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No smart businessperson would begin drafting a message before gathering background
information. We call this process research, a rather formal-sounding term. For our
purposes, however, research simply means “collecting information about a certain
ropic.” This 1s an important step in the writing process because that information helps
the writer shape the message. Discovering significant information after a message is half
;ompleted often means having to start over and reorganize. To avoid frustration and
inaccurate messages, writers collect information that answers several questions:
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s Whart does the receiver need to know about this topic?
a What is the receiver to do?

s How is the receiver to do it?

s When must the receiver do it?

a Whart will happen if the receiver doesn’t do it?

Whenever your communication problem requires more information than you have
in your head or at your fingertips, you must conduct research. This research may
be informal or formal.
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Many routine tasks—such as drafting e-mails, memos, letters, informational
reports, and oral presentations—require information that you can collect infor-

mally. Where can you find information before starting a project? The following
rechniques are useful in informal research:

m Search your company’s files. If you are responding to an inquiry or drafting a
routine message, you often can find background information such as previous

correspondence in your own files or those of the company. You might consult the
company wiki or other digital and manual files. You might also consult colleagues.

m Talk with the boss. Get information from the individual making the assignment.

What does that person know about the topic? What slant should you take?
What other sources would that person suggest?

m Interview the target audience. Consider talking with individuals at whom
the message is aimed. They can provide clarifying information thar tells
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Figure The 3-x-3 Writing Process
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Organizing Information to Show
Relationships

o\ INDIRECT OPENING oY  DIRECT OPENING

x Our company has been concerned with attracting better-qualified v" The Management Council has voted to

prospective job candidates. For this reason, the Management begin a college internship pilot program
Council has been gathering information about an internship next fall.

program for college students. After considerable investigation, we
have voted to begin a pilot program starting next fall.




Figure Format for an Outline
Y/,

Title: Major Idea or Purpose

, _ Tips for Making Outlines
[. First major component ] L >
A. First subpoint * Define the main topic in the title.
1. Detail, illustration, evidence * Divide the main topic into major components or
2. Detail, illustration, evidence classifications (preferably three to five).
3. Detail, illustration, evidence * Break the components into subpoints.
S acon Bbbpot « Don't put a single item under a major component;
5 if you have only one subpoint, integrate it with the
[I. Second major component ma,m item above it Of reorganize. X
A. First subpoint » Strive to make each component exclusive (no
I ovedapplpg): : .
2. * Use details, illustrations, and evidence to support
B. Second subpoint subpoints.
1.
2.

3.
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REFLEKSI

1. Informasi penting hari ini
2. Manfaat penting dari informasi penting hari ini
3. Tindak lanjut yang dapat saudara lakukan




That’s all. Thank you! ©

Any Questions?
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