OC@�N@HD>JGJI��C<N�ORJ�PN@N��DO�M@KG<>@N�G@OO@MN�JHDOO@?�DI�<
>JIOM<>ODJI��<I?�DO�JAO@I�DI?D><O@N�OC@�KJNN@NNDQ@�

 @><PN@�>JIOM<>ODJIN�<M@�<NNJ>D<O@?�RDOC�<I�DIAJMH<G�NOTG@��OC@T�H<T�IJO�=@
<KKMJKMD<O@�AJM�NJH@�KMJA@NNDJI<G�RMDODIB��2C@�=PNDI@NN�RMDO@M�RDGGb<N
<GR<TNb@Q<GP<O@�OC@�@SK@>O<ODJIN�<I?�<P?D@I>@�JA�OC@�BDQ@I�<NNDBIH@IO�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



Examples

ItÕsBM@<O�I@RN�OC<O�N<G@N�R@M@�PK�It is<GNJ�BJJ?�I@RN�OC<OweÕveH<I<B@?�OJ
M@?P>@�JPM�<?Q@MODNDIB�>JNON�

5C@I�TJP�DI?D><O@�KJNN@NNDJI��K<T�<OO@IODJI�OJ�OC@�KG<>@H@IO�JA�OC@�<KJNOMJKC@�
,JPIN�>JHHJIGT�M@>@DQ@�cfNd�RC@I�OC@T�<M@�H<?@�KJNN@NNDQ@�� PO�KGPM<GN�OC<O�@I?
DI�cNd�M@>@DQ@�<�C<IBDIB�<KJNOMJKC@�RC@I�OC@T�<M@�H<?@�KJNN@NNDQ@��<I?�OC@�RJM?
cDOd�AJMHN�OC@�KJNN@NNDQ@�	cDONd
�RDOC�IJ�<KJNOMJKC@�<O�<GG�

Examples

+<>F@IUD@ÕsNC@@K�<M@�M@<?T�OJ�=@�NC@<M@?�

2C@�K<M@IOsf�H@@ODIB�DN�N>C@?PG@?�AJM�2CPMN?<T�

5@�<M@�RDGGDIB�OJ�<?JKO�<�?JB�OC<O�C<N�<GM@<?T�C<?�DON�NCJON�

Grammar

*@<MIDIB�OJ�PN@�BJJ?��>JMM@>O�NO<I?<M?�#IBGDNC�BM<HH<M�DN�HJM@�JA�<�KM<>OD>@�OC<I
<I�@Q@IO��JM�@Q@I�<�KMJ>@NN�Grammar� DIQJGQ@N�OC@�RMDOO@I�>JINOMP>ODJI�JA
H@<IDIB�AMJH�RJM?N�<I?�DIQJGQ@N�>PNOJHN�OC<O�@QJGQ@�<I?�<?<KO�OJ�PN<B@�JQ@M
ODH@�� @><PN@�BM<HH<M�DN�<GR<TN�@QJGQDIB��IJI@�JA�PN�><I�NDO�=<>F�<I?�M@NO�<NNPM@?
OC<O�R@�cFIJRd�CJR�OJ�RMDO@�RDOC�KMJK@M�BM<HH<M��'INO@<?��DO�DN�DHKJMO<IO�OJ�RMDO@
<I?�M@QDN@�RDOC�>GJN@�<OO@IODJI�OJ�BM<HH<M��F@@KDIB�DI�HDI?�OC<O�BM<HH<OD><G
@MMJMN�><I�PI?@MHDI@�TJPM�>M@?D=DGDOT��M@AG@>O�KJJMGT�JI�TJPM�@HKGJT@M��<I?�><PN@
HDNPI?@MNO<I?DIBN�

(@<I�5TMD>F�C<N�KMJQD?@?�<�GDNO�JA�>JHHJI�@MMJMN�DI�BM<HH<M�OJ�R<O>C�JPO�AJM�
RCD>C�R@�C<Q@�<?<KO@?�C@M@�AJM�@<NT�M@A@M@I>@�5TMD>F��(��	����
� Steps to writing well
	��OC�@?�
�� JNOJI��+���2CJHNJI�5<?NRJMOC�'I�@<>C�><N@��OC@�@MMJM�DN�DIitalics<I?
OC@[correct form]DN�DO<GD>DU@?�RDOCDI�NLP<M@�=M<>F@O�

Subject-Verb Agreement

2C@�NP=E@>O�<I?�Q@M=�NCJPG?�<BM@@�JI�OC@�IPH=@M�PI?@M�>JIND?@M<ODJI��'I�A<PGOT
RMDODIB��<�NDIBPG<M�NP=E@>O�DN�NJH@ODH@N�HDNH<O>C@?�RDOC�<�KGPM<G�Q@M=�AJMH��JM�QD>@
Q@MN<�

Examples

1<G@N�C<Q@�IJO�=@@I�>JINDNO@IO�<I?�OC@TdoesnÕt [do not]M@AG@>O�TJPM�C<M?
RJMF�<I?�@AAJMO�

�� 2C@�RMDOO@I�>JINOMP>ODJI�JA
H@<IDIB�AMJH�RJM?N��DIQJGQDIB
>PNOJHN�OC<O�@QJGQ@�<I?�<?<KO
OJ�PN<B@�JQ@M�ODH@�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



Examples

2C@�!#-�<KKM@>D<O@N�TJPM�C<M?�RJMF�<I?wish [wishes]OJ�OC<IF�TJP�

Verb Tense

Verb tense� M@A@MN�OJ�OC@�KJDIO�DI�ODH@�RC@M@�<>ODJI�J>>PMN��2C@�HJNO�>JHHJI
O@IN@N�<M@�K<NO��KM@N@IO��<I?�APOPM@��2C@M@�DN�IJOCDIB�RMJIB�RDOC�HDSDIB�O@IN@N�DI�<
N@IO@I>@�DA�OC@�<>ODJI�DN�DIO@I?@?�OJ�O<F@�KG<>@�<O�?DAA@M@IO�ODH@N��'I�A<PGOT�JM
><M@G@NN�RMDODIB��CJR@Q@M��OC@T�<M@�JAO@I�HDNH<O>C@?�DGGJBD><GGT�

Examples

1C<MJI�R<N�PI?@M�KM@NNPM@�OJ�ADIDNC�OC@�M@KJMO��NJ�NC@uses [used]<�NCJMO>PO
OJ�K<NO@�DI�OC@�N<G@N�ADBPM@N�

2C@�N<G@N�?@K<MOH@IO�CJG?N�<�NO<OPN�H@@ODIB�@Q@MT�R@@F��<I?�G<NO�R@@FfN
H@@ODIBwill be [was]<O�OC@�%<M?@I�'II�

Split Infinitive

2C@infinitive � AJMH�JA�Q@M=�DN�JI@�RDOCJPO�<�M@A@M@I>@�OJ�ODH@��<I?�DI�DON�NO<I?<M?
AJMH�DO�DI>GP?@N�OC@�<PSDGD<MT�RJM?�cOJ�d�<N�DI�cOJ�RMDO@�DN�OJ�M@QDN@�d�'O�C<N�=@@I
>PNOJH<MT�OJ�F@@K�OC@�cOJd�I@SO�OJ�OC@�Q@M=��OJ�KG<>@�<I�<?Q@M=�=@OR@@I�OC@H�DN
FIJRI�<N�NKGDOODIB�OC@�DIADIDODQ@��1JH@�HJ?@MI�RMDO@MN�?J�OCDN�<GG�OC@�ODH@�	AJM
@S<HKG@��cOJ�=JG?GT�BJ`d
��<I?�NDI>@�<GG�BM<HH<M�DN�@NN@IOD<GGT�<�N@O�JA�>PNOJHN�OC<O
BJQ@MI�OC@�RMDOO@I�RJM?��TJP�RDGG�I@@?�OJ�PI?@MNO<I?�RC<O�OC@�>PNOJH�DN�RC@M@�TJP
RJMF��'A�TJP�<M@�RJMFDIB�RDOC�>JGG@<BP@N�OM<DI@?�<>MJNN�OC@�G<NO�ADAOT�T@<MN��OC@T
H<T�ADI?�NKGDO�DIADIDODQ@N�<IIJTDIB��$JM�OCDN�M@<NJI��DOfN�JAO@I�=@NO�OJ�<QJD?�NKGDOODIB
<I�DIADIDODQ@�RC@M@Q@M�TJP�><I�?J�NJ�RDOCJPO�?DNOJMODIB�OC@�H@<IDIB�JA�OC@
N@IO@I>@�

Examples

2C@�+<MF@ODIB�"@K<MOH@IO�I@@?N�<NNDNO<I>@to accurately understand our
readers [to understand our readers accurately]�

"<QD?�KJI?@M@?how to best revise [how best to revise]OC@�N@IO@I>@�

Double Negative

� double negative� PN@N�ORJ�I@B<ODQ@N�OJ�>JHHPID><O@�<�NDIBG@�D?@<��?PKGD><ODIB
OC@�I@B<ODJI��'I�NJH@�G<IBP<B@N��NP>C�<N�1K<IDNC��RC@I�OC@�H<DI�<>ODJI�DI�OC@
N@IO@I>@�DN�I@B<ODQ@��DO�DN�>JMM@>O�OJ�@SKM@NN�OC@�JOC@M�@G@H@ION�DI�OC@�N@IO@I>@
I@B<ODQ@GT�<N�R@GG��&JR@Q@M��DI�#IBGDNC��OCDN�DN�DI>JMM@>O��'I�<??DODJI�OJ�NJPI?DIB
RMJIB�	TJP�><I�JAO@I�C@<M�OC@�@MMJM�DA�TJP�M@<?�OC@�N@IO@I>@�JPO�GJP?
��<�?JP=G@

�� 0@A@MN�OJ�OC@�KJDIO�DI�ODH@
RC@M@�<>ODJI�J>>PMN�

�� $JMH�JA�Q@M=�RDOCJPO�<
M@A@M@I>@�OJ�ODH@��DI�DON
NO<I?<M?�AJMH�DO�DI>GP?@N�OC@
<PSDGD<MT�RJM?�cOJd�

�� ��KCM<N@�JM�N@IO@I>@
>JINOMP>ODJI�OC<O�@HKGJTN�ORJ
I@B<ODQ@N�OJ�DI?D><O@�<�KJNDODQ@�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



I@B<ODQ@�DI�#IBGDNC�><PN@N�<I�@MMJM�DI�GJBD>��=@><PN@�ORJ�I@B<ODQ@N�><I>@G�@<>C
JOC@M�JPO�<I?�TD@G?�<�KJNDODQ@�

Examples

(JCI doesnÕt need no [any]<NNDNO<I>@�RDOC�CDN�N<G@N�KM@N@IO<ODJI��9-MJohn
needs no assistance with his sales presentation�:

(@MDcould not find no [any]M@<NJI�OJ�<KKMJQ@�OC@�M@LP@NO��9-MJeri could find no
reason to approve the request�:

Irregular Verbs

+JNO�Q@M=N�M@KM@N@IO�OC@�K<NO�RDOC�OC@�<??DODJI�JA�OC@�NPAADS�c@?�d�<N�DI�c<NFd
=@>JH@N�c<NF@?�dIrregular verbs � >C<IB@�<�QJR@G�JM�>JIQ@MO�OJ�<IJOC@M�RJM?
RC@I�M@KM@N@IODIB�OC@�K<NO�O@IN@��!JIND?@M�OC@�DMM@BPG<M�Q@M=�cOJ�BJ�d�OC@�K<NO
O@IN@�DN�cR@IO�d�IJO�cBJ@?�d

Examples

2C@�I@@?arised [arose]OJ�N@@F�<??DODJI<G�API?DIB�

)<OTleaped [leapt]JIOJ�OC@�NO<B@�OJ�DIOMJ?P>@�OC@�KM@N@IO<ODJI�

Commas in a Series

��>JHH<�DN�PN@?�OJ�N@K<M<O@�OC@�DO@HN�DI�<�N@MD@N��=PO�DI�NJH@�RMDODIB�NOTG@N�OC@
>JHH<�DN�JHDOO@?�=@OR@@I�OC@�ADI<G�ORJ�DO@HN�JA�OC@�N@MD@N��RC@M@�OC@�>JIEPI>ODJI
EJDIN�OC@�G<NO�<I?�I@SOOJG<NO�DO@HN��2C@�>JHH<�DI�OCDN�KJNDODJI�DN�FIJRI�<N�OC@
cN@MD<G�>JHH<�d�2C@�N@MD<G�>JHH<�DN�OTKD><GGT�M@LPDM@?�DI�<><?@HD>�RMDODIB�<I?
OTKD><GGT�JHDOO@?�DI�EJPMI<GDNH��-OC@M�RMDO@MN�JHDO�OC@�N@MD<G�>JHH<�DA�OC@�ADI<G�ORJ
DO@HN�DI�OC@�N@MD@N�C<Q@�<�>GJN@M�GJBD><G�>JII@>ODJI�OC<I�OC@�JOC@M�DO@HN��'I�=PNDI@NN
RMDODIB��TJP�H<T�PN@�DO�JM�JHDO�DO�<>>JM?DIB�OJ�OC@�KM@Q<DGDIB�NOTG@�DI�TJPM
JMB<IDU<ODJI�JM�DI?PNOMT��)IJR�TJPM�<P?D@I>@�<I?�=@�<R<M@�JA�OC@�MPG@�

Examples

*DN<�DN�<I�<H<UDIB�RDA@��HJOC@M��O@<>C@M�gardener, and editor�

*DN<�DN�<I�<H<UDIB�RDA@��HJOC@M�O@<>C@M�gardener and editor�

*DN<�DN�<I�<H<UDIB�O@<>C@M��@?DOJM��B<M?@I@M�wife and mother�

�� 4@M=N�OC<O�>C<IB@�<�QJR@G�JM
>JIQ@MO�OJ�<IJOC@M�RJM?�RC@I
M@KM@N@IODIB�OC@�K<NO�O@IN@�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



Faulty Comparisons

5C@I�>JHK<MDIB�ORJ�J=E@>ON�=T�?@BM@@��OC@M@�NCJPG?�=@�IJ�H@IODJI�JA�c@NO�d�<N�DI
c=DBB@NOd�<N�<GG�TJP�><I�M@<GGT�N<T�DN�OC<O�JI@�DN�=DBB@M�OC<I�OC@�JOC@M��'A�TJP�<M@
>JHK<MDIB�OCM@@�JM�HJM@�J=E@>ON��OC@I�c@NOd�RDGG�<>>PM<O@GT�>JHHPID><O@�RCD>C�DN
OC@�c=DBB@NOd�JA�OC@H�<GG�

Examples

 @OR@@I�OC@�ORDIN��+<>F@IUD@�DN�OC@fastest [faster]JA�OC@�ORJ�

�HJIB�JPM�OCM@@�>CDG?M@I��+<>F@IUD@�DN�OC@tallest�

Dangling Modifiers

Modifiers � ?@N>MD=@�<�NP=E@>O�DI�<�N@IO@I>@�JM�DI?D><O@�CJR�JM�RC@I�OC@�NP=E@>O
><MMD@?�JPO�OC@�<>ODJI��'A�OC@�NP=E@>O�DN�JHDOO@?��OC@�HJ?DAD@M�DIO@I?@?�AJM�OC@
NP=E@>O�DN�G@AO�?<IBGDIB�JM�C<IBDIB�JPO�JI�DON�JRI�RDOCJPO�<�>G@<M�M@G<ODJINCDK�OJ�OC@
N@IO@I>@��5CJ�DN�?JDIB�OC@�N@@DIB�DI�OC@�ADMNO�N@IO@I>@�

Examples

1@@DIB�OC@�GDBCO�<O�OC@�@I?�JA�OC@�OPII@G��>@G@=M<ODJIN�R@M@�DI�JM?@M�

1@@DIB�OC@�GDBCO�<O�OC@�@I?�JA�OC@�OPII@G�we decidedOC<O�>@G@=M<ODJIN�R@M@�DI
JM?@M�

Misplaced Modifiers

+J?DAD@MN�OC<O�<M@�HDNKG<>@?�<M@�IJO�GJNO��OC@T�<M@�NDHKGT�DI�OC@�RMJIB�KG<>@��2C@DM
PIAJMOPI<O@�GJ><ODJI�DN�JAO@I�A<M�AMJH�OC@�RJM?�JM�RJM?N�OC@T�?@N>MD=@��H<FDIB�DO
@<NT�AJM�M@<?@MN�OJ�HDNDIO@MKM@O�OC@�N@IO@I>@�

Examples

2MTDIB�OJ�<QJD?�OC@�?@@M�the tree hit my car�

My car hit the treeRC@I�'�OMD@?�OJ�<QJD?�<�?@@M�DI�OC@�MJ<?�

KEY TAKEAWAY

 T�M@QDNDIB�AJM�AJMH<O��A<>ON��I<H@N��NK@GGDIB��KPI>OP<ODJI��<I?�BM<HH<M�
TJP�><I�DI>M@<N@�TJPM�>C<I>@N�JA�>JMM@>ODIB�H<IT�>JHHJI�@MMJMN�DI�TJPM
RMDODIB�

�� "@N>MD=@N�<�NP=E@>O�DI�<
N@IO@I>@��JM�DI?D><O@N�CJR�JM
RC@I�OC@�NP=E@>O�><MMD@?�JPO
OC@�<>ODJI�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



EXERCISES

�� 1@G@>O�<�I@RN�<MOD>G@�AMJH�<�I@RN�5@=�NDO@��I@RNK<K@M��JM�H<B<UDI@�
$DI?�<N�H<IT�A<>ON�DI�OC@�<MOD>G@�<N�TJP�><I�OC<O�>JPG?�M@LPDM@�A<>O
>C@>FDIB��2C@I�>C@>F�<N�H<IT�JA�OC@N@�A<>ON�<N�TJP�><I��PNDIB�NJPM>@N
<Q<DG<=G@�OJ�TJP�DI�OC@�GD=M<MT�<I?�JI�OC@�'IO@MI@O��"D?�TJP�ADI?�<IT
@MMJMN�DI�OC@�<MOD>G@��"DN>PNN�TJPM�ADI?DIBN�RDOC�TJPM�>G<NNH<O@N�

�� $DI?�<I�@S<HKG@�JA�<I�<NN@MODJI�RDOCJPO�<OOMD=PODJI�<I?�NC<M@�DO�RDOC
>G<NNH<O@N�

�� $DI?�<I�@S<HKG@�JA�<I�@MMJM�DI�<�KP=GDNC@?�?J>PH@IO�<I?�NC<M@�DO�RDOC
>G<NNH<O@N�

�� 'IO@MQD@R�<�>JRJMF@M�JM�>JGG@<BP@�<I?�NK@>DAD><GGT�<NF�OC@H�OJ�NC<M@�<
NOJMT�RC@M@�<I�@MMJM�BJO�K<NO�OC@H�?PMDIB�OC@�M@QDNDJI�KMJ>@NN�<I?
H<?@�DO�OJ�KMDIO�JM�KP=GD><ODJI��&JR�?D?�OC@T�C<I?G@�DO��&JR�HP>C�ODH@
?D?�DO�O<F@�OJ�>JMM@>O��5C<O�?D?�OC@T�G@<MI�AMJH�OC@�@SK@MD@I>@�
!JHK<M@�TJPM�M@NPGON�RDOC�>G<NNH<O@N�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1K@>DAD>�0@QDNDJI�.JDION�OJ�!JIND?@M ���



7.3 Style Revisions

LEARNING OBJECTIVE

�� "DN>PNN�<I?�?@HJINOM<O@�OC@�PN@�JA�OR@GQ@�KJDION�OJ�>JIND?@M�AJM�NOTG@
M@QDNDJIN�

7JP�FIJR�OC@�?DAA@M@I>@�=@OR@@I�>GJP?T�<I?�>G@<M�R<O@M��=PO�><I�TJP�O@GG�RC@I
TJPM�RMDODIB�DN�>GJP?T��RC@I�H@<IDIB�DN�CD??@I�DI�NC<?JRN��RC@I�OC@�H@NN<B@�TJP
<M@�OMTDIB�OJ�>JHHPID><O@�DN�J=N>PM@?�=T�OC@�NOTG@�TJP�PN@�OJ�KM@N@IO�DO��5<O@M
ADGOM<ODJI�DIQJGQ@N�M@HJQDIB�K<MOD>PG<O@N��C<MHAPG�DIJMB<ID>�<I?�JMB<ID>�H<O@MD<GN�
<I?�>G<MDATDIB�OC@�R<O@M��'I�OC@�N<H@�R<T��OC@�M@QDNDJI�KMJ>@NN�M@LPDM@N�ADGOM<ODJI�
7JP�H<T�>JH@�<>MJNN�RJM?�>CJD>@N�TJP�OCJPBCO�R@M@�<KKMJKMD<O@�<O�OC@�ODH@�JM
IJOD>@�RJM?N�TJP�OCJPBCO�TJP�RMJO@�=PO�<M@�<=N@IO��<I?�OC@�M@QDNDJI�KMJ>@NN�RDGG
NO<MO�OJ�KMJ?P>@�M@NPGON��1JH@�RJM?N�<I?�N@IO@I>@�>JINOMP>ODJIN�RDGG�=@�C<MHAPG�OJ
OC@�@AA@>ODQ@�?@GDQ@MT�<I?�M@LPDM@�<OO@IODJI��1JH@�OM<INDODJIN�A<DG�OJ�NCJR�OC@
>JII@>ODJIN�=@OR@@I�OCJPBCON�<I?�I@@?�OJ�=@�>C<IB@?�

�IJOC@M�R<T�JA�>JI>@KOP<GDUDIB�OC@�M@QDNDJI�KMJ>@NN�DI�B@I@M<G�<I?�OC@�>G<MDATDIB
KMJ>@NN�NK@>DAD><GGT�DN�OC@�>JHHJI�M@A@M@I>@�OJ�<�?D<HJI?�DI�OC@�MJPBC��*DF@�HP??T
R<O@M��?D<HJI?N�?J�IJO�>JH@�OJ�C<Q@�NDBIDAD><IO�Q<GP@�PIODG�OC@T�C<Q@�C<?�OC@DM
MJPBC�@?B@N�M@HJQ@?��C<Q@�M@>@DQ@?�@SK@MO�KJGDNC��<I?�=@@I�@Q<GP<O@?�AJM�>G<MDOT�
7JPM�<OO@IODJI�OJ�OCDN�DHKJMO<IO�KMJ>@NN�RDGG�=MDIB�OC@�Q<GP@�LPJOD@IO�JA�TJPM
RMDODIB�PK�<N�DO�=@BDIN�OJ�HJM@�<>>PM<O@GT�>JHHPID><O@�DIO@I?@?�H@<IDIB���N
R@fQ@�?DN>PNN@?�=@AJM@��IJR�DN�IJO�OC@�ODH@�OJ�GJN@�HJH@IOPH��(PNO�OC@�JKKJNDO@�
IJR�DN�OC@�ODH@�OJ�H<F@�TJPM�RMDODIB�NCDI@�

&@M@�R@�RDGG�?DN>PNN�N@Q@M<G�NOM<O@BD@N�OJ�C@GK�>G<MDAT�TJPM�RMDODIB�NOTG@��'A�TJP�C<Q@
H<?@�RDN@�RJM?�>CJD>@N��OC@�OC@I�I@SO�NO@K�OJ�>G<MDATDIB�TJPM�?J>PH@IO�DN�OJ�O<F@�DO
N@IO@I>@�=T�N@IO@I>@��#<>C�N@IO@I>@�NCJPG?�NO<I?�JI�DON�JRI��=PO�@<>C�N@IO@I>@�DN
<GNJ�DIO@M?@K@I?@IO�JI�<GG�JOC@M�N@IO@I>@N�DI�TJPM�?J>PH@IO��2C@N@�NOM<O@BD@N�RDGG
M@LPDM@�NDBIDAD><IO�<OO@IODJI�OJ�?@O<DG�<I?�<I�<R<M@I@NN�JA�BM<HH<M�OC<O�HDBCO�IJO
=@�TJPM�<M@<�JA�NOM@IBOC��=PO�OC@�HJM@�TJP�KM<>OD>@�OC@H�OC@�HJM@�OC@T�RDGG�=@>JH@
BJJ?�C<=DON�OC<O�RDGG�@IC<I>@�TJPM�RMDODIB�

Break Up Long Sentences

 T�M@QDNDIB�GJIB�N@IO@I>@N�TJP�><I�JAO@I�DI>M@<N@�OC@�JQ@M<GG�>G<MDOT�JA�TJPM
?J>PH@IO��2J�?J�OCDN��G@OfN�NO<MO�JAA�RDOC�JI@�NOM<O@BT�OC<O�RDGG�KMJ?P>@�DHH@?D<O@

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

���



M@NPGON��!JPIO�OC@�IPH=@M�JA�>JIEPI>ODJIN�DI�TJPM�?J>PH@IO��5JM?�KMJ>@NNDIB
KMJBM<HN�RDGG�JAO@I�K@MAJMH�<�N@<M>C�AJM�<�NK@>DAD>�<�RJM?�<I?�AJM�JPM�PN@��c<I?d
RDGG�?J�EPNO�ADI@��1DHKG@�N@IO@I>@N�JAO@I�=@>JH@�>JHKJPI?�<I?�>JHKG@S�OCMJPBC
OC@�PN@�JA�OC@�RJM?�c<I?�d�2C@�APMOC@M�OC@�NP=E@>O��OC@�<>ODJI��<I?�OC@�HJ?DAD@MN�JM
?@N>MDKODJIN�<M@�AMJH�JI@�<IJOC@M�DN�?DM@>OGT�M@G<O@?�OJ�OC@�>JHKG@SDOT�JA�OC@
N@IO@I>@��DI>M@<NDIB�OC@�KMJ=<=DGDOT�JA�M@<?@M�@MMJM�<I?�HDNPI?@MNO<I?DIBN��*JJF
AJM�OC@�RJM?�c<I?d�<I?�@Q<GP<O@�RC@OC@M�OC@�N@IO@I>@�C<N�ORJ�>JHKG@O@�OCJPBCON
JM�D?@<N��"J@N�DO�OMT�OJ�EJDI�ORJ�?DNNDHDG<M�D?@<N�JM�JI@N�=@OO@M�JAA�JI�OC@DM�JRI�

'I�KMJN@��<I?�TJPM�@SKJNDOJMT�RMDODIB�>G<NN@N��TJP�H<T�C<Q@�G@<MI@?�OC<O�>JHKG@S
N@IO@I>@N�><I�>JHHPID><O@�@HJODJIN��N@OODIBN��<I?�N>@I@N�OC<O�@QJF@�<�N@IN@�JA
KG<>@�<I?�ODH@�RDOC�TJPM�M@<?DIB�<P?D@I>@��'I�=PNDI@NN�RMDODIB��JPM�BJ<GN�<DH�HJM@
OJR<M?�KM@>DNDJI�<I?�OC@�@GDHDI<ODJI�JA�@MMJM��<�BJJ?�=PNDI@NN�?J>PH@IO�RJIfO�M@<?
GDF@�<�>JGG@B@�@NN<T����KMJA@NNJM�H<T�C<Q@�<?QDN@?�TJP�OJ�<QJD?�NCJMO��>CJKKT
RMDODIB���M@�R@�<NFDIB�TJP�OJ�?J�NJH@OCDIB�<GJIB�OCJN@�GDI@N��,J��!CJKKT�RMDODIB�DN
C<M?�OJ�AJGGJR��=PO�NDHKG@��>G@<M�RMDODIB�?J@N�OC@�EJ=�RDOC�<�HDIDHPH�JA�APNN�<I?
RDOCJPO�?@>JM<ODJI�

'I�OC@DM�=@NON@GGDIB�=JJFThe Elements of Style��5DGGD<H�1OMPIF�(M��<I?�#�� �
5CDO@1OMPIF��5���(M�����5CDO@��#�� ��	����
�The elements of style	�M?�@?�
��,@R�7JMF�
,7��+<>HDGGD<I�@HKC<NDU@�>G<MDOT�<N�<�>@IOM<G�BJ<G��&JR@Q@M��OC@�AJGGJRDIB�DN�JI@�JA
OC@DM�MPG@N��c"J�IJO�=M@<F�N@IO@I>@N�DI�ORJ�d��N�@AA@>ODQ@�=PNDI@NN�RMDO@MN�R@�RJPG?
<BM@@�RDOC�OCDN�MPG@��<I?�RCDG@�DO�H<T�N@@H�OJ�>JIOM<?D>O�OC@�KM@>@?DIB�K<M<BM<KC�
G@OfN�>JIND?@M�RC<O�OC@T�H@<I�=T�OC<O�MPG@��2C@T�@I>JPM<B@�RMDO@MN�OJ�<QJD?
N@IO@I>@�AM<BH@ION�=T�M@AM<DIDIB�AMJH�PNDIB�<�K@MDJ?�RC@M@�OC@�N@IO@I>@�I@@?N�<
>JHH<��2C<O�H@<IN�OC<O�<I�DI?@K@I?@IO�>G<PN@�NCJPG?�=@�>JII@>O@?�OJ�<
?@K@I?@IO�>G<PN@�RC@I�I@>@NN<MT��<I?�<N�R@fQ@�?DN>PNN@?�KM@QDJPNGT��<�>JHH<�<I?
<�>JIEPI>ODJI�<M@�<KKMJKMD<O@�AJM�OC@�O<NF��2C@�N@IO@I>@�AM<BH@IO�><IIJO�NO<I?
<GJI@��NJ�R@�RJPG?�<BM@@�RDOC�OC@�MPG@�<N�RMDOO@I�

 PO�R@�RJPG?�<GNJ�LP<GDAT�DON�PN@��RC@I�TJP�C<Q@�ORJ�GJIB�<I?�<RFR<M?
DI?@K@I?@IO�>G<PN@N�OC<O�AJMH�<I�PIRD@G?T�N@IO@I>@��DO�H<T�DI?@@?�=@�=@OO@M�OJ
?DQD?@�OC@�>G<PN@N�DIOJ�ORJ�DI?@K@I?@IO�N@IO@I>@N��7JPM�NFDGG�<N�<�=PNDI@NN�RMDO@M�DN
M@LPDM@?�OJ�=<G<I>@�OC@�I@@?N�JA�OC@�N@IO@I>@�OJ�>JHHPID><O@�H@<IDIB�RDOC�TJPM
PI?@MNO<I?DIB�JA�<P?D@I>@�@SK@>O<ODJIN��<I?�>G<MDOT�JAO@I�DIQJGQ@N�>JI>DN@
N@IO@I>@N�

Revise Big Words and Long Phrases

 DB�RJM?N�><I�>GPOO@M�TJPM�RMDODIB�RDOC�I@@?G@NN�E<MBJI�OC<O�H<T�=@�<�=<MMD@M�OJ
H<IT�M@<?@MN��#Q@I�DA�TJP�FIJR�TJPM�<P?D@I>@�C<N�NDBIDAD><IO�@?P><ODJI�<I?
OM<DIDIB�DI�<�AD@G?��TJP�H<T�I@@?�OJ�DI>GP?@�?@ADIDODJIN�<I?�@S<HKG@N�<N�@AA@>ODQ@

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB

����1OTG@�0@QDNDJIN ���



NOM<O@BD@N�OJ�>JHHPID><O@�H@<IDIB��"JIfO�>JIAPN@�NDHKG@�RMDODIB�RDOC�NDHKGDNOD>
RMDODIB��7JPM�O<NF�RDGG�<GHJNO�>@MO<DIGT�IJO�M@LPDM@�<I�@G@H@IO<MT�<KKMJ<>C�AJM
I@R�M@<?@MN��=PO�DO�H<T�Q@MT�R@GG�M@LPDM@�<OO@IODJI�OJ�RJM?N�<I?�OC@�?@BM@@�OJ
RCD>C�OC@T�>JIOMD=PO@�OJ��JM�?@OM<>O�AMJH��OC@�>JHHPID><ODJI�JA�TJPM�DIO@I?@?
H@NN<B@��*JIB�IJPI�N@LP@I>@N��JAO@I�PN@?�<N�?@N>MDKODQ@�KCM<N@N��><I�=@�JI@
@S<HKG@�JA�CJR�RMDODIB�><I�M@?P>@�>G<MDOT��'A�TJP�I@@?�OJ�?@N>MD=@�<�IJPI��PN@�<
KCM<N@�OC<O�HJ?DAD@N�OC@�IJPI�>G@<MGT��RDOC�>JHH<N�OJ�JAAN@O�AJM�@S<HKG@��OJ
@IC<I>@�>G<MDOT�

�IJOC@M�GJIB�KCM<N@�OJ�R<O>C�JPO�AJM�DN�JAO@I�GJ><O@?�DI�OC@�DIOMJ?P>ODJI��*JIB
KM@<H=G@N�><I�H<F@�OC@�N@IO@I>@�<RFR<M?�<I?�RDGG�M@LPDM@�M@QDNDJI��1@IO@I>@N
OC<O�NO<MO�RDOC�c'O�DNd�JM�c2C@M@�<M@d�><I�JAO@I�=@�NCJMO@I@?�JM�H<?@�>G@<M@M
OCMJPBC�M@QDNDJI�

Evaluate Long Prepositional Phrases

� prepositional phrase �� DN�<�KCM<N@�>JHKJN@?�JA�<�KM@KJNDODJI�	<�cRC@M@d�RJM?��<
RJM?�OC<O�DI?D><O@N�GJ><ODJI
�<I?�DON�J=E@>O��RCD>C�H<T�=@�<�IJPI��<�KMJIJPI��JM�<
>G<PN@��1JH@�@S<HKG@N�JA�NDHKG@�KM@KJNDODJI<G�KCM<N@N�DI>GP?@�cRDOC�2JH�d�c=@AJM@
H@�d�<I?�cDIND?@�OC@�=PDG?DIB�N@>PMDOT�K@MDH@O@M�d

.M@KJNDODJI<G�KCM<N@N�<M@�I@>@NN<MTbDO�RJPG?�=@�?DAAD>PGO�OJ�RMDO@�RDOCJPO
OC@Hb=PO�NJH@�<??�OJ�OC@�=JOOJH�GDI@�RJM?�>JPIO�RDOCJPO�<??DIB�HP>C�OJ�OC@
N@IO@I>@�� PM@<P>M<OD>�RMDODIB�JAO@I�PN@N�OCDN�O@>CIDLP@�DI�<I�<OO@HKO�OJ�H<F@�<
N@IO@I>@�NJPI?�DHKJMO<IO��=PO�OC@�@AAJMO�PNP<GGT�C<N�OC@�PI?@NDM<=G@�?P<G�@AA@>ON�JA
J=N>PMDIB�H@<IDIB�<I?�NJPI?DIB�KJHKJPN�

Examples

2C@�2�����$JMH�RDGGin all certaintyN@MQ@�OC@�H<EJMDOT�JA�JPM�NOP?@ION�

2C@�2�����$JMH�RDGGcertainlyN@MQ@�OC@�H<EJMDOT�JA�JPM�NOP?@ION�

2C@�M@QDNDJI�KG<>@N�<I�<?Q@M=�DI�KG<>@�JA�<�GJIB�KM@KJNDODJI<G�KCM<N@�<I?�<GGJRN�AJM
<�M@?P>ODJI�DI�OC@�RJM?�>JPIO�RCDG@�NOM@IBOC@IDIB�OC@�N@IO@I>@�

Delete Repetitious Words

1JH@�G@Q@G�JA�M@K@ODODJI�DN�OJ�=@�@SK@>O@?�<I?�><I�=@�=@I@AD>D<G��'O�DN�<GNJ�DHKJMO<IO
OJ�=@�>JINDNO@IO�DI�TJPM�PN@�JA�RJM?N�RC@I�KM@>DN@�O@MHDIJGJBT�DN�<KKMJKMD<O@�
&JR@Q@M��I@@?G@NN�M@K@ODODJI�><I�H<F@�TJPM�?J>PH@IO�G@NN�OC<I�QDBJPMJPN�<I?
?DN>JPM<B@�M@<?@MN��$JM�@S<HKG@��PN@�JA�OC@�RJM?�cN<D?d�RC@I�<OOMD=PODIB�?D<GJBP@

��� ��KCM<N@�>JHKJN@?�JA�<
KM@KJNDODJI�<I?�DON�J=E@>O�
RCD>C�H<T�=@�<�IJPI��<
KMJIJPI��JM�<�>G<PN@�

!C<KO@M���0@QDNDIB�<I?�.M@N@IODIB�7JPM�5MDODIB
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DN�<>>@KO<=G@�<�>JPKG@�JA�ODH@N��=PO�DA�DO�DN�OC@�JIGT�RJM?�TJP�PN@��DO�RDGG�GJN@�DON
DHK<>O�LPD>FGT��.@JKG@�><I�cDI?D><O@�d�cKJDIO�JPO�d�cNC<M@�d�<I?�cH@IODJId�<N�@<NDGT
<N�OC@T�><I�cN<Td�RJM?N�JM�KCM<N@N��1TIJITHN�<M@�PN@APG�DI�<QJD?DIB�OC@�=JM@?JH
JA�M@K@ODODJI�

Eliminate Archaic Expressions or References

1JH@�RMDODIB�C<N�=@@I�MDOP<GDU@?�OJ�OC@�KJDIO�JA�>GD>CX�<I?�C<N�GJNO�DON�DHK<>O��$JM
@S<HKG@��>JIND?@M�c&@M@OJAJM@��R@�C<Q@�?DN>PNN@?�OC@�BJ<G�JA�JHDOODIB�I@@?G@NN
RJM?N�dHeretoforeDN�<I�JPO?<O@?�RJM?�OC<O�>JPG?�@<NDGT�=@�>PO�AMJH�OC@�KM@QDJPN
N@IO@I>@���IJOC@M�@S<HKG@�DN�c<N�K@M�TJPM�M@LP@NO�AJM�?J>PH@ION�OC<O�@HKC<NDU@
>G<MDOT�<I?�M@?P>@�M@<?@M�@MMJM�d�$@@G�AM@@�OJ�@GDHDI<O@as per your requestAMJH�TJPM
RJM?�>CJD>@N�

1DHDG<M�OJ�JPO?<O@?�RJM?N�<I?�KCM<N@N��NJH@�M@A@M@I>@N�<M@�@LP<GGT�JPO?<O@?��5CDG@
DO�DN�DHKJMO<IO�OJ�M@>JBIDU@�G@<?@MN�DI�<�AD@G?��<I?�OCDN�O@SO�?J@N�DI>GP?@�M@A@M@I>@N
OJ�KDJI@@MN�DI�OC@�AD@G?�JA�>JHHPID><ODJI��DO�<GNJ�AJ>PN@N�JI�>PMM@IO�M@N@<M>C�<I?
>JI>@KON��5DOCJPO�<??DODJI<G�>G<MDAD><ODJI�<I?�@S<HKG@N��M@<?@MN�H<T�IJO
PI?@MNO<I?�M@A@M@I>@N�OJ�<I�<POCJM�GJIB�NDI>@�K<NN@?�@Q@I�OCJPBC�C@�JM�NC@�H<?@
<I�DHKJMO<IO�>JIOMD=PODJI�OJ�OC@�AD@G?��$JM�@S<HKG@��1C<IIJI�<I?�5@<Q@M
KDJI@@M@?�OC@�GDI@<M�HJ?@G�JA�>JHHPID><ODJI�OC<O�M@QJGPODJIDU@?�JPM
PI?@MNO<I?DIB�JA�DIO@M<>ODJI�<I?�>JIOMD=PO@?�OJ�>JHKPO@M�DIO@MA<>@N�<N�R@�FIJR
OC@H�OJ?<T�+>*@<I��1��	����
� The basics of interpersonal communication�� JNOJI��+��
�GGTI��� <>JI� &JR@Q@M��DA�R@�H@IODJI�OC@H�RDOCJPO�@SKG<DIDIB�CJR�OC@DM�RJMF
M@G<O@N�OJ�JPM�>PMM@IO�>JIO@SO��R@�H<T�GJN@�JPM�M@<?@MN��1DHDG<MGT��M@A@M@I>@N�OJ
ADGHN�GDF@My Fair LadyH<T�R@GG�=@�G@NN�PI?@MNOJJ?�OC<I�OC@�PN@�JAThe Princess
Diaries<N�<I�@S<HKG@�JA�OC@�OM<INAJMH<ODQ@�KMJ>@NN�OC@�G@<?�>C<M<>O@MN�PI?@MBJ�
AMJH�MJPBC��NOM@@ONH<MO�RJH@I�OJ�AJMH<GGT�@?P><O@?��KJGDNC@?�H@H=@MN�JA�OC@
@GDO@�

Avoid Fillers

*DF@��TJP�FIJR��GDF@��TJP�FIJR�RC<O�'�H@<I��<CC��PHH��<I?�<GG�OC@�ADGG@MN�TJP�H<T
PN@�JM�C@<M�DI�JM<G�>JHHPID><ODJI�C<Q@��R@GG��GDOOG@�JM�IJ�KG<>@�DI�OC@�RMDOO@I
M@KM@N@IO<ODJI�JA�OC@�NKJF@I�RJM?��0@QD@R�TJPM�RMDODIB�AJM�@SOM<�RJM?N�OC<O�N@MQ@
OC@�RMDOO@I�@LPDQ<G@IO�JA�cGDF@d�<I?�JHDO�OC@H��2C@T�?J�IJO�N@MQ@�TJP�<N�<I�<POCJM�
<I?�?J�IJO�N@MQ@�OC@�M@<?DIB�<P?D@I>@�

Eliminate Slang

+<IT�>JGG@B@�KMJA@NNJMN�><I�BDQ@�@S<HKG@N�JA�@H<DGN�OC@T�C<Q@�M@>@DQ@?�AMJH
NOP?@ION�OC<O�PN@�<GG�OC@�HJ?@MI�>C<M<>O@MDNOD>N�JA�DINO<IO�H@NN<B@�<I?�O@SO
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<==M@QD<ODJI�>JH=DI@?�RDOC�<�>JHKG@O@�?DNM@B<M?�AJM�<IT�IJMHN�JA�BM<HH<M�JM
NK@GGDIB��M@NPGODIB�DI�I@<MGT�DI>JHKM@C@IND=G@�H@NN<B@N��'A�TJPM�BJ<G�DN�OJ�=@
KMJA@NNDJI<G��<I?�OC@�<P?D@I>@�@SK@>O<ODJIN�?J�IJO�DI>GP?@�OC@�PN@�JA�NG<IB��OC@I�DO
DN�DI<KKMJKMD<O@�OJ�DI>GP?@�DO�DI�TJPM�?J>PH@IO��#GDHDI<O@�NG<IB�<N�TJP�RJPG?�<
E<MBJI�O@MH�OC<O�N@MQ@N�<N�<�=<MMD@M�OJ�PI?@MNO<I?DIB�H@<IDIB��,JO�@Q@MTJI@�RDGG
PI?@MNO<I?�TJPM�NG<IB�RJM?�IJ�HJM@�OC<I�OC@T�RJPG?�<�CDBCGT�NK@>D<GDU@?�O@MH�
<I?�DO�RDGG�?@A@<O�TJPM�KPMKJN@��,JMHN�AJM�><KDO<GDU<ODJI�<I?�KPI>OP<ODJI�OC<O�<M@
MJPODI@GT�<=<I?JI@?�DI�@AAD>D@IO�O@SO�H@NN<B@N�JM�OR@@ON�<M@�I@>@NN<MT�<I?
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EXERCISES
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7.4 Evaluating the Work of Others

LEARNING OBJECTIVES
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Delivering the Evaluation
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Figure 7.2

To help the recipient receive your
evaluation as professional advice,
rather than as personal criticism,
use strategies to be tactful and
diplomatic.
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7.5 Proofreading and Design Evaluation
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Chapter 8

Feedback in the Writing Process
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Getting Started
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8.1 Diverse Forms of Feedback
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Figure 8.1

In an increasingly interconnected
world, feedback is important to
business success.
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Figure 8.2

Focus groups can be an
important source of feedback.
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8.2 Qualitative and Quantitative Research

LEARNING OBJECTIVES
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Obtaining Feedback with Quantitative Research
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Figure 8.3

Audience research is critical to
success.
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What Is Validity?
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What Is Reliability?
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What Is Statistically Significant?
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8.3 Feedback as an Opportunity
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Chapter 9

Business Writing in Action
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Getting Started

INTRODUCTORY EXERCISE
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DIO@MI<G�	RDOCDI�OC@�>JHK<IT
�>JHHPID><ODJI�%PAA@T��+��	����
�Essentials of
business communication	�OC�@?�
��+<NJI��-&��2CJHNJI�5<?NRJMOC�#H<DG�><I�=@
Q@MT�PN@APG�AJM�H@NN<B@N�OC<O�C<Q@�NGDBCOGT�HJM@�>JIO@IO�OC<I�<�O@SO�H@NN<B@��=PO�DO
DN�NODGG�=@NO�PN@?�AJM�A<DMGT�=MD@A�H@NN<B@N�

+<IT�=PNDI@NN@N�PN@�<POJH<O@?�@H<DGN�OJ�<>FIJRG@?B@�>JHHPID><ODJIN�AMJH�OC@
KP=GD>��JM�OJ�M@HDI?�<NNJ>D<O@N�OC<O�K@MDJ?D>�M@KJMON�JM�K<TH@ION�<M@�?P@��7JP�H<T
<GNJ�=@�<NNDBI@?�OJ�cKJKPG<O@d�<�AJMH�@H<DG�DI�RCD>C�NO<I?<M?�K<M<BM<KCN�<M@�PN@?
=PO�TJP�>CJJN@�AMJH�<�H@IP�JA�N@IO@I>@N�OJ�H<F@�OC@�RJM?DIB�NPDO<=G@�AJM�<
K<MOD>PG<M�OM<IN<>ODJI�

#H<DGN�H<T�=@�DIAJMH<G�DI�K@MNJI<G�>JIO@SON��=PO�=PNDI@NN�>JHHPID><ODJI�M@LPDM@N
<OO@IODJI�OJ�?@O<DG��<R<M@I@NN�OC<O�TJPM�@H<DG�M@AG@>ON�TJP�<I?�TJPM�>JHK<IT��<I?
<�KMJA@NNDJI<G�OJI@�NJ�OC<O�DO�H<T�=@�AJMR<M?@?�OJ�<IT�OCDM?�K<MOT�DA�I@@?@?��#H<DG�� #G@>OMJID>�H<DG�
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JAO@I�N@MQ@N�OJ�@S>C<IB@�DIAJMH<ODJI�RDOCDI�JMB<IDU<ODJIN���GOCJPBC�@H<DG�H<T
C<Q@�<I�DIAJMH<G�A@@G��M@H@H=@M�OC<O�RC@I�PN@?�AJM�=PNDI@NN��DO�I@@?N�OJ�>JIQ@T
KMJA@NNDJI<GDNH�<I?�M@NK@>O��,@Q@M�RMDO@�JM�N@I?�<ITOCDIB�OC<O�TJP�RJPG?IfO�R<IO
M@<?�DI�KP=GD>�JM�DI�AMJIO�JA�TJPM�>JHK<IT�KM@ND?@IO�

Tips for Effective Business E-mails

^ .MJK@M�N<GPO<ODJIN�NCJPG?�?@HJINOM<O@�M@NK@>O�<I?�<QJD?�HDSPKN�DI
><N@�<�H@NN<B@�DN�<>>D?@IO<GGT�N@IO�OJ�OC@�RMJIB�M@>DKD@IO��$JM
@S<HKG@��PN@�<�N<GPO<ODJI�GDF@�c"@<M�+N��6d�	@SO@MI<G
�JM�c&D� <MMTd
	DIO@MI<G
�

^ 1P=E@>O�GDI@N�NCJPG?�=@�>G@<M��=MD@A��<I?�NK@>DAD>��2CDN�C@GKN�OC@
M@>DKD@IO�PI?@MNO<I?�OC@�@NN@I>@�JA�OC@�H@NN<B@��$JM�@S<HKG@��c� !
1<G@N�.MJKJN<G�<OO<>C@?d�JM�c7JPM�LP@NODJI�JA�������d

^ !GJN@�RDOC�<�NDBI<OPM@��'?@IODAT�TJPMN@GA�=T�>M@<ODIB�<�NDBI<OPM@�=GJ>F
OC<O�<POJH<OD><GGT�>JIO<DIN�TJPM�I<H@�<I?�=PNDI@NN�>JIO<>O
DIAJMH<ODJI�

^ �QJD?�<==M@QD<ODJIN���I�@H<DG�DN�IJO�<�O@SO�H@NN<B@��<I?�OC@�<P?D@I>@
H<T�IJO�ADI?�TJPM�RDO�><PN@�OJ�0-2$*-*�	MJGG�JI�OC@�AGJJM�G<PBCDIB�JPO
GJP?
�

^  @�=MD@A��-HDO�PII@>@NN<MT�RJM?N�
^ 3N@�<�BJJ?�AJMH<O��'I>GP?@�GDI@�=M@<FN�=@OR@@I�N@IO@I>@N�JM�?DQD?@

TJPM�H@NN<B@�DIOJ�=MD@A�K<M<BM<KCN�AJM�@<N@�JA�M@<?DIB����BJJ?�@H<DG
NCJPG?�B@O�OJ�OC@�KJDIO�<I?�>JI>GP?@�DI�OCM@@�NH<GG�K<M<BM<KCN�JM�G@NN�

^ 0@M@<?��M@QDN@��<I?�M@QD@R��!<O>C�<I?�>JMM@>O�NK@GGDIB�<I?�BM<HH<M
HDNO<F@N�=@AJM@�TJP�KM@NN�cN@I?d��'O�RDGG�O<F@�HJM@�ODH@�<I?�@AAJMO�OJ
PI?J�OC@�KMJ=G@HN�><PN@?�=T�<�C<NOT��KJJMGT�RMDOO@I�@H<DG�OC<I�OJ�B@O
DO�MDBCO�OC@�ADMNO�ODH@�

^ 0@KGT�KMJHKOGT��5<O>C�JPO�AJM�<I�@HJODJI<G�M@NKJIN@bI@Q@M�M@KGT�DI
<IB@Mb=PO�H<F@�<�C<=DO�JA�M@KGTDIB�OJ�<GG�@H<DGN�RDOCDI�OR@IOTAJPM
CJPMN��@Q@I�DA�JIGT�OJ�N<T�OC<O�TJP�RDGG�KMJQD?@�OC@�M@LP@NO@?
DIAJMH<ODJI�DI�AJMOT@DBCO�JM�N@Q@IOTORJ�CJPMN�

^ 3N@�c0@KGT��GGd�NK<MDIBGT��"J�IJO�N@I?�TJPM�M@KGT�OJ�@Q@MTJI@�RCJ
M@>@DQ@?�OC@�DIDOD<G�@H<DG�PIG@NN�TJPM�H@NN<B@�<=NJGPO@GT�I@@?N�OJ�=@
M@<?�=T�OC@�@IODM@�BMJPK�

^ �QJD?�PNDIB�<GG�><KN��!<KDO<G�G@OO@MN�<M@�PN@?�JI�OC@�'IO@MI@O�OJ
>JHHPID><O@�@HKC<OD>�@HJODJI�JM�T@GGDIB�<I?�<M@�>JIND?@M@?�MP?@�

^ 2@NO�GDIFN��'A�TJP�DI>GP?@�<�GDIF��O@NO�DO�OJ�H<F@�NPM@�DO�DN�>JHKG@O@�
^ #H<DG�<C@<?�JA�ODH@�DA�TJP�<M@�BJDIB�OJ�<OO<>C�G<MB@�ADG@N�	<P?DJ�<I?

QDNP<G�ADG@N�<M@�JAO@I�LPDO@�G<MB@
�OJ�KM@Q@IO�@S>@@?DIB�OC@�M@>DKD@IOfN
H<DG=JS�GDHDO�JM�OMDBB@MDIB�OC@�NK<H�ADGO@M�

^ %DQ@�A@@?=<>F�JM�AJGGJR�PK��'A�TJP�?JIfO�B@O�<�M@NKJIN@�DI�OR@IOTAJPM
CJPMN��@H<DG�JM�><GG��1K<H�ADGO@MN�H<T�C<Q@�DIO@M>@KO@?�TJPM�H@NN<B@�
NJ�TJPM�M@>DKD@IO�H<T�I@Q@M�C<Q@�M@>@DQ@?�DO�
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*@OfN�GJJF�<O�ORJ�@S<HKG@N�JA�=PNDI@NN�@H<DG��'I$DBPM@������R@�C<Q@�<I�@H<DG�AJMH�
'I $DBPM@������R@�C<Q@�<�H@NN<B@�RMDOO@I�NK@>DAD><GGT�AJM�OC@�NDOP<ODJI�<I?�<P?D@I>@�

Figure 9.1
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Figure 9.2

Netiquette

5@�>M@<O@�K@MNJI<G�K<B@N��KJNO�H@NN<B@N��<I?�DIO@M<>O�QD<�H@?D<O@?�O@>CIJGJBD@N�<N
<�IJMH<G�K<MO�JA�JPM�><M@@MN��=PO�CJR�R@�>JI?P>O�JPMN@GQ@N�><I�G@<Q@�<�G<NODIB
DH<B@��GDO@M<GGT��2C@�KCJOJBM<KC�TJP�KJNO@?�JI�TJPM�$<>@=JJF�K<B@�H<T�C<Q@�=@@I
N@@I�=T�TJPM�KJO@IOD<G�@HKGJT@M��JM�OC<O�I<NOT�M@H<MF�DI�<�KJNO�H<T�>JH@�=<>F�OJ
C<PIO�TJP�G<O@M��1JH@�ADAO@@I�T@<MN�<BJ��RC@I�OC@�'IO@MI@O�R<N�<�I@R�KC@IJH@IJI�
4DMBDID<�1C@<�G<D?�JPO�<�N@MD@N�JA�BMJPI?�MPG@N�AJM�>JHHPID><ODJI�JIGDI@�OC<O
>JIODIP@�OJ�N@MQ@�PN�OJ?<T�

Virginia SheaÕs Rules of Netiquette

^ 0@H@H=@M�OC@�CPH<I�JI�OC@�JOC@M�ND?@�JA�OC@�@G@>OMJID>
>JHHPID><ODJI�

^ �?C@M@�OJ�OC@�N<H@�NO<I?<M?N�JA�=@C<QDJPM�JIGDI@�OC<O�TJP�AJGGJR�DI
M@<G�GDA@�

^ )IJR�RC@M@�TJP�<M@�DI�>T=@MNK<>@�
^ 0@NK@>O�JOC@M�K@JKG@fN�ODH@�<I?�=<I?RD?OC�
^ +<F@�TJPMN@GA�GJJF�BJJ?�JIGDI@�
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^ 1C<M@�@SK@MO�FIJRG@?B@�
^ )@@K�AG<H@�R<MN�PI?@M�>JIOMJG�
^ 0@NK@>O�JOC@M�K@JKG@fN�KMDQ<>T�
^ "JIfO�<=PN@�TJPM�KJR@M�
^  @�AJMBDQDIB�JA�JOC@M�K@JKG@fN�HDNO<F@N�1C@<��4��	����
� Netiquette��1<I

$M<I>DN>J��!����G=DJI� JJFN�

&@M�MPG@N�NK@<F�AJM�OC@HN@GQ@N�<I?�M@HDI?�PN�OC<O�OC@�BJG?@I�MPG@�	OM@<O�JOC@MN�<N
TJP�RJPG?�GDF@�OJ�=@�OM@<O@?
�DN�M@G@Q<IO�RC@M@Q@M�OC@M@�DN�CPH<I�DIO@M<>ODJI�

KEY TAKEAWAYS

^ ��O@SO�H@NN<B@�DN�<�=MD@A�RMDOO@I�H@NN<B@�N@IO�<I?�M@>@DQ@?�PNDIB�<
?DBDO<G�?@QD>@��'O�DN�PN@APG�AJM�DIAJMH<G��=MD@A��ODH@N@INDODQ@
>JHHPID><ODJI�

^ #H<DG�DN�PN@APG�AJM�=JOC�DIO@MI<G�<I?�@SO@MI<G�=PNDI@NN�>JHHPID><ODJIN�
2C@�>JIO@IO�<I?�AJMH<OODIB�JA�<I�@H<DG�H@NN<B@�NCJPG?�M@AG@>O
KMJA@NNDJI<GDNH�<I?�AJGGJR�OC@�MPG@N�JA�I@ODLP@OO@�

^ 1J>D<G�>PNOJHN�OC<O�@SDNO�DI�OM<?DODJI<G��GDQ@��CPH<I�DIO@M<>ODJI�<GNJ
DIAGP@I>@�OC@�MPG@N�<I?�>PNOJHN�=T�RCD>C�R@�DIO@M<>O�RDOC�@<>C�JOC@M�DI
OC@�JIGDI@�@IQDMJIH@IO�

EXERCISES

�� 5MDO@�<�O@SO�H@NN<B@�DI�TJPM�IJMH<G�PN@�JA�G<IBP<B@��'O�NCJPG?�PN@�<GG
TJPM�IJMH<G�<==M@QD<ODJIN�	@�B���$5'5��'+&-��*-*
��@Q@I�DA�IJO�@Q@MTJI@
PI?@MNO<I?N�OC@H�

�� $DI?�<I�@S<HKG@�JA�<I�@H<DG�OC<O�TJP�RDNC�TJP�C<?�I@Q@M�N@IO�JM
M@>@DQ@?��0@RMDO@�DO�OJ�@GDHDI<O@�OC@�>C<M<>O@MDNOD>N�OC<O�TJP�ADI?
KMJ=G@H<OD>��1C<M@�DO�RDOC�TJPM�>G<NNH<O@N�

�� !CJJN@�<O�G@<NO�OCM@@�@H<DGN�TJP�C<Q@�N@IO�JM�M@>@DQ@?�OC<O�<M@�BJJ?
@S<HKG@N�JA�=PNDI@NN�>JHHPID><ODJI��5C<O�H<F@N�OC@H�BJJ?
@S<HKG@N��!JPG?�OC@T�=@�DHKMJQ@?�DI�<IT�R<T��1C<M@�TJPM�NPBB@NODJIN
RDOC�>G<NNH<O@N�

�� 5C@I�DN�@H<DG�DI<KKMJKMD<O@��5CT�
�� $DI?�<�cAG<H@�R<Md��JM�C@<O@?�?DN>PNNDJI�DI�<I�JIGDI@�AJMPH��<I?�IJO@

CJR�DO�DN�C<I?G@?��!JHK<M@�OC@�M@NPGON�RDOC�TJPM�>G<NNH<O@N�
�� 'I�TJPM�@SK@MD@I>@��CJR�?J�K@JKG@�=@C<Q@�RC@I�OC@T�DIO@M<>O�JIGDI@�

1C<M@�TJPM�J=N@MQ<ODJIN�RDOC�TJPM�>G<NNH<O@N�

!C<KO@M��� PNDI@NN�5MDODIB�DI��>ODJI
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9.2 Memorandums and Letters

LEARNING OBJECTIVES

�� "DN>PNN�OC@�KPMKJN@�<I?�AJMH<O�JA�<�H@HJ�
�� 3I?@MNO<I?�@AA@>ODQ@�NOM<O@BD@N�AJM�=PNDI@NN�H@HJN�
�� "@N>MD=@�OC@�ADAO@@I�K<MON�JA�<�NO<I?<M?�=PNDI@NN�G@OO@M�
�� �>>@NN�N<HKG@�=PNDI@NN�G@OO@MN�<I?�RMDO@�<�N<HKG@�=PNDI@NN�G@OO@M�

Memos

� memo� 	JM�H@HJM<I?PH��H@<IDIB�cM@HDI?@Md
�DN�IJMH<GGT�PN@?�AJM
>JHHPID><ODIB�KJGD>D@N��KMJ>@?PM@N��JM�M@G<O@?�JAAD>D<G�=PNDI@NN�RDOCDI�<I
JMB<IDU<ODJI��'O�DN�JAO@I�RMDOO@I�AMJH�<�JI@OJ<GG�K@MNK@>ODQ@�	GDF@�H<NN
>JHHPID><ODJI
��=MJ<?><NODIB�<�H@NN<B@�OJ�<I�<P?D@I>@��M<OC@M�OC<I�<�JI@JIJI@�
DIO@MK@MNJI<G�>JHHPID><ODJI��'O�H<T�<GNJ�=@�PN@?�OJ�PK?<O@�<�O@<H�JI�<>ODQDOD@N�AJM
<�BDQ@I�KMJE@>O��JM�OJ�DIAJMH�<�NK@>DAD>�BMJPK�RDOCDI�<�>JHK<IT�JA�<I�@Q@IO��<>ODJI�
JM�J=N@MQ<I>@�

Memo Purpose

��H@HJfN�KPMKJN@�DN�JAO@I�OJ�DIAJMH��=PO�DO�J>><NDJI<GGT�DI>GP?@N�<I�@G@H@IO�JA
K@MNP<NDJI�JM�<�><GG�OJ�<>ODJI���GG�JMB<IDU<ODJIN�C<Q@�DIAJMH<G�<I?�AJMH<G
>JHHPID><ODJI�I@ORJMFN��2C@�PIJAAD>D<G��DIAJMH<G�>JHHPID><ODJI�I@ORJMF�RDOCDI
<I�JMB<IDU<ODJI�DN�JAO@I�><GG@?�OC@grapevine � ��<I?�DO�DN�JAO@I�>C<M<>O@MDU@?�=T
MPHJPM��BJNNDK��<I?�DIIP@I?J��-I�OC@�BM<K@QDI@��JI@�K@MNJI�H<T�C@<M�OC<O
NJH@JI@�@GN@�DN�BJDIB�OJ�=@�G<D?�JAA�<I?�NO<MO�K<NNDIB�OC@�I@RN�<MJPI?��0PHJPMN
>C<IB@�<I?�OM<INAJMH�<N�OC@T�<M@�K<NN@?�AMJH�K@MNJI�OJ�K@MNJI��<I?�=@AJM@�TJP
FIJR�DO��OC@�RJM?�DN�OC<O�OC@T�<M@�NCPOODIB�?JRI�TJPM�@IODM@�?@K<MOH@IO�

-I@�@AA@>ODQ@�R<T�OJ�<??M@NN�DIAJMH<G��PIJAAD>D<G�NK@>PG<ODJI�DN�OJ�NK@GG�JPO�>G@<MGT
AJM�<GG�@HKGJT@@N�RC<O�DN�BJDIB�JI�RDOC�<�K<MOD>PG<M�DNNP@��'A�=P?B@O�>PON�<M@�<
>JI>@MI��OC@I�DO�H<T�=@�RDN@�OJ�N@I?�<�H@HJ�@SKG<DIDIB�OC@�>C<IB@N�OC<O�<M@
DHHDI@IO��'A�<�>JHK<IT�R<ION�@HKGJT@@N�OJ�O<F@�<>ODJI��OC@T�H<T�<GNJ�DNNP@�<
H@HJM<I?PH��$JM�@S<HKG@��JI�$@=MP<MT�����������PKK@M�H<I<B@H@IO�<O�OC@
.<I<NJID>�!JMKJM<ODJI�DNNP@?�<�?@>G<M<ODJI�OC<O�<GG�@HKGJT@@N�NCJPG?�=PT�<O�G@<NO
�������RJMOC�JA�.<I<NJID>�KMJ?P>ON��2C@�>JHK<IT�KM@ND?@IO�IJO@?�OC<O�DA�@Q@MTJI@
NPKKJMO@?�OC@�>JHK<IT�RDOC�KPM>C<N@N��DO�RJPG?�=@I@ADO�<GG�*@RDN��*��	�����

�� �I�<==M@QD<ODJI�AJM
H@HJM<I?PH��IJMH<GGT�PN@?
AJM�>JHHPID><ODIB�KJGD>D@N�
KMJ>@?PM@N��JM�M@G<O@?�JAAD>D<G
=PNDI@NN�RDOCDI�<I
JMB<IDU<ODJI�

�� 2C@�PIJAAD>D<G��DIAJMH<G
>JHHPID><ODJI�I@ORJMF
RDOCDI�<I�JMB<IDU<ODJI��JAO@I
>C<M<>O@MDU@?�=T�MPHJPM�
BJNNDK��<I?�DIIP@I?J�

!C<KO@M��� PNDI@NN�5MDODIB�DI��>ODJI
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$@=MP<MT���
�Panasonic orders staff to buy £1,000 in products��0@OMD@Q@?�AMJH
COOK���=PNDI@NN�ODH@NJIGDI@�>J�PF�OJG�=PNDI@NN�H<MF@ON�E<K<I�<MOD>G@��������@>@

5CDG@�H@HJN�?J�IJO�IJMH<GGT�DI>GP?@�<�><GG�OJ�<>ODJI�OC<O�M@LPDM@N�K@MNJI<G
NK@I?DIB��OC@T�JAO@I�M@KM@N@IO�OC@�=PNDI@NN�JM�JMB<IDU<ODJIfN�DIO@M@NON��2C@T�H<T
<GNJ�DI>GP?@�NO<O@H@ION�OC<O�<GDBI�=PNDI@NN�<I?�@HKGJT@@�DIO@M@NO��<I?�PI?@MN>JM@
>JHHJI�BMJPI?�<I?�=@I@ADO�

Memo Format

��H@HJ�C<N�<�C@<?@M�OC<O�>G@<MGT�DI?D><O@N�RCJ�N@IO�DO�<I?�RCJ�OC@�DIO@I?@?
M@>DKD@ION�<M@��.<T�K<MOD>PG<M�<OO@IODJI�OJ�OC@�ODOG@�JA�OC@�DI?DQD?P<G	N
�DI�OCDN
N@>ODJI��"<O@�<I?�NP=E@>O�GDI@N�<M@�<GNJ�KM@N@IO��AJGGJR@?�=T�<�H@NN<B@�OC<O�>JIO<DIN
<�?@>G<M<ODJI��<�?DN>PNNDJI��<I?�<�NPHH<MT�

'I�<�NO<I?<M?�RMDODIB�AJMH<O��R@�HDBCO�@SK@>O�OJ�N@@�<I�DIOMJ?P>ODJI��<�=J?T��<I?�<
>JI>GPNDJI���GG�OC@N@�<M@�KM@N@IO�DI�<�H@HJ��<I?�@<>C�K<MO�C<N�<�>G@<M�KPMKJN@��2C@
?@>G<M<ODJI�DI�OC@�JK@IDIB�PN@N�<�?@>G<M<ODQ@�N@IO@I>@�OJ�<IIJPI>@�OC@�H<DI�OJKD>�
2C@�?DN>PNNDJI�@G<=JM<O@N�JM�GDNON�H<EJM�KJDION�<NNJ>D<O@?�RDOC�OC@�OJKD>��<I?�OC@
>JI>GPNDJI�N@MQ@N�<N�<�NPHH<MT�

*@OfN�@S<HDI@�<�N<HKG@�H@HJ�
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Figure 9.3

Five Tips for Effective Business Memos
Audience Orientation
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Figure 9.4

The words you choose represent
you in your absence. Make sure
they clearly communicate your
message.
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9.3 Business Proposal

LEARNING OBJECTIVES
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Figure 9.6

Choose a type of report by its
function, and display the
information in a vivid way that is
easily understood.
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9.5 Sales Message

LEARNING OBJECTIVES
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Sales Message Strategies for Success
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Figure 9.7Sample E-mail Sales Message

KEY TAKEAWAY

��N<G@N�H@NN<B@�>JH=DI@N�@HJODJI�<I?�M@<NJI��<I?�M@DIAJM>@N�>M@?D=DGDOT��OJ
>M@<O@�DIO@M@NO�DI�<�KMJ?P>O�JM�N@MQD>@�OC<O�G@<?N�OJ�<�N<G@�

EXERCISES

�� !M@<O@�TJPM�JRI�@H<DG�N<G@N�H@NN<B@�DI�<�CPI?M@?�RJM?N�JM�G@NN��1C<M@
DO�RDOC�OC@�>G<NN�

�� '?@IODAT�JI@�N<G@N�H@NN<B@�TJP�>JIND?@M�OJ�=@�@AA@>ODQ@��1C<M@�DO�RDOC
>G<NNH<O@N�<I?�?DN>PNN�RCT�TJP�K@M>@DQ@�DO�OJ�=@�@AA@>ODQ@�

�� !JIND?@M�JI@�KPM>C<N@�TJP�H<?@�M@>@IOGT��5C<O�HJODQ<O@?�TJP�OJ�=PT
<I?�RCT�?D?�TJP�>CJJN@�OJ�>JHKG@O@�OC@�KPM>C<N@��1C<M@�OC@�M@NPGON
RDOC�TJPM�>G<NNH<O@N�

�� �M@�TJP�HJM@�HJODQ<O@?�=T�@HJODJI�JM�M@<NJI���NF�O@I�AMD@I?N�OC<O
LP@NODJI�<I?�KJNO�TJPM�M@NPGON�

!C<KO@M��� PNDI@NN�5MDODIB�DI��>ODJI

����1<G@N�+@NN<B@ ���
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10.1 Before You Choose a Topic

LEARNING OBJECTIVE
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Figure 10.1

Visual aids may make this speech
vivid for the audience.
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10.2 Choosing a Topic

LEARNING OBJECTIVE
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Figure 10.2

Consider your audience and the
appropriateness of your topic,
product, or service for success.
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Use Your Self-Inventory
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AMJH�OC@�ADMNO�JA�OC@,JO@�������'IOMJ?P>OJMT�#S@M>DN@N�AJM�OCDN�>C<KO@M�OJ�OC@
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O@GG�OC@�?DAA@M@I>@�=@OR@@I�OCM@@�>G<NND>�OTK@N�JA�KDO>C@N�DI�=<N@=<GG��DIQJGQDIB�<I
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BJJ?�BM<?@N�	KMJQD?@�NO<ODNOD>N�<N�@QD?@I>@�<I?�<NF�<�>J<>C�AJM�@S<HKG@N
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7JP�>JPG?�KPO�OJB@OC@M�<I�DIAJMH<ODQ@�NK@@>C�JI�OC@�NO@KN�DIQJGQ@?�DI�<KKGTDIB�AJM
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OJKD>�<N�TJP�=@BDI�OJ�KPO�K@I>DG�OJ�K<K@M��JM�F@TNOMJF@�OJ�>JHKPO@M��<I?�=@BDI�OC@
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Writing Your Thesis Statement
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?@ADIDO@�OJKD>��DOfN�ODH@�OJ�RMDO@�<�OC@NDN�NO<O@H@IO��2CDNthesis statement � NCJPG?
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�Public speaking: An
audience-centered approach	�M?�@?�
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BPD?DIB�KMDI>DKG@N�RC@I�>JIND?@MDIB�TJPM�OC@NDN�NO<O@H@IO��2C@�OC@NDN�NO<O@H@IO
NCJPG?

�� =@�<�?@>G<M<ODQ@�NO<O@H@IO�
�� =@�<�>JHKG@O@�N@IO@I>@�
�� PN@�NK@>DAD>�G<IBP<B@��IJO�Q<BP@�B@I@M<GDOD@N�
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OCM@<O@I@?�=T�MDNDIB�N@<�G@Q@GN��<�BJJ?�OC@NDN�NO<O@H@IO�HDBCO�=@��c1@<�G@Q@GN�<M@
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>JI>DN@I@NN��<I?�C@GK�TJPM�<P?D@I>@�OJ�GDNO@I�RCDG@�H@@ODIB�OC@�@SK@>O<ODJIN�JA�OC@
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KEY TAKEAWAY
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EXERCISES
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N@GA@NO@@H�OCMJPBC�M@>JBIDODJI�AJM�OC@DM�<>CD@Q@H@ION��IJO
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10.3 Finding Resources

LEARNING OBJECTIVES
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Narrow Your Topic and Focus on Key Points
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RDOCDI�OC@�<GGJOO@?�ODH@��7JP�HDBCO�R<IO�OJ�M@QDNDO�TJPM�KPMKJN@�<I?�OC@NDN
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10.4 Myths and Realities of Public Speaking

LEARNING OBJECTIVE
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Speaking in Public Is Not Like Killing Lions
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You DonÕt Have to Be Perfect
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Organization Is Key to Success
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Speaking in Public Is Like Participating in a Conversation
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10.5 Overcoming Obstacles in Your Presentation

LEARNING OBJECTIVE
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Figure 10.3

In our diverse world, awareness
of difference in values is key to
success.
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Chapter 11

Nonverbal Delivery
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11.1 Principles of Nonverbal Communication

LEARNING OBJECTIVES
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Nonverbal Communication Is Fluid
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Nonverbal Communication Is Fast
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Figure 11.1

Combing your hair would be an
example of a purposeful action,
unlike a self-adaptive behaviour.
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Nonverbal Communication Is Universal
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,JIQ@M=<G�>JHHPID><ODJI�><I�=@�>JIAPNDIB��5@�I@@?�>JIO@SOP<G�>GP@N�OJ�C@GK�PN
PI?@MNO<I?��JM�=@BDI�OJ�PI?@MNO<I?��RC<O�<�HJQ@H@IO��B@NOPM@��JM�G<>F�JA�?DNKG<T
H@<IN��2C@I�R@�C<Q@�OJ�ADBPM@�DO�<GG�JPO�=<N@?�JI�JPM�KMDJM�FIJRG@?B@�	JM�G<>F
OC@M@JA
�JA�OC@�K@MNJI�<I?�CJK@�OJ�B@O�DO�MDBCO��2<GF�<=JPO�<�>C<GG@IB@��,JIQ@M=<G
>JHHPID><ODJI�DN�@Q@MTRC@M@��<I?�R@�<GG�PN@�DO��=PO�OC<O�?J@NIfO�H<F@�DO�NDHKG@�JM
DI?@K@I?@IO�JA�RC@I��RC@M@��RCT��JM�CJR�R@�>JHHPID><O@�

!C<KO@M����,JIQ@M=<G�"@GDQ@MT

�����.MDI>DKG@N�JA�,JIQ@M=<G�!JHHPID><ODJI ���



Nonverbal Communication Can Be Intentional or Unintentional
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Nonverbal Messages Communicate Feelings and Attitudes
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We Believe Nonverbal Communication More than Verbal
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Nonverbal Communication Is Key in the Speaker/Audience
Relationship
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11.2 Types of Nonverbal Communication

LEARNING OBJECTIVE

�� "@N>MD=@�OC@�NDHDG<MDOD@N�<I?�?DAA@M@I>@N�<HJIB�@DBCO�B@I@M<G�OTK@N�JA
IJIQ@M=<G�>JHHPID><ODJI�

,JR�OC<O�R@�C<Q@�?DN>PNN@?�OC@�B@I@M<G�KMDI>DKG@N�OC<O�<KKGT�OJ�IJIQ@M=<G
>JHHPID><ODJI��G@OfN�@S<HDI@�@DBCO�OTK@N�JA�IJIQ@M=<G�>JHHPID><ODJI�OJ�APMOC@M
PI?@MNO<I?�OCDN�>C<GG@IBDIB�<NK@>O�JA�>JHHPID><ODJI�

�� 1K<>@
�� 2DH@
�� .CTND><G�>C<M<>O@MDNOD>N
��  J?T�HJQ@H@ION
�� 2JP>C
�� .<M<G<IBP<B@
�� �MODA<>ON
�� #IQDMJIH@IO

Space

5C@I�R@�?DN>PNN�NK<>@�DI�<�IJIQ@M=<G�>JIO@SO��R@�H@<I�OC@�NK<>@�=@OR@@I�J=E@>ON
<I?�K@JKG@��1K<>@�DN�JAO@I�<NNJ>D<O@?�RDOC�NJ>D<G�M<IF�<I?�DN�<I�DHKJMO<IO�K<MO�JA
=PNDI@NN�>JHHPID><ODJI��5CJ�B@ON�OC@�>JMI@M�JAAD>@��5CT�DN�OC@�C@<?�JA�OC@�O<=G@
DHKJMO<IO�<I?�RCJ�B@ON�OJ�NDO�OC@M@�

.@JKG@�AMJH�?DQ@MN@�>PGOPM@N�H<T�C<Q@�?DAA@M@IO�IJMH<ODQ@�NK<>@�@SK@>O<ODJIN��'A
TJP�<M@�AMJH�<�G<MB@�PM=<I�<M@<��C<QDIB�K@JKG@�NO<I?�>GJN@�OJ�TJP�H<T�=@�IJMH<G��'A
TJP�<M@�AMJH�<�MPM<G�<M@<�JM�<�>PGOPM@�RC@M@�K@JKG@�@SK@>O�HJM@�NK<>@��NJH@JI@
H<T�=@�NO<I?DIB�cOJJ�>GJN@d�AJM�>JHAJMO�<I?�IJO�FIJR�DO�

#?R<M?�2��&<GG��N@MQDIB�DI�OC@�#PMJK@<I�<I?�1JPOC�.<>DAD>�0@BDJIN�DI�OC@�!JMKN�JA
#IBDI@@MN�?PMDIB�5JMG?�5<M�''��OM<Q@GG@?�<MJPI?�OC@�BGJ=@���N�C@�HJQ@?�AMJH�JI@
KG<>@�OJ�<IJOC@M��C@�IJOD>@?�OC<O�K@JKG@�DI�?DAA@M@IO�>JPIOMD@N�F@KO�?DAA@M@IO
?DNO<I>@N�AMJH�@<>C�JOC@M��'I�$M<I>@��OC@T�NOJJ?�>GJN@M�OJ�@<>C�JOC@M�OC<I�OC@T�?D?
DI�#IBG<I?��&<GG�RJI?@M@?�RCT�OC<O�R<N�<I?�=@B<I�OJ�NOP?T�RC<O�C@�><GG@?
proxemics � ��JM�OC@�NOP?T�JA�OC@�CPH<I�PN@�JA�NK<>@�<I?�?DNO<I>@�DI

�� 2C@�NOP?T�JA�OC@�CPH<I�PN@�JA
NK<>@�<I?�?DNO<I>@�DI
>JHHPID><ODJI�

!C<KO@M����,JIQ@M=<G�"@GDQ@MT

���



>JHHPID><ODJI�&<GG��#��2��	����
��.MJS@HD>N��2C@�NOP?T�JA�H<IfN�NK<>D<G�M@G<ODJIN
<I?�=JPI?<MD@N��'I�'<BJ�%<G?NOJI�	#?�
�ManÕs image in medicine and anthropology	KK�
���a���
��,@R�7JMF��,7��'IO@MI<ODJI<G�3IDQ@MNDOD@N�.M@NN�

'I The Hidden Dimension��C@�DI?D><O@?�OC@M@�<M@�ORJ�H<DI�<NK@>ON�JA�NK<>@��O@MMDOJMT
<I?�K@MNJI<G�NK<>@��&<GG�?M@R�JI�<IOCMJKJGJBT�OJ�<??M@NN�OC@�>JI>@KON�JA
?JHDI<I>@�<I?�NP=HDNNDJI��<I?�IJO@?�OC<O�OC@�HJM@�KJR@MAPG�K@MNJI�JAO@I�>G<DHN
HJM@�NK<>@��2CDN�KG<TN�<I�DHKJMO<IO�MJG@�DI�HJ?@MI�NJ>D@OT��AMJH�RCJ�B@ON�OC@
>JMI@M�JAAD>@�OJ�CJR�R@�I@BJOD<O@�NK<>@�=@OR@@I�Q@CD>G@N��0J<?�M<B@�DN�DI>M@<NDIBGT
>JHHJI�RC@M@�JQ@M>MJR?DIB�J>>PMN��<I?�<N�HJM@�Q@CD>G@N�J>>PKT�OC@�N<H@�MJ<?N�
O@INDJIN�JQ@M�NK<>@�<M@�KM@?D>O<=G@�

2@MMDOJMT�DN�M@G<O@?�OJ�>JIOMJG���N�<�R<T�JA�@NO<=GDNCDIB�>JIOMJG�JQ@M�TJPM�JRI�MJJH�
H<T=@�TJP�K<DIO@?�DO�TJPM�A<QJPMDO@�>JGJPM��JM�KPO�PK�KJNO@MN�OC<O�M@KM@N@IO�TJPM
DIO@M@NON�JM�OCDIBN�TJP�>JIND?@M�PIDLP@�<=JPO�TJPMN@GA��$<HDGD@N�JM�CJPN@CJG?N�JAO@I
H<MF�OC@DM�NK<>@�=T�KPOODIB�PK�A@I>@N�JM�R<GGN�<MJPI?�OC@DM�CJPN@N��2CDN�N@IN@�JA�<
MDBCO�OJ�>JIOMJG�TJPM�NK<>@�DN�DHKGD>DO�DI�O@MMDOJMT�Territory �� H@<IN�OC@�NK<>@�TJP
>G<DH�<N�TJPM�JRI��<M@�M@NKJIND=G@�AJM��JM�<M@�RDGGDIB�OJ�?@A@I?�

2C@�N@>JI?�<NK@>O�&<GG�CDBCGDBCON�DNpersonal space�� ��JM�OC@�c=P==G@d�JA�NK<>@
NPMMJPI?DIB�@<>C�DI?DQD?P<G���N�TJP�R<GF�?JRI�<�AGDBCO�JA�NO<DMN��RCD>C�ND?@�?J�TJP
>CJJN@��5@�H<T�>CJJN@�OC@�MDBCO�ND?@�=@><PN@�R@fQ@�G@<MI@?�OC<O�DN�RC<O�DN
@SK@>O@?��<I?�K@JKG@�>JHDIB�PK�OC@�N<H@�NO<DM�>CJJN@�OC@DM�MDBCO��2C@�MDBCO�>CJD>@
@INPM@N�OC<O�K@MNJI<G�NK<>@�DN�IJO�>JHKMJHDN@?�� PO�RC<O�C<KK@IN�RC@I�NJH@
>JH@N�PK�OC@�RMJIB�ND?@��2C@T�QDJG<O@�OC@�PI?@MNOJJ?�MPG@N�JA�HJQ@H@IO�<I?�JAO@I
>JMM@>O�OC@HN@GQ@N�� PO�RC<O�C<KK@IN�DA�OC@T�?JIfO�>C<IB@�G<I@N�<N�K@JKG@�HJQ@�PK
<I?�?JRI�OC@�NO<DMN��2C@T�H<T�B@O�?DMOT�GJJFN�JM�@Q@I�B@O�=PHK@?�<N�K@JKG@�DI�OC@
>MJR?�C<I?G@�OC@�DIQ<NDJI�JA�cOC@DMd�NK<>@��2C@M@�<M@�IJ�G<I@�H<MF@MN��<I?�=P==G@N
JA�NK<>@�<MJPI?�@<>C�K@MNJI�HJQ@�RDOC�OC@H��<GGJRDIB�AJM�OC@�KJNND=DGDOT�JA
>JGGDNDJI�

5@�M@>JBIDU@�OC@�=<ND>�I@@?�AJM�K@MNJI<G�NK<>@��=PO�OC@�IJMH<ODQ@�@SK@>O<ODJIN�AJM
NK<>@�Q<MT�BM@<OGT�=T�>PGOPM@��7JP�H<T�K@M>@DQ@�OC<O�DI�TJPM�CJH@�K@JKG@�NG@@K�JI@
OJ�@<>C�=@?��=PO�DI�H<IT�>PGOPM@N�K@JKG@�NG@@K�ORJ�JM�HJM@�OJ�<�=@?�<I?�DO�DN
>JIND?@M@?�IJMH<G��'A�TJP�R@M@�OJ�NC<M@�OC<O�=@?��TJP�HDBCO�A@@G�PI>JHAJMO<=G@�
RCDG@�NJH@JI@�M<DN@?�RDOC�BMJPK�NG@@KDIB�IJMHN�HDBCO�A@@G�PI>JHAJMO<=G@�NG@@KDIB
<GJI@��$MJH�RC@M@�TJP�NO<I?�DI�<I�<@MJ=D>N�>G<NN�DI�M@G<ODJI�OJ�JOC@MN��OJ�RC@M@�TJP
KG<>@�TJPM�=JJF�=<B�DI�>G<NN��TJPM�K@MNJI<G�@SK@>O<ODJIN�JA�NK<>@�<M@�JAO@I�<O
Q<MD<I>@�RDOC�JOC@MN�

�N�OC@�>JIO@SO�JA�<�NO<DM><N@�C<N�IJMHN�AJM�IJIQ@M=<G�=@C<QDJPM��NJ�?J@N�OC@�KP=GD>
NK@<FDIB�>JIO@SO��'I�,JMOC��H@MD><��@T@�>JIO<>O�RDOC�OC@�<P?D@I>@�DN�@SK@>O@?�� DB

��� 2C@�NK<>@�TJP�>G<DH�<N�TJPM
JRI��<M@�M@NKJIND=G@�AJM��JM�<M@
RDGGDIB�OJ�?@A@I?�

��� 2C@�c=P==G@d�JA�NK<>@
NPMMJPI?DIB�@<>C�DI?DQD?P<G�

!C<KO@M����,JIQ@M=<G�"@GDQ@MT

�����2TK@N�JA�,JIQ@M=<G�!JHHPID><ODJI ���



Figure 11.2Space: Four
Main Categories of Distance
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11.3 Movement in Your Speech
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Figure 11.3SpeakerÕs
Triangle
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11.4 Visual Aids

LEARNING OBJECTIVE
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Figure 11.4

Visual aids provide necessary
support for your position,
illustrate relationships, and
demonstrate trends.
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Figure 11.5

Visual aids make it vivid for your
audience.
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Bar and pie graphs can clearly
demonstrate results.
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Using Visual Aids
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Using PowerPoint as a Visual Aid
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PowerPoint slides can connect words with images.
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Figure 11.7Colour Wheel
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Figure 11.8

Visual aids should be clear from
the back of the room.

© 2010 Jupiterimages
Corporation

DHDO<O@?��2C@M@�<M@�KM@?@O@MHDI@?�>JGJPM�N>C@H@N�<GM@<?T�DI>JMKJM<O@?�DIOJ
.JR@M.JDIO�OC<O�TJP�><I�M@GT�JI�AJM�TJPM�KM@N@IO<ODJI�

5@fQ@�BDQ@I�>JIND?@M<ODJI�OJ�>JGJPM�DI�M@G<ODJI�OJ�AJION�<I?�OC@�M@KM@N@IO<ODJI�JA
F@T�RJM?N��=PO�R@�<GNJ�I@@?�OJ�>JIND?@M�AJIO�NDU@�<I?�N@G@>ODJI��.JR@M.JDIO�RDGG
C<Q@�?@A<PGO�N@OODIBN�AJM�C@<?GDI@N�<I?�O@SO��=PO�TJP�RDGG�I@@?�OJ�>JIND?@M�RC<O�DN
HJNO�<KKMJKMD<O@�AJM�TJPM�MC@OJMD><G�NDOP<ODJI���GR<TN�OCDIF�<=JPO�OC@�K@MNJI
NDOODIB�DI�OC@�=<>F�JA�OC@�MJJH��2C@�ODOG@�NDU@�NCJPG?�=@�<O�G@<NO�AJMOT�KJDION��<I?�OC@
=J?T�O@SO�	PN@?�NK<MDIBGT
�NCJPG?�=@�<O�G@<NO�OCDMOTORJ�KJDION�

'I Designing Visual Language: Strategies for Professional
Communicators�)JNO@GID>F��!�����0J=@MON��"��	����
�
Designing visual language: Strategies for professional
communicators��,@@?C<H�&@DBCON��+����GGTI��� <>JI�
!C<MG@N�)JNO@GID>F�<I?�"<QD?�0J=@MON�KMJQD?@�<�Q<GP<=G@
?DN>PNNDJI�JA�AJION��AJIO�NOTG@N��<I?�RC<O�OJ�>CJJN@�OJ
H<F@�<I�DHK<>O�?@K@I?DIB�JI�TJPM�MC@OJMD><G�NDOP<ODJI�
-I@�BJJ?�KMDI>DKG@�OC@T�CDBCGDBCO�DN�OC<O�N<IN�N@MDA�AJION
NP>C�<N��MD<G�RJMF�=@OO@M�OC<I�N@MDA�AJION�GDF@�2DH@N
,@R�0JH<I�AJM�DH<B@N�KMJE@>O@?�JIOJ�<�N>M@@I��2C@
OCDI�GDI@N�<I?�@SOM<�<NK@>ON�OJ�N@MDA�OC@�AJIO�H<T�IJO
KJMOM<T�OC@HN@GQ@N�R@GG�JI�<�G<MB@�N>M@@I�JM�>JIOMD=PO@
OJ�>G<MDOT��2J�TJP�OCDN�H<T�H@<I�OC<O�TJP�>CJJN@��MD<G
JM�<�NDHDG<M�AJIO�OJ�@IC<I>@�>G<MDOT�<I?�@<N@�JA�M@<?DIB�
)JNO@GID>F�<I?�0J=@MON�<GNJ�?DN>PNN�OC@�PN@�JA�BMJPKDIB
NOM<O@BD@N�OJ�DHKMJQ@�OC@�>JHHPID><ODJI�JA�DIAJMH<ODJI�)JNO@GID>F��!�����0J=@MON�
"��	����
� Designing visual language: Strategies for professional communicators��,@@?C<H
&@DBCON��+����GGTI��� <>JI� PGG@ON��OC@�PN@�JA�NK<>@��NDHDG<MDOT��<I?�KMJSDHDOT�<GG
K@MO<DI�OJ�OC@�KMJ>@NN�JA�K@M>@KODJI��RCD>C�?DAA@MN�AMJH�JI@�K@MNJI�OJ�<IJOC@M�

Helpful Hints for Visual Aids
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11.5 Nonverbal Strategies for Success with Your Audience

LEARNING OBJECTIVE
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Enrol an Observer
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Focus on a Specific Type of Nonverbal Communication
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11.6 Additional Resources
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Chapter 12

Organization and Outlines
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Getting Started

INTRODUCTORY EXERCISES
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12.1 Rhetorical Situation

LEARNING OBJECTIVE
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12.2 Strategies for Success

LEARNING OBJECTIVE
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Figure 12.1

Dense graphics that are not legible from the back of the room can sabotage your presentation.
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