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Communication Technology and the Information
Flow in Organizations

Today’s workforce must stay connected at all times. Knowledge and

information workers are expected to remain tethered to their jobs wherever

they are, even on the weekends or on vacation. The technological

revolution of the last 25 years has resulted in amazing productivity gains



Organizing E-Mails and Memos
E-mails and memos inform employees, request data, give responses,

confrm decisions, and provide directions

Today it is estimated that on average more than 294 billion e-mails are

sent each day worldwide.1 E-mail growth has slowed recently, and rival

services are booming. Twitter and Facebook, for example, offer faster,

always-on connectedness. However, e-mail in the workplace is here to

stay. Because e-mail is a standard form of communication within

organizations, it will likely be your most common business communication

channel. E-mails perform critical tasks such as informing employees,

giving directions, outlining procedures, requesting data, supplying

responses, and confirming decisions



Knowing When to Send E-Mails and Memos
E-mail is appropriate for short, informal messages that request information

and respond to inquiries. It is especially effective for messages to multiple

receivers and messages that must be archived (saved). An e-mail is also

appropriate as a cover document when sending longer attachments.



Writing Informational E-Mails and Memos

In today’s workplace you will probably write numerous informational e-

mails and some hard-copy memos. Both kinds of messages usually carry

nonsensitive information that is unlikely to upset readers. Therefore, these

messages should be organized directly with the main idea first. The

following writing plan will help you create information messages quickly



Writing Plan for Informational E-Mails and Memos

• subject line: Summarize the main idea in condensed form.

• Opening: Reveal the main idea immediately but in expanded form.

• Body: Explain and justify the main idea using headings, bulleted lists,

and other high-skim techniques when appropriate.

• Closing: Include (a) action information, dates, or deadlines; (b) a

summary of the message; or (c) a closing thought.







Applying E-Mail and Memo Formats

E-mails and hard-copy memos are similar in content and development, but

their formats are slightly different. In this section you will learn how to

format e-mails and memos, and you will learn how e-mails can serve as

transmittal documents



Formatting E-Mail Messages
Because e-mail is now a standard form of business communication,

people are beginning to agree on specific formatting and usage

conventions. The following suggestions identify current formatting

standards. Always check with your organization, however, to observe its

practices.



formatting an e-Mail Message





Body. When preparing the body of an e-mail, use standard caps and lowercase

characters—never all uppercase or all lowercase characters. Cover just one topic,

and try to keep the total message under three screens in length. Remember to

double-space between paragraphs. For longer messages prepare a separate file to

be attached. Use the e-mail message only as a cover document.



Closing Lines and Signature Block. Some people sign off their e-mails with

a cordial expression such as Cheers, All the best, or Warm regards. Regardless of

the closing, be sure to sign your name. Messages without names become very

confusing when forwarded or when they are part of a thread (string) of responses.

It is also smart to include full contact information as part of your signature block.

Some writers prepare a number of “signatures” in their e-mail programs,

depending on what information they want to reveal. They can choose a complete

signature with all their contact information, or they can use a brief version. See



Formatting Office Memos

In the past interoffice memorandums were the primary communication channel

for delivering information within organizations. They are still useful for internal

messages that require a permanent record or formality.

Memo Forms and Margins. Memos include the basic elements of Date, To,

From, and Subject. Large organizations may include other identifying headings,

such as File Number, Floor, Extension, Location, and Distribution



Adopting Best Practices for Professional E-Mails



E-Mail Best Practices: Getting Started

try composing offline.

Especially for important messages, use your word processing program to

write offline. Then upload your message to your e-mail or copy and paste

the text into the frame of your e-mail. This prevents “self-destructing”

(losing all your writing through some glitch or pressing the wrong key)

when working online.



Get the address right.

If you omit one character or misread the letter l for the number 1, your

message bounces. Solution: Use your electronic address book for people

you write to frequently. Double-check every address that you key in

manually. Don’t accidentally reply to a group of receivers when you intend

to answer only one.



avoid misleading subject lines.

Make sure your subject line is relevant and

helpful. Generic tags such as Hi! and Important! may cause your message

to be deleted before it is opened.

apply the top-of-screen test.

When readers open your message and look at the first screen, will they

see what is most significant? Your subject line and first paragraph should

convey your purpose.







REFLEKSI 

• Informasi penting hari ini

• Manfaat penting dari informasi penting hari ini

• Tindak lanjut yang dapat saudara lakukan





Any Questions?

Thank You! 




