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Discovering significant data after a message is completed often

means starting over and reorganizing. To avoid frustration and

inaccurate messages, collect information that answers these

questions:

• What does the receiver need to know about this topic?

• What is the receiver to do?

• How is the receiver to do it and when?

• What will happen if the receiver doesn’t do it?



Formal Research Methods
Formal research may include searching libraries and electronic

databases or investigating primary sources (interviews, surveys,

and experiments).





Informal Research and Idea Generation
Informal research may include looking in the files, talking with

your boss, interviewing the target audience, conducting an

informal survey, and brainstorming.



Organizing to Show Relationships
Writers of well-organized messages group similar ideas together

so that readers can see relationships and follow arguments.











The Indirect Strategy

The indirect strategy works well with three kinds

of messages: (a) bad news, (b) ideas that require

persuasion, and (c) sensitive news, especially

when being transmittedto superiors.



The indirect strategy has a number of benefits:

• Respects the feelings of the audience. Bad news is always

painful, but the trauma can be lessened when the receiver is

prepared for it.

• Encourages a fair hearing. Messages that may upset the

reader are more likely to be read when the main idea is

delayed. Beginning immediately with a piece of bad news or a

persuasive request, for example, may cause the receiver to

stop reading or listening.

• Minimizes a negative reaction. A reader’s overall reaction to a

negative message is generally improved if the news is

delivered gently.



Constructing Effective Sentences
The most compelling and effective messages contain a variety of

sentence patterns rather than repeating the same pattern.

Effective messages also avoid common sentence faults, and they

achieve emphasis and parallelism with special sentencewriting

techniques.





REFLEKSI 

• Informasi penting hari ini

• Manfaat penting dari informasi penting hari ini

• Tindak lanjut yang dapat saudara lakukan





Any Questions?

Thank You! 




