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Preface

Business Communication for Success	BCS
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�� "KJPATPO
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Chapter 1

Effective Business Communication

"KIIQJE?=PEKJ�HA=@O�PK�?KIIQJEPU��PD=P�EO��PK�QJ@ANOP=J@EJC��EJPEI=?U�=J@�IQPQ=H
R=HQEJC�

 1KHHK�,=U

(�GJKS�PD=P�UKQ�>AHEARA�PD=P�UKQ�QJ@ANOPKK@�SD=P�UKQ�PDEJG�(�O=E@��>QP�(�=I�JKP�OQNA
UKQ�NA=HEVA�PD=P�SD=P�UKQ�DA=N@�EO�JKP�SD=P�(�IA=JP�

 1K>ANP�)��,?"HKOGAU��BKNIAN�2P=PA�#AL=NPIAJP�OLKGAOI=J

Getting Started

INTRODUCTORY EXERCISES

�� 6NEPA�BERA�SKN@O�PD=P�ATLNAOO�SD=P�UKQ�S=JP�PK�@K�=J@�SDANA�UKQ�S=JP
PK�>A�=�UA=N�BNKI�JKS��3=GA�PDKOA�BERA�SKN@O�=J@�SNEPA�=�L=N=CN=LD�PD=P
?HA=NHU�=NPE?QH=PAO�UKQN�NAOLKJOAO�PK�>KPD�dSD=Pe�=J@�dSDANA�e

�� 3DEJG�KB�BERA�SKN@O�PD=P�ATLNAOO�SD=P�UKQ�S=JP�PK�@K�=J@�SDANA�UKQ
S=JP�PK�>A�BERA�UA=NO�BNKI�JKS��2D=NA�UKQN�BERA�SKN@O�SEPD�UKQN
?H=OOI=PAO�=J@�HEOPAJ�PK�PDAEN�NAOLKJOAO��6D=P�L=PPANJO�@K�UKQ�K>OANRA
EJ�PDA�NAOLKJOAO��6NEPA�=�L=N=CN=LD�PD=P�=@@NAOOAO�=P�HA=OP�KJA
K>OANR=PEKJ�

"KIIQJE?=PEKJ�EO�=J�=?PEREPU��OGEHH��=J@�=NP�PD=P�EJ?KNLKN=PAO�HAOOKJO�HA=NJA@�=?NKOO
=�SE@A�OLA?PNQI�KB�DQI=J�GJKSHA@CA��/AND=LO�PDA�IKOP�PEIADKJKNA@�BKNI�KB
?KIIQJE?=PEKJ�EO�OPKNUPAHHEJC��6AgRA�PKH@�A=?D�KPDAN�OPKNEAO�BKN�=CAO�PK�DAHL�I=GA
OAJOA�KB�KQN�SKNH@��=JPE?EL=PA�PDA�BQPQNA��=J@�?ANP=EJHU�PK�AJPANP=EJ�KQNOAHRAO��3DA
=NP�KB�OPKNUPAHHEJC�@N=SO�KJ�UKQN�QJ@ANOP=J@EJC�KB�UKQNOAHB��UKQN�IAOO=CA��=J@�DKS
UKQ�?KIIQJE?=PA�EP�PK�=J�=Q@EAJ?A�PD=P�EO�OEIQHP=JAKQOHU�?KIIQJE?=PEJC�>=?G�PK
UKQ��8KQN�=JPE?EL=PEKJ��NA=?PEKJ��=J@�=@=LP=PEKJ�PK�PDA�LNK?AOO�SEHH�@APANIEJA�DKS
OQ??AOOBQHHU�UKQ�=NA�=>HA�PK�?KIIQJE?=PA��8KQ�SANA�JKP�>KNJ�GJKSEJC�DKS�PK�SNEPA
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KN�ARAJ�DKS�PK�P=HGc>QP�EJ�PDA�LNK?AOO�KB�CNKSEJC�QL��UKQ�D=RA�QJ@KQ>PA@HU
HA=NJA@�DKS�PK�PAHH��=J@�DKS�JKP�PAHH��=�OPKNU�KQP�HKQ@�=J@�EJ�SNEPEJC�

8KQ�@E@JgP�HA=NJ�PK�PATP�EJ�=�@=U�=J@�@E@JgP�HA=NJ�=HH�PDA�?K@AOcBNKI�+.+�	H=QCD�KQP
HKQ@
�PK�!1!�	>A�NECDP�>=?G
cNECDP�=S=U��(J�PDA�O=IA�S=U��HA=NJEJC�PK�?KIIQJE?=PA
SAHH�NAMQENAO�UKQ�PK�NA=@�=J@�OPQ@U�DKS�KPDANO�D=RA�ATLNAOOA@�PDAIOAHRAO��PDAJ
=@=LP�SD=P�UKQ�D=RA�HA=NJA@�PK�UKQN�LNAOAJP�P=OGcSDAPDAN�EP�EO�PATPEJC�=�>NEAB
IAOO=CA�PK�=�BNEAJ@��LNAOAJPEJC�UKQN�MQ=HEBE?=PEKJO�EJ�=�FK>�EJPANREAS��KN�SNEPEJC�=
>QOEJAOO�NALKNP��8KQ�?KIA�PK�PDEO�PATP�SEPD�OGEHHO�=J@�=J�QJ@ANOP=J@EJC�PD=P�SEHH
LNKRE@A�=�R=HQ=>HA�BKQJ@=PEKJ�=O�SA�ATLHKNA�PDA�?KIIQJE?=PEKJ�LNK?AOO�

$BBA?PERA�?KIIQJE?=PEKJ�P=GAO�LNAL=N=PEKJ��LN=?PE?A��=J@�LANOEOPAJ?A��3DANA�=NA
I=JU�S=UO�PK�HA=NJ�?KIIQJE?=PEKJ�OGEHHO��PDA�O?DKKH�KB�ATLANEAJ?A��KN�dD=N@
GJK?GO�e�EO�KJA�KB�PDAI��!QP�EJ�PDA�>QOEJAOO�AJRENKJIAJP��=�dGJK?Ge�	KN�HAOOKJ
HA=NJA@
�I=U�?KIA�=P�PDA�ATLAJOA�KB�UKQN�?NA@E>EHEPU�PDNKQCD�=�>HKSJ�LNAOAJP=PEKJ
PK�=�?HEAJP��3DA�?H=OONKKI�AJRENKJIAJP��SEPD�=�?KILEH=PEKJ�KB�EJBKNI=PEKJ�=J@
NAOKQN?AO�OQ?D�=O�=�PATP��?=J�KBBAN�UKQ�=�PNE=H�NQJ�SDANA�UKQ�CAP�PK�PNU�KQP�JAS�E@A=O
=J@�OGEHHO�>ABKNA�UKQ�D=RA�PK�QOA�PDAI�PK�?KIIQJE?=PA�ABBA?PERAHU�PK�I=GA�=�O=HA�KN
BKNI�=�JAS�L=NPJANODEL��+EOPAJEJC�PK�UKQNOAHB��KN�LAND=LO�PDA�?KIIAJPO�KB�KPDANO�
I=U�DAHL�UKQ�NABHA?P�KJ�JAS�S=UO�PK�LNAOAJP��KN�LAN?AERA��PDKQCDPO��E@A=O�=J@
?KJ?ALPO��3DA�JAP�NAOQHP�EO�UKQN�CNKSPD��QHPEI=PAHU�UKQN�=>EHEPU�PK�?KIIQJE?=PA�EJ
>QOEJAOO�SEHH�EILNKRA��KLAJEJC�IKNA�@KKNO�PD=J�UKQ�IECDP�=JPE?EL=PA�

 O�UKQ�HA=NJ�PDA�I=PANE=H�EJ�PDEO�PATP��A=?D�L=NP�SEHH�?KJPNE>QPA�PK�PDA�SDKHA��3DA
@ACNAA�PK�SDE?D�UKQ�=PPAJ@�PK�A=?D�L=NP�SEHH�QHPEI=PAHU�DAHL�CERA�UKQ�PDA�OGEHHO�
?KJBE@AJ?A��=J@�LNAL=N=PEKJ�PK�QOA�?KIIQJE?=PEKJ�EJ�BQNPDANEJC�UKQN�?=NAAN�
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1.1 Why Is It Important to Communicate Well?

LEARNING OBJECTIVES

�� 1A?KCJEVA�PDA�EILKNP=J?A�KB�?KIIQJE?=PEKJ�EJ�C=EJEJC�=�>APPAN
QJ@ANOP=J@EJC�KB�UKQNOAHB�=J@�KPDANO�

�� $TLH=EJ�DKS�?KIIQJE?=PEKJ�OGEHHO�DAHL�UKQ�OKHRA�LNK>HAIO��HA=NJ�JAS
PDEJCO��=J@�>QEH@�UKQN�?=NAAN�

"KIIQJE?=PEKJ�EO�GAU�PK�UKQN�OQ??AOOcEJ�NAH=PEKJODELO��EJ�PDA�SKNGLH=?A��=O�=
?EPEVAJ�KB�UKQN�?KQJPNU��=J@�=?NKOO�UKQN�HEBAPEIA��8KQN�=>EHEPU�PK�?KIIQJE?=PA
?KIAO�BNKI�ATLANEAJ?A��=J@�ATLANEAJ?A�?=J�>A�=J�ABBA?PERA�PA=?DAN��>QP�PDEO�PATP
=J@�PDA�NAH=PA@�>QOEJAOO�?KIIQJE?=PEKJ�?KQNOA�SEHH�KBBAN�UKQ�=�SA=HPD�KB
ATLANEAJ?AO�C=PDANA@�BNKI�LNKBAOOEKJ=H�OLA=GANO�=?NKOO�PDAEN�HEBAPEIAO��8KQ�?=J
HA=NJ�BNKI�PDA�HAOOKJO�PDAUgRA�HA=NJA@�=J@�>A�=�IKNA�ABBA?PERA�?KIIQJE?=PKN�NECDP
KQP�KB�PDA�C=PA�

!QOEJAOO�?KIIQJE?=PEKJ�?=J�>A�PDKQCDP�KB�=O�=�LNK>HAI�OKHREJC�=?PEREPU�EJ�SDE?D
EJ@ERE@Q=HO�I=U�=@@NAOO�PDA�BKHHKSEJC�MQAOPEKJO�

_ 6D=P�EO�PDA�OEPQ=PEKJ�
_ 6D=P�=NA�OKIA�LKOOE>HA�?KIIQJE?=PEKJ�OPN=PACEAO�
_ 6D=P�EO�PDA�>AOP�?KQNOA�KB�=?PEKJ�
_ 6D=P�EO�PDA�>AOP�S=U�PK�@AOECJ�PDA�?DKOAJ�IAOO=CA�
_ 6D=P�EO�PDA�>AOP�S=U�PK�@AHERAN�PDA�IAOO=CA�

(J�PDEO�>KKG��SA�SEHH�AT=IEJA�PDEO�LNK>HAI�OKHREJC�LNK?AOO�=J@�DAHL�UKQ�HA=NJ�PK
=LLHU�EP�EJ�PDA�GEJ@O�KB�OEPQ=PEKJO�UKQ�=NA�HEGAHU�PK�AJ?KQJPAN�KRAN�PDA�?KQNOA�KB
UKQN�?=NAAN�

Communication Influences Your Thinking about Yourself and
Others

6A�=HH�OD=NA�=�BQJ@=IAJP=H�@NERA�PK�?KIIQJE?=PA��"KIIQJE?=PEKJ�?=J�>A�@ABEJA@
=O�PDA�LNK?AOO�KB�QJ@ANOP=J@EJC�=J@�OD=NEJC�IA=JEJC�/A=NOKJ��)�����-AHOKJ��/�
	����
� An introduction to human communication: understanding and sharing	L���
�
!KOPKJ��, ��,?&N=S'EHH�8KQ�OD=NA�IA=JEJC�EJ�SD=P�UKQ�O=U�=J@�DKS�UKQ�O=U�EP�
>KPD�EJ�KN=H�=J@�SNEPPAJ�BKNIO��(B�UKQ�?KQH@�JKP�?KIIQJE?=PA��SD=P�SKQH@�HEBA�>A
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HEGA�� �OANEAO�KB�JARANAJ@EJC�BNQOPN=PEKJO��-KP�>AEJC�=>HA�PK�=OG�BKN�SD=P�UKQ�JAA@
KN�ARAJ�PK�QJ@ANOP=J@�PDA�JAA@O�KB�KPDANO�

!AEJC�QJ=>HA�PK�?KIIQJE?=PA�IECDP�ARAJ�IA=J�HKOEJC�=�L=NP�KB�UKQNOAHB��BKN�UKQ
?KIIQJE?=PA�UKQNself-concept� cUKQN�OAJOA�KB�OAHB�=J@�=S=NAJAOO�KB�SDK�UKQ
=NAcEJ�I=JU�S=UO��#K�UKQ�HEGA�PK�SNEPA��#K�UKQ�BEJ@�EP�A=OU�PK�I=GA�=�LDKJA�?=HH�PK
=�OPN=JCAN�KN�PK�OLA=G�PK�=�NKKI�BQHH�KB�LAKLHA��/AND=LO�OKIAKJA�PKH@�UKQ�PD=P�UKQ
@KJgP�OLA=G�?HA=NHU�KN�UKQN�CN=II=N�JAA@O�EILNKRAIAJP��#KAO�PD=P�I=GA�UKQ�IKNA
KN�HAOO�HEGAHU�PK�S=JP�PK�?KIIQJE?=PA��%KN�OKIA��EP�I=U�>A�=�LKOEPERA�?D=HHAJCA�
SDEHA�BKN�KPDANO�EP�I=U�>A�@EO?KQN=CEJC��!QP�EJ�=HH�?=OAO��UKQN�=>EHEPU�PK
?KIIQJE?=PA�EO�?AJPN=H�PK�UKQN�OAHB?KJ?ALP�

3=GA�=�HKKG�=P�UKQN�?HKPDAO��6D=P�=NA�PDA�>N=J@O�UKQ�=NA�SA=NEJC��6D=P�@K�UKQ
PDEJG�PDAU�O=U�=>KQP�UKQ��#K�UKQ�BAAH�PD=P�?ANP=EJ�OPUHAO�KB�ODKAO��FASAHNU��P=PPKKO�
IQOE?��KN�ARAJ�=QPKIK>EHAO�ATLNAOO�SDK�UKQ�=NA��/=NP�KB�UKQN�OAHB?KJ?ALP�I=U�>A
PD=P�UKQ�ATLNAOO�UKQNOAHB�PDNKQCD�PATPEJC��KN�PDNKQCD�SNEPEJC�HKJCAN�@K?QIAJPO
HEGA�AOO=UO�=J@�NAOA=N?D�L=LANO��KN�PDNKQCD�PDA�S=U�UKQ�OLA=G�

.J�PDA�KPDAN�OE@A�KB�PDA�?KEJ��UKQN�?KIIQJE?=PEKJO�OGEHHO�DAHL�UKQ�PK�QJ@ANOP=J@
KPDANOcJKP�FQOP�PDAEN�SKN@O��>QP�=HOK�PDAEN�PKJA�KB�RKE?A��PDAEN�JKJRAN>=H�CAOPQNAO�
KN�PDA�BKNI=P�KB�PDAEN�SNEPPAJ�@K?QIAJPO�LNKRE@A�UKQ�SEPD�?HQAO�=>KQP�SDK�PDAU�=NA
=J@�SD=P�PDAEN�R=HQAO�=J@�LNEKNEPEAO�I=U�>A�� ?PERA�HEOPAJEJC�=J@�NA=@EJC�=NA�=HOK
L=NP�KB�>AEJC�=�OQ??AOOBQH�?KIIQJE?=PKN�

Communication Influences How You Learn

6DAJ�UKQ�SANA�=J�EJB=JP��UKQ�HA=NJA@�PK�P=HG�KRAN�=�LANEK@�KB�I=JU�IKJPDO��6DAJ
UKQ�CKP�KH@AN��UKQ�@E@JgP�HA=NJ�PK�NE@A�=�>EGA��@NERA�=�?=N��KN�ARAJ�PATP�=�IAOO=CA�KJ
UKQN�?AHH�LDKJA�EJ�KJA�>NEAB�IKIAJP��8KQ�JAA@�PK�>ACEJ�PDA�LNK?AOO�KB�EILNKREJC
UKQN�OLA=GEJC�=J@�SNEPEJC�SEPD�PDA�BN=IA�KB�IEJ@�PD=P�EP�SEHH�NAMQENA�ABBKNP�
LANOEOPAJ?A��=J@�OAHB?KNNA?PEKJ�

8KQ�HA=NJ�PK�OLA=G�EJ�LQ>HE?�>U�BENOP�D=REJC�?KJRANO=PEKJO��PDAJ�>U�=JOSANEJC
MQAOPEKJO�=J@�ATLNAOOEJC�UKQN�KLEJEKJO�EJ�?H=OO��=J@�BEJ=HHU�>U�LNAL=NEJC�=J@
@AHERANEJC�=�dOP=J@QLe�OLAA?D��2EIEH=NHU��UKQ�HA=NJ�PK�SNEPA�>U�BENOP�HA=NJEJC�PK
NA=@��PDAJ�>U�SNEPEJC�=J@�HA=NJEJC�PK�PDEJG�?NEPE?=HHU��8KQN�OLA=GEJC�=J@�SNEPEJC�=NA
NABHA?PEKJO�KB�UKQN�PDKQCDPO��ATLANEAJ?A��=J@�A@Q?=PEKJ��/=NP�KB�PD=P�?KI>EJ=PEKJ�EO
UKQN�HARAH�KB�ATLANEAJ?A�HEOPAJEJC�PK�KPDAN�OLA=GANO��NA=@EJC�@K?QIAJPO�=J@�OPUHAO
KB�SNEPEJC��=J@�OPQ@UEJC�BKNI=PO�OEIEH=N�PK�SD=P�UKQ�=EI�PK�LNK@Q?A�

�� 6D=P�SA�LAN?AERA�KQNOAHRAO�PK
>A�

"D=LPAN���$BBA?PERA�!QOEJAOO�"KIIQJE?=PEKJ
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 O�UKQ�OPQ@U�>QOEJAOO�?KIIQJE?=PEKJ��UKQ�I=U�NA?AERA�OQCCAOPEKJO�BKN
EILNKRAIAJP�=J@�?H=NEBE?=PEKJ�BNKI�OLA=GANO�=J@�SNEPANO�IKNA�ATLANEAJ?A@�PD=J
UKQNOAHB��3=GA�PDAEN�OQCCAOPEKJO�=O�?D=HHAJCAO�PK�EILNKRA��@KJgP�CERA�QL�SDAJ�UKQN
BENOP�OLAA?D�KN�BENOP�@N=BP�@KAO�JKP�?KIIQJE?=PA�PDA�IAOO=CA�UKQ�EJPAJ@��2PE?G�SEPD
EP�QJPEH�UKQ�CAP�EP�NECDP��8KQN�OQ??AOO�EJ�?KIIQJE?=PEJC�EO�=�OGEHH�PD=P�=LLHEAO�PK
=HIKOP�ARANU�BEAH@�KB�SKNG��=J@�EP�I=GAO�=�@EBBANAJ?A�EJ�UKQN�NAH=PEKJODELO�SEPD
KPDANO�

1AIAI>AN��HQ?G�EO�OEILHU�=�?KI>EJ=PEKJ�KB�LNAL=N=PEKJ�=J@�PEIEJC��8KQ�S=JP�PK�>A
LNAL=NA@�PK�?KIIQJE?=PA�SAHH�SDAJ�CERAJ�PDA�KLLKNPQJEPU��$=?D�PEIA�UKQ�@K�=
CKK@�FK>��UKQN�OQ??AOO�SEHH�>NEJC�IKNA�OQ??AOO�

Communication Represents You and Your Employer

8KQ�S=JP�PK�I=GA�=�CKK@�BENOP�EILNAOOEKJ�KJ�UKQN�BNEAJ@O�=J@�B=IEHU��EJOPNQ?PKNO�
=J@�AILHKUAN��3DAU�=HH�S=JP�UKQ�PK�?KJRAU�=�LKOEPERA�EI=CA��=O�EP�NABHA?PO�KJ�PDAI�
(J�UKQN�?=NAAN��UKQ�SEHH�NALNAOAJP�UKQN�>QOEJAOO�KN�?KIL=JU�EJ�OLKGAJ�=J@�SNEPPAJ
BKNI��8KQN�LNKBAOOEKJ=HEOI�=J@�=PPAJPEKJ�PK�@AP=EH�SEHH�NABHA?P�LKOEPERAHU�KJ�UKQ�=J@
OAP�UKQ�QL�BKN�OQ??AOO�

(J�>KPD�KN=H�=J@�SNEPPAJ�OEPQ=PEKJO��UKQ�SEHH�>AJABEP�BNKI�D=REJC�PDA�=>EHEPU�PK
?KIIQJE?=PA�?HA=NHU��3DAOA�=NA�OGEHHO�UKQ�SEHH�QOA�BKN�PDA�NAOP�KB�UKQN�HEBA��/KOEPERA
EILNKRAIAJPO�EJ�PDAOA�OGEHHO�SEHH�D=RA�=�LKOEPERA�EIL=?P�KJ�UKQN�NAH=PEKJODELO��UKQN
LNKOLA?PO�BKN�AILHKUIAJP��=J@�UKQN�=>EHEPU�PK�I=GA�=�@EBBANAJ?A�EJ�PDA�SKNH@�

Communication Skills Are Desired by Business and Industry

.N=H�=J@�SNEPPAJ�?KIIQJE?=PEKJ�LNKBE?EAJ?EAO�=NA�?KJOEOPAJPHU�N=JGA@�EJ�PDA�PKL
PAJ�@AOEN=>HA�OGEHHO�>U�AILHKUAN�OQNRAUO�UA=N�=BPAN�UA=N��(J�B=?P��DECDLKSANA@
>QOEJAOO�ATA?QPERAO�OKIAPEIAO�DENA�?KJOQHP=JPO�PK�?K=?D�PDAI�EJ�OD=NLAJEJC�PDAEN
?KIIQJE?=PEKJ�OGEHHO�� ??KN@EJC�PK�PDA�-=PEKJ=H� OOK?E=PEKJ�KB�"KHHACAO�=J@
$ILHKUANO�-=PEKJ=H� OOK?E=PEKJ�KB�"KHHACAO�=J@�$ILHKUANO��	����
��%NAMQAJPHU�=OGA@
MQAOPEKJO��1APNEARA@�BNKIDPPL���SSS�J=?ASA>�KNC�/NAOO�
%NAMQAJPHU< OGA@<0QAOPEKJO�=OLT�NABAN=H�PDA�BKHHKSEJC�=NA�PDA�PKL�BERA�LANOKJ=H
MQ=HEPEAO�KN�OGEHHO�LKPAJPE=H�AILHKUANO�OAAG�
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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 Clear
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Figure 1.5

Good business communication
does not waste words or time.

© 2010 Jupiterimages
Corporation

CN=OL�UKQN�IAOO=CA��!A�PK�PDA�LKEJP�=J@�?KJ?EOA�EJ�UKQN�?DKE?A�KB�SKN@O�
KNC=JEV=PEKJ��=J@�ARAJ�REOQ=H�=E@O�

!AEJC�?KJ?EOA�=HOK�EJRKHRAO�>AEJC�OAJOEPERA�PK�PEIA�?KJOPN=EJPO��'KS�I=JU�PEIAO
D=RA�UKQ�HEOPAJA@�PK�=�OLA=GAN�O=U�dEJ�?KJ?HQOEKJe�KJHU�PK�?KJPEJQA�OLA=GEJC�BKN
SD=P�OAAIO�HEGA�BKNARAN��'KS�I=JU�IAAPEJCO�=J@�?KJBANAJ?A�?=HHO�D=RA�UKQ
=PPAJ@A@�PD=P�CKP�OP=NPA@�H=PA�KN�N=J�>AUKJ@�PDA�LH=JJA@�AJ@EJC�PEIA��3DA�OKHQPEKJ�
KB�?KQNOA��EO�PK�>A�LNAL=NA@�PK�>A�LQJ?PQ=H��(B�UKQ�=NA�=OGA@�PK�CERA�=�BERAIEJQPA
LNAOAJP=PEKJ�=P�=�IAAPEJC��UKQN�?KSKNGANO�SEHH�JKP�=LLNA?E=PA�UKQN�P=GEJC�BEBPAAJ
IEJQPAO��=JU�IKNA�PD=J�UKQN�OQLANREOKN�SKQH@�=LLNA?E=PA�UKQN�OQ>IEPPEJC�=
BEBPAAJL=CA�NALKNP�SDAJ�UKQ�SANA�=OGA@�PK�SNEPA�BERA�L=CAO��%KN�KN=H�LNAOAJP=PEKJO�
PEIA�UKQNOAHB�SDAJ�UKQ�NADA=NOA�=J@�I=GA�OQNA�UKQ�?=J�@AHERAN�UKQN�IAOO=CA
SEPDEJ�PDA�=HHKPPA@�JQI>AN�KB�IEJQPAO�

3DANA�EO�KJA�LKOOE>HA�AT?ALPEKJ�PK�PDEO�LNEJ?ELHA��,=JU
JKJ6AOPANJ�?QHPQNAO�LNABAN�=�HAOO�@ENA?P�=LLNK=?D�
SDANA�>QOEJAOO�?KIIQJE?=PEKJ�KBPAJ�>ACEJO�SEPD�OK?E=H
KN�CAJAN=H�?KIIAJPO�PD=P�=�4�2��=Q@EAJ?A�IECDP
?KJOE@AN�QJJA?AOO=NU��2KIA�?QHPQNAO�=HOK�D=RA�=�HAOO
OPNE?P�EJPANLNAP=PEKJ�KB�PEIA�O?DA@QHAO�=J@�LQJ?PQ=HEPU�
6DEHA�EP�EO�EILKNP=JP�PK�NA?KCJEVA�PD=P�@EBBANAJP�?QHPQNAO
D=RA�@EBBANAJP�ATLA?P=PEKJO��PDA�CAJAN=H�NQHA�DKH@O�PNQA
PD=P�CKK@�>QOEJAOO�?KIIQJE?=PEKJ�@KAO�JKP�S=OPA
SKN@O�KN�PEIA�

Communicator Is Ethical

3DA�>QOEJAOO�?KIIQJE?=PKNgO�OA?KJ@�BQJ@=IAJP=H
NAOLKJOE>EHEPU�EO�PK�>A�APDE?=H�Ethics�� NABANO�PK�=�OAP�KB
LNEJ?ELHAO�KN�NQHAO�BKN�?KNNA?P�?KJ@Q?P��(P�A?DKAO�SD=P
 NEOPKPHA�?=HHA@ethos��PDA�?KIIQJE?=PKNgO�CKK@
?D=N=?PAN�=J@�NALQP=PEKJ�BKN�@KEJC�SD=P�EO�NECDP��"KIIQJE?=PEJC�APDE?=HHU�EJRKHRAO
>AEJC�AC=HEP=NE=J��NAOLA?PBQH��=J@�PNQOPSKNPDUcKRAN=HH��LN=?PE?EJC�PDA�dCKH@AJ�NQHAe
KB�PNA=PEJC�UKQN�=Q@EAJ?A�PDA�S=U�UKQ�SKQH@�S=JP�PK�>A�PNA=PA@�

"KIIQJE?=PEKJ�?=J�IKRA�?KIIQJEPEAO��EJBHQAJ?A�?QHPQNAO��=J@�?D=JCA�DEOPKNU��(P
?=J�IKPER=PA�LAKLHA�PK�P=GA�OP=J@��?KJOE@AN�=J�=NCQIAJP��KN�LQN?D=OA�=�LNK@Q?P�
3DA�@ACNAA�PK�SDE?D�UKQ�?KJOE@AN�>KPD�PDA�?KIIKJ�CKK@�=J@�BQJ@=IAJP=H
LNEJ?ELHAO�UKQ�DKH@�PK�>A�PNQA�SDAJ�?N=BPEJC�UKQN�IAOO=CA�@ENA?PHU�NAH=PAO�PK�DKS
UKQN�IAOO=CA�SEHH�=BBA?P�KPDANO�

��� 1ABANO�PK�=�OAP�KB�LNEJ?ELHAO�KN
NQHAO�BKN�?KNNA?P�?KJ@Q?P�

"D=LPAN���$BBA?PERA�!QOEJAOO�"KIIQJE?=PEKJ

����8KQN�1AOLKJOE>EHEPEAO�=O�=�"KIIQJE?=PKN ��



The Ethical Communicator Is Egalitarian
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The Ethical Communicator Is Trustworthy
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The ÒGolden RuleÓ
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1.5 Additional Resources
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http://www.natcom.org
http://www.writingcommission.org/pr/writing_for_employ.html
http://www.writingcommission.org/pr/writing_for_employ.html
http://www.naceweb.org
http://www.dalecarnegie.com
http://owl.english.purdue.edu
http://www.factcheck.org
http://www.politifact.com


Chapter 2

Delivering Your Message
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Getting Started
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INTRODUCTORY EXERCISES
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2.1 What Is Language?

LEARNING OBJECTIVES
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KJ�PDA�?KJPATP�=J@�AJRENKJIAJP��UKQ�I=U�DA=N�?KHKNBQH�O=UEJCO�PD=P�=NA�MQEPA
NACEKJ=H��=J@�I=U�JKPE?A�=J�=??AJP��L=?A��KN�PKJA�KB�?KIIQJE?=PEKJ�PD=P�EO�@EOPEJ?P
BNKI�UKQN�KSJ��3DEO�R=NE=PEKJ�EJ�KQN�QOA�KB�H=JCQ=CA�EO�=�?NA=PERA�S=U�PK�BKNI
NAH=PEKJODELO�=J@�?KIIQJEPEAO��>QP�?=J�=HOK�HA=@�PK�IEO?KIIQJE?=PEKJ�

6KN@O�PDAIOAHRAO��PDAJ��=?PQ=HHU�DKH@�JK�IA=JEJC��(P�P=GAO�UKQ�=J@�IA�PK�QOA�PDAI
PK�CERA�PDAI�HEBA�=J@�LQNLKOA��$RAJ�EB�SA�O=U�PD=P�PDA�@E?PEKJ=NU�EO�PDA�NALKOEPKNU�KB
IA=JEJC��PDA�NALKOEPKNU�EPOAHB�D=O�JK�IA=JEJC�SEPDKQP�UKQ�KN�IA�PK�NA=@��EJPANLNAP�
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D=LLU�KN�?=NABNAA��PK@=U�EP�NABANO�PK�DKIKOATQ=HEPU��3DA�@E?PEKJ=NU�AJPNU�BKN�PDA
IA=JEJC�KB�=�SKN@�?D=JCAO�>A?=QOA�SA�?D=JCA�DKS��SDAJ��=J@�SDU�SA�QOA�PDA
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AT?D=JCA��=J@�PDAOA�IQHPELHA�IA=JEJCO�?=J�HA=@�PK�IEO?KIIQJE?=PEKJ�
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dL=F=I=e��@K�UKQ�GJKS�SDE?D�H=JCQ=CAO�PDAU�?KIA�BNKI��#E@�UKQ�GJKS�PD=P
d=HCA>N=e�?KIAO�BNKI�PDA� N=>E?�SKN@�d=HF=>N�e�IA=JEJC�dNAOPKN=PEKJe�

#KAO�PDA�SKN@�dIK?Ke�I=GA�OAJOA�PK�UKQ��(P�I=U�JKP��>QP�LAND=LO�UKQ�NA?KCJEVA�EP
=O�PDA�J=IA�?DKOAJ�>U�-EOO=J�BKN�KJA�KB�EPO�?=NO��d,K?Ke�I=GAO�OAJOA�PK�>KPD
)=L=JAOA�=J@�2L=JEOD�OLA=GANO��>QP�SEPD�MQEPA�@EBBANAJP�IA=JEJCO��3DA�HAPPANO�?KIA
PKCAPDAN�PK�BKNI�=J�=N>EPN=NU�SKN@�PD=P�NABANO�PK�PDA�PDKQCDP�KN�E@A=�KB�PDA�PDEJC�EJ
PDAsemantic triangle � 	OAA%ECQNA����
�

Figure 2.1Semantic Triangle

Source: Adapted from Ogden and Richards.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.
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$=?D�HAPPAN�OP=J@O�BKN�=�OKQJ@��=J@�SDAJ�PDAU�?KIA�PKCAPDAN�EJ�=�OLA?EBE?�S=U��PDA
OKQJ@O�PDAU�NALNAOAJP�SDAJ�OLKGAJ�ATLNAOO�PDA�dSKN@e�PD=P�OUI>KHEVAO�PDA
ARAJP�,?+A=J��2��	����
� The basics of speech communication��!KOPKJ��, �� HHUJ��
!=?KJ� %KN�KQN�@EO?QOOEKJ��PDA�GAU�SKN@�SA�JAA@�PK�=@@NAOO�EO�dOUI>KHEVAO�e�3DA
SKN@�OP=J@O�EJ�BKN�PDA�=?PQ=H�ARAJP��>QP�EO�JKP�PDA�PDEJC�EPOAHB��3DA�IA=JEJC�SA
=OOK?E=PA�SEPD�EP�I=U�JKP�>A�SD=P�SA�EJPAJ@A@��%KN�AT=ILHA��SDAJ�'KJ@=�S=O
?KJPAILH=PEJC�PDA�EJPNK@Q?PEKJ�KB�PDA�'KJ@=�%EP��=JKPDAN�OI=HH�?=N��PDAU
?KJOE@ANA@�PDA�J=IA�d%EPP=e�BKN�QOA�EJ�$QNKLA�� O�PDA�OPKNU�CKAO��PDA�2SA@EOD
#EREOEKJ�.BBE?A�KB�'KJ@=�ATLH=EJA@�PD=P�dBEPP=e�EJ�2SA@EOD�EO�=�@ANKC=PKNU�PANI�BKN
BAI=HA�NALNK@Q?PERA�KNC=J��3DA�J=IA�S=O�LNKILPHU�?D=JCA@�PK�d)=VV�e

3DA�IA=JEJC��=??KN@EJC�PK�'=U=G=S=�'=U=G=S=��2��(��	����
� Language in thought and
action��.NH=J@K��%+��'=N?KQNP�!N=?A�)KR=JKRE?D�EO�SEPDEJ�QO��=J@�PDA�SKN@�OANRAO�=O
=�HEJG�PK�IA=JEJC��6D=P�SEHH�UKQN�SKN@O�NALNAOAJP�PK�PDA�HEOPAJAN��6EHH�UKQN�QOA�KB�=
LNKBAOOEKJ=H�PANI�AJD=J?A�UKQN�?NA@E>EHEPU�=J@�>A�IKNA�LNA?EOA�SEPD�=
GJKSHA@CA=>HA�=Q@EAJ?A��KN�SEHH�UKQ�?KJBQOA�PDAI�
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EXERCISES

�� 4OEJC�=�@E?PEKJ=NU�PD=P�CERAO�SKN@�KNECEJO��OQ?D�=O�PDAAmerican Heritage
College Dictionary� Merriam-WebsterÕs Collegiate Dictionary��KN�PDANew Oxford
American Dictionary��BEJ@�=P�HA=OP�PAJ�$JCHEOD�SKN@O�>KNNKSA@�BNKI�KPDAN
H=JCQ=CAO��2D=NA�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�
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OLAHHEJC�=J@�SKN@�QO=CA�@K�UKQ�BEJ@��#EO?QOO�UKQN�NAOQHPO�SEPD�UKQN
?H=OOI=PAO�

�� %NKI�UKQN�REASLKEJP��DKS�@K�UKQ�PDEJG�PDKQCDP�EJBHQAJ?AO�PDA�QOA�KB
H=JCQ=CA��6NEPA�=�KJA�PK�PSKL=CA�ATLH=J=PEKJ�

�� 6D=P�EO�IA=JP�>UconditionedEJ�PDEO�OP=PAIAJP��dLAKLHA�EJ�6AOPANJ
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>AAJ�?KJ@EPEKJA@�OEJ?A�A=NHU�?DEH@DKK@�>U�PDA�LKSAN�KB�SKN@O�PK
AJJK>HA�KN�?KJ@AIJ��=QCIAJP�KN�@APN=?P��CHKNEBU�KN�@AIA=J�e,KKNA��1�
	����
� Racism in the English language��!KOPKJ��, �� HHUJ���!=?KJ�#EO?QOO
UKQN�PDKQCDPO�SEPD�=�?H=OOI=PA�
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S=O�PN=JOH=PA@�BNKI�$JCHEOD�EJPK�=JKPDAN�H=JCQ=CA��KN�RE?A�RANO=��2D=NA
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2.2 Messages

LEARNING OBJECTIVES

�� #AO?NE>A�PDNAA�@EBBANAJP�PULAO�KB�IAOO=CAO�=J@�PDAEN�BQJ?PEKJO�
�� #AO?NE>A�BERA�@EBBANAJP�L=NPO�KB�=�IAOO=CA�=J@�PDAEN�BQJ?PEKJO�

!ABKNA�SA�ATLHKNA�PDA�LNEJ?ELHAO�KB�H=JCQ=CA��EP�SEHH�>A�DAHLBQH�PK�OPKL�BKN�=�IKIAJP
=J@�AT=IEJA�OKIA�?D=N=?PANEOPE?O�KB�PDA�IAOO=CAO�SA�OAJ@�SDAJ�SA�?KIIQJE?=PA�
6DAJ�UKQ�SNEPA�KN�O=U�OKIAPDEJC��UKQ�JKP�KJHU�OD=NA�PDA�IA=JEJC	O
�=OOK?E=PA@
SEPD�PDA�SKN@O�UKQ�?DKKOA��>QP�UKQ�=HOK�O=U�OKIAPDEJC�=>KQP�UKQNOAHB�=J@�UKQN
NAH=PEKJODEL�PK�PDA�EJPAJ@A@�NA?ELEAJP��(J�=@@EPEKJ��UKQ�O=U�OKIAPDEJC�=>KQP�SD=P
PDA�NAH=PEKJODEL�IA=JO�PK�UKQ�=O�SAHH�=O�UKQN�=OOQIA@�B=IEHE=NEPU�=O�UKQ�?DKKOA
BKNI=H�KN�EJBKNI=H�S=UO�KB�ATLNAOOEJC�UKQNOAHB��8KQN�IAOO=CA�I=U�=HOK�?=NNU
QJEJPAJ@A@�IA=JEJCO�PD=P�UKQ�?=JJKP�?KILHAPAHU�=JPE?EL=PA��2KIA�SKN@O�=NA
HK=@A@�SEPD�IA=JEJC�BKN�OKIA�LAKLHA��OK�PD=P�>U�QOEJC�OQ?D�SKN@O�UKQ�?=J�dLQOD
PDAEN�>QPPKJOe�SEPDKQP�ARAJ�NA=HEVEJC�SD=P�UKQgRA�@KJA��,AOO=CAO�?=NNU�B=N�IKNA
PD=J�PDA�HEPAN=H�IA=JEJC�KB�A=?D�SKN@��=J@�EJ�PDEO�OA?PEKJ�SA�ATLHKNA�PD=P
?KILHATEPU�

Primary Message Is Not the Whole Message

6DAJ�?KJOE@ANEJC�DKS�PK�ABBA?PERAHU�QOA�RAN>=H�?KIIQJE?=PEKJ��GAAL�EJ�IEJ@�PDANA
=NA�PDNAA�@EOPEJ?P�PULAO�KB�IAOO=CAO�UKQ�SEHH�>A�?KIIQJE?=PEJC��LNEI=NU�
OA?KJ@=NU��=J@�=QTEHE=NU�'=OHEJC��)��	����
� Audience, message, speaker��!KOPKJ��, �
,?&N=S'EHH�

Primary messages� NABAN�PK�PDA�EJPAJPEKJ=H�?KJPAJP��>KPD�RAN>=H�=J@�JKJRAN>=H�
3DAOA�=NA�PDA�SKN@O�KN�S=UO�UKQ�?DKKOA�PK�ATLNAOO�UKQNOAHB�=J@�?KIIQJE?=PA�UKQN
IAOO=CA��%KN�AT=ILHA��EB�UKQ�=NA�OEPPEJC�=P�UKQN�@AOG�=J@�=�?KSKNGAN�OPKLO�>U�PK�=OG
UKQ�=�MQAOPEKJ��UKQ�I=U�O=U��d'ANA��D=RA�=�OA=P�e�3DAOA�SKN@O�=NA�UKQN�LNEI=NU
IAOO=CA�

$RAJ�OQ?D�=�ODKNP��OAAIEJCHU�OEILHA�=J@�@ENA?P�IAOO=CA�?KQH@�>A�IEOQJ@ANOPKK@��(P
I=U�OAAI�K>REKQO�PD=P�UKQ�=NA�JKP�HEPAN=HHU�KBBANEJC�PK�dCERAe�=�dOA=Pe�PK�UKQN
REOEPKN��>QP�PK�OKIAKJA�SDK�GJKSO�KJHU�BKNI=H�$JCHEOD�=J@�EO�QJB=IEHE=N�SEPD
?KHHKMQE=H�ATLNAOOEKJO��EP�I=U�>A�LQVVHEJC��d'=RA�=�OA=Pe�I=U�>A�IQ?D�IKNA
@EBBE?QHP�PK�QJ@ANOP=J@�PD=J�dLHA=OA�OEP�@KSJ�e
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Secondary messages� NABAN�PK�PDA�QJEJPAJPEKJ=H�?KJPAJP��>KPD�RAN>=H�=J@
JKJRAN>=H��8KQN�=Q@EAJ?A�SEHH�BKNI�EILNAOOEKJO�KB�UKQN�EJPAJPEKJ=H�IAOO=CAO��>KPD
JAC=PERA�=J@�LKOEPERA��KRAN�SDE?D�UKQ�D=RA�JK�?KJPNKH��/AN?ALPEKJO�KB�LDUOE?=H
=PPN=?PERAJAOO��=CA��CAJ@AN��KN�APDJE?EPU�KN�ARAJ�OEILHA�I=JJANEOIO�=J@�L=PPANJO�KB
OLAA?D�I=U�QJEJPAJPEKJ=HHU�EJBHQAJ?A�PDA�IAOO=CA�

/AND=LO��KQP�KB�?KQNPAOU��UKQ�OP=J@�QL�SDEHA�KBBANEJC�UKQN�REOEPKN�=�OA=P��KN�LAND=LO
UKQN�REOEPKN�D=O�=J�ATLA?P=PEKJ�PD=P�UKQ�KQCDP�PK�@K�OK��/AND=LO�=�LDKPKCN=LD�KB
UKQN�B=IEHU�KJ�UKQN�@AOG�I=GAO�=J�EILNAOOEKJ�KJ�UKQN�REOEPKN��/AND=LO�=�?=NPKKJ
KJ�UKQN�>QHHAPEJ�>K=N@�OAJ@O�=�IAOO=CA�

Auxiliary messages� NABAN�PK�PDA�EJPAJPEKJ=H�=J@�QJEJPAJPEKJ=H�S=UO�=�LNEI=NU
IAOO=CA�EO�?KIIQJE?=PA@��3DEO�I=U�EJ?HQ@A�RK?=H�EJBHA?PEKJ��CAOPQNAO�=J@�LKOPQNA�
KN�N=PA�KB�OLAA?D�PD=P�EJBHQAJ?A�PDA�EJPANLNAP=PEKJ�KN�LAN?ALPEKJ�KB�UKQN�IAOO=CA�

6DAJ�UKQ�O=U��d'ANA��D=RA�=�OA=P�e�@K�UKQ�OIEHA�=J@�S=RA�UKQN�D=J@�PK�EJ@E?=PA�PDA
AILPU�?D=EN�KJ�PDA�KPDAN�OE@A�KB�UKQN�@AOG��.N�@K�UKQ�HKKG�BHQOPANA@�=J@�MQE?GHU�HEBP
=�LEHA�KB�BEHA�BKH@ANO�KQP�KB�PDA�S=U�� NA�UKQN�AUAO�KJ�UKQN�?KILQPAN�=O�UKQ�BEJEOD
OAJ@EJC�=J�AI=EH�>ABKNA�PQNJEJC�UKQN�=PPAJPEKJ�PK�UKQN�REOEPKN��8KQN�=QTEHE=NU
IAOO=CA�IECDP�>A��d(gI�CH=@�UKQ�?=IA�>U��(�=HS=UO�AJFKU�AT?D=JCEJC�E@A=O�SEPD
UKQe�KN�d(�=HS=UO�HA=NJ�OKIAPDEJC�JAS�SDAJ�OKIAKJA�=OGO�IA�=�MQAOPEKJ�e�.J�PDA
KPDAN�D=J@��EP�IECDP�>A��d(gHH�=JOSAN�UKQN�MQAOPEKJ��>QP�(gI�PKK�>QOU�BKN�=�HKJC
@EO?QOOEKJ�e�KN�I=U>A�ARAJ��d(�SEOD�UKQg@�@K�UKQN�SKNG�=J@�JKP�>KPDAN�IA�SEPD
UKQN�@QI>�MQAOPEKJO�e

Parts of a Message

6DAJ�UKQ�?NA=PA�=�IAOO=CA��EP�EO�KBPAJ�DAHLBQH�PK�PDEJG�KB�EP�=O�D=REJC�BERA�L=NPO�

��  PPAJPEKJ�OP=PAIAJP
�� (JPNK@Q?PEKJ
�� !K@U
�� "KJ?HQOEKJ
�� 1AOE@Q=H�IAOO=CA

$=?D�KB�PDAOA�L=NPO�D=O�EPO�KSJ�BQJ?PEKJ�

3DAattention statement � ��=O�UKQ�I=U�CQAOO��EO�QOA@�PK�?=LPQNA�PDA�=PPAJPEKJ�KB
UKQN�=Q@EAJ?A��6DEHA�EP�I=U�>A�QOA@�=JUSDANA�EJ�UKQN�IAOO=CA��EP�EO�AOLA?E=HHU
QOABQH�=P�PDA�KQPOAP��3DANA�=NA�I=JU�S=UO�PK�=PPN=?P�=PPAJPEKJ�BNKI�NA=@ANO�KN
HEOPAJANO��>QP�KJA�KB�PDA�IKOP�ABBA?PERA�EO�PDA�dSD=PgO�EJ�EP�BKN�IAe�OPN=PACU��PAHHEJC

�� 1ABAN�PK�PDA�QJEJPAJPEKJ=H
?KJPAJP�EJ�=�IAOO=CA��>KPD
RAN>=H�=J@�JKJRAN>=H�

�� 1ABAN�PK�PDA�EJPAJPEKJ=H�=J@
QJEJPAJPEKJ=H�S=UO�=�LNEI=NU
IAOO=CA�EO�?KIIQJE?=PA@�

�� 3DA�S=U�UKQ�BK?QO�PDA
=Q@EAJ?AgO�=PPAJPEKJ�KJ�UKQ
=J@�UKQN�OLAA?D�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

����,AOO=CAO ��



PDAI�DKS�UKQN�IAOO=CA�?=J�>AJABEP�PDAI�� J�=PPAJPEKJ�OP=PAIAJP�HEGA��d(gI�CKEJC
PK�ATLH=EJ�DKS�UKQ�?=J�O=RA�QL�PK������=�UA=N�KJ�?=N�EJOQN=J?Ae�EO�MQEPA�HEGAHU�PK
DKH@�=J�=Q@EAJ?AgO�=PPAJPEKJ�

.J?A�UKQ�D=RA�UKQN�=Q@EAJ?AgO�=PPAJPEKJ��EP�EO�PEIA�PK�IKRA�KJ�PK�PDA�EJPNK@Q?PEKJ�
(J�UKQNintroduction � UKQ�SEHH�I=GA�=�?HA=N�OP=PAIAJP�UKQN�PKLE?��PDEO�EO�=HOK�PDA
PEIA�PK�AOP=>HEOD�=�NAH=PEKJODEL�SEPD�UKQN�=Q@EAJ?A��.JA�S=U�PK�@K�PDEO�EO�PK�?NA=PA
?KIIKJ�CNKQJ@�SEPD�PDA�=Q@EAJ?A��@N=SEJC�KJ�B=IEHE=N�KN�OD=NA@�ATLANEAJ?AO��KN
>U�NABANNEJC�PK�PDA�LANOKJ�SDK�EJPNK@Q?A@�UKQ��8KQ�I=U�=HOK�ATLH=EJ�SDU�UKQ�?DKOA
PK�?KJRAU�PDEO�IAOO=CA�=P�PDEO�PEIA��SDU�PDA�PKLE?�EO�EILKNP=JP�PK�UKQ��SD=P�GEJ@�KB
ATLANPEOA�UKQ�D=RA��KN�DKS�UKQN�LANOKJ=H�ATLANEAJ?A�D=O�HA@�UKQ�PK�OD=NA�PDEO
IAOO=CA�

 BPAN�PDA�EJPNK@Q?PEKJ�?KIAO�PDAbody� KB�UKQN�IAOO=CA��'ANA�UKQ�SEHH�LNAOAJP�UKQN
IAOO=CA�EJ�@AP=EH��QOEJC�=JU�KB�=�R=NEAPU�KB�KNC=JEV=PEKJ=H�OPNQ?PQNAO��1AC=N@HAOO�KB
PDA�PULA�KB�KNC=JEV=PEKJ�UKQ�?DKKOA�BKN�UKQN�@K?QIAJP�KN�OLAA?D��EP�EO�EILKNP=JP�PK
I=GA�UKQN�I=EJ�LKEJPO�?HA=N��LNKRE@A�OQLLKNP�BKN�A=?D�LKEJP��=J@�QOA�PN=JOEPEKJO�PK
CQE@A�UKQN�NA=@ANO�KN�HEOPAJANO�BNKI�KJA�LKEJP�PK�PDA�JATP�

 P�PDA�AJ@�KB�PDA�IAOO=CA��UKQNconclusion � ODKQH@�LNKRE@A�PDA�=Q@EAJ?A�SEPD�=
OAJOA�KB�?HKOQNA�>U�OQII=NEVEJC�UKQN�I=EJ�LKEJPO�=J@�NAH=PEJC�PDAI�PK�PDA�KRAN=HH
PKLE?��(J�KJA�OAJOA��EP�EO�EILKNP=JP�PK�BK?QO�KJ�UKQN�KNC=JEV=PEKJ=H�OPNQ?PQNA�=C=EJ
=J@�EJ?KNLKN=PA�PDA�I=EJ�AHAIAJPO�EJPK�UKQN�OQII=NU��NAIEJ@EJC�PDA�=Q@EAJ?A�KB
SD=P�UKQ�D=RA�?KRANA@��(J�=JKPDAN�OAJOA��EP�EO�EILKNP=JP�JKP�PK�IANAHU�OP=PA�UKQN
HEOP�KB�I=EJ�LKEJPO�=C=EJ��>QP�PK�?KJRAU�=�OAJOA�PD=P�UKQ�D=RA�=??KILHEODA@�SD=P
UKQ�OP=PA@�UKQ�SKQH@�@K�EJ�UKQN�EJPNK@Q?PEKJ��=HHKSEJC�PDA�=Q@EAJ?A�PK�D=RA
LOU?DKHKCE?=H�?HKOQNA�

3DAresidual message�� ��=�IAOO=CA�KN�PDKQCDP�PD=P�OP=UO�SEPD�UKQN�=Q@EAJ?A�SAHH
=BPAN�PDA�?KIIQJE?=PEKJ�EO�BEJEODA@��EO�=J�EILKNP=JP�L=NP�KB�UKQN�IAOO=CA�� OG
UKQNOAHB�KB�PDA�BKHHKSEJC�

_ 6D=P�@K�(�S=JP�IU�HEOPAJANO�KN�NA=@ANO�PK�NAIAI>AN�
_ 6D=P�EJBKNI=PEKJ�@K�(�S=JP�PK�D=RA�PDA�=Q@EAJ?A�NAP=EJ�KN�=?P�QLKJ�
_ 6D=P�@K�(�S=JP�PDA�=Q@EAJ?A�PK�@K�

�� /=NP�KB�=�OLAA?D�PD=P
AOP=>HEODAO�=�NAH=PEKJODEL�SEPD
UKQN�=Q@EAJ?A�=J@�?HA=NHU
OP=PAO�UKQN�PKLE?�

�� ,=EJ�?KJPAJP�=NA=�KB�=�OLAA?D�

�� /=NP�KB�=�OLAA?D�PD=P�LNKRE@AO
PDA�=Q@EAJ?A�SEPD�=�OAJOA�KB
?HKOQNA�>U�OQII=NEVEJC�PDA
I=EJ�LKEJPO�=J@�NAH=PEJC�PDA
LKEJPO�PK�PDA�KRAN=HH�PKLE?�

��� (@A=�KN�PDKQCDP�PD=P�OP=UO�SEPD
UKQN�=Q@EAJ?A�SAHH�=BPAN�PDA
OLAA?D�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

����,AOO=CAO ��



KEY TAKEAWAY

,AOO=CAO�=NA�LNEI=NU��OA?KJ@=NU��=J@�=QTEHE=NU�� �IAOO=CA�?=J�>A�@ERE@A@
EJPK�=�BERAL=NP�OPNQ?PQNA�?KILKOA@�KB�=J�=PPAJPEKJ�OP=PAIAJP��EJPNK@Q?PEKJ�
>K@U��?KJ?HQOEKJ��=J@�NAOE@Q=H�IAOO=CA�

EXERCISES

�� "DKKOA�PDNAA�AT=ILHAO�KB�?KIIQJE?=PEKJ�=J@�E@AJPEBU�PDA�LNEI=NU
IAOO=CA��2D=NA�=J@�?KIL=NA�SEPD�?H=OOI=PAO�

�� "DKKOA�PDNAA�AT=ILHAO�KB�?KIIQJE?=PEKJ�=J@�E@AJPEBU�PDA�=QTEHE=NU
IAOO=CA	O
��2D=NA�=J@�?KIL=NA�SEPD�?H=OOI=PAO�

�� 3DEJG�KB�=�PEIA�SDAJ�OKIAKJA�O=E@�OKIAPDEJC�HEGA�dLHA=OA�P=GA�=�OA=Pe
=J@�UKQ�?KNNA?PHU�KN�EJ?KNNA?PHU�EJPANLNAPA@�PDA�IAOO=CA�=O�EJ@E?=PEJC
PD=P�UKQ�SANA�EJ�PNKQ>HA�=J@�=>KQP�PK�>A�NALNEI=J@A@��2D=NA�=J@
?KIL=NA�SEPD�?H=OOI=PAO�

�� 'KS�@KAO�H=JCQ=CA�=BBA?P�OAHB?KJ?ALP��$TLHKNA�=J@�NAOA=N?D�UKQN
=JOSAN��BEJ@EJC�AT=ILHAO�PD=P�?=J�OANRA�=O�?=OA�OPQ@EAO�

�� "DKKOA�=J�=NPE?HA�KN�KLEJEKJ�LEA?A�BNKI�=�I=FKN�JASOL=LAN�KN�JASO�6A>
OEPA�� J=HUVA�PDA�LEA?A�=??KN@EJC�PK�PDA�BERAL=NP�OPNQ?PQNA�@AO?NE>A@
DANA��#KAO�PDA�DA=@HEJA�OANRA�=O�=�CKK@�=PPAJPEKJ�OP=PAIAJP��#KAO�PDA
LEA?A�?KJ?HQ@A�SEPD�=�OAJOA�KB�?HKOQNA��'KS�=NA�PDA�I=EJ�LKEJPO
LNAOAJPA@�=J@�OQLLKNPA@��2D=NA�UKQN�=J=HUOEO�SEPD�UKQN�?H=OOI=PAO��%KN
=�BQNPDAN�?D=HHAJCA��S=P?D�=�PAHAREOEKJ�?KIIAN?E=H�=J@�@K�PDA�O=IA
=J=HUOEO�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

����,AOO=CAO ��



2.3 Principles of Verbal Communication

LEARNING OBJECTIVE

�� (@AJPEBU�=J@�@AO?NE>A�BERA�GAU�LNEJ?ELHAO�KB�RAN>=H�?KIIQJE?=PEKJ�
�� $TLH=EJ�DKS�PDA�NQHAO�KB�OUJP=T��OAI=JPE?O��=J@�?KJPATP�CKRANJ

H=JCQ=CA�
�� #AO?NE>A�DKS�H=JCQ=CA�OANRAO�PK�OD=LA�KQN�ATLANEAJ?A�KB�NA=HEPU�

5AN>=H�?KIIQJE?=PEKJ�EO�>=OA@�KJ�OARAN=H�>=OE?�LNEJ?ELHAO��(J�PDEO�OA?PEKJ��SAgHH
AT=IEJA�A=?D�LNEJ?ELHA�=J@�ATLHKNA�DKS�EP�EJBHQAJ?AO�ARANU@=U�?KIIQJE?=PEKJ�
6DAPDAN�EPgO�=�OEILHA�?KJRANO=PEKJ�SEPD�=�?KSKNGAN�KN�=�BKNI=H�O=HAO�LNAOAJP=PEKJ
PK�=�>K=N@�KB�@ENA?PKNO��PDAOA�LNEJ?ELHAO�=LLHU�PK�=HH�?KJPATPO�KB�?KIIQJE?=PEKJ�

Language Has Rules

+=JCQ=CA�EO�=�?K@A��=�?KHHA?PEKJ�KB�OUI>KHO��HAPPANO��KN�SKN@O�SEPD�=N>EPN=NU
IA=JEJCO�PD=P�=NA�=NN=JCA@�=??KN@EJC�PK�PDA�NQHAO�KB�OUJP=T�=J@�=NA�QOA@�PK
?KIIQJE?=PA�/A=NOKJ��)�����-AHOKJ��/��	����
� An introduction to human
communication: Understanding and sharing	L����
��!KOPKJ��, ��,?&N=S'EHH�

(J�PDA�BENOP�KB�PDA-KPA������(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN��SANA�UKQ�=>HA
PK�OQ??AOOBQHHU�I=P?D�PDA�PANIO�PK�PDAEN�IA=JEJCO��#E@�UKQ�BEJ@�PD=P�OKIA�KB�PDA
@ABEJEPEKJO�@E@�JKP�I=P?D�UKQN�QJ@ANOP=J@EJC�KB�PDA�PANIO��3DA�SKN@O�PDAIOAHRAO
D=RA�IA=JEJC�SEPDEJ�PDAEN�OLA?EBE?�?KJPATP�KN�H=JCQ=CA�?KIIQJEPU��!QP�SEPDKQP�=
CN=OL�KB�PD=P�?KJPATP��dIU�>=@e�I=U�D=RA�FQOP�OKQJ@A@�K@@��8KQN�B=IEHE=NEPU�SEPD
PDA�SKN@O�=J@�LDN=OAO�I=U�D=RA�I=@A�PDA�ATAN?EOA�A=OU�BKN�UKQ��>QP�EP�EOJgP�=J�A=OU
ATAN?EOA�BKN�ARANUKJA��3DA�SKN@O�PDAIOAHRAO�KJHU�?=NNU�IA=JEJC�EB�UKQ�GJKS�PDA
QJ@ANOPKK@�IA=JEJC�=J@�D=RA�=�CN=OL�KB�PDAEN�?KJPATP�PK�EJPANLNAP�PDAI�?KNNA?PHU�

3DANA�=NA�PDNAA�PULAO�KB�NQHAO�PD=P�CKRANJ�KN�?KJPNKH�KQN�QOA�KB�SKN@O��8KQ�I=U�JKP
>A�=S=NA�PD=P�PDAU�ATEOP�KN�PD=P�PDAU�EJBHQAJ?A�UKQ��>QP�BNKI�PDA�IKIAJP�UKQ�LQP�=
SKN@�EJPK�PATP�KN�OLA=G�EP��PDAOA�NQHAO�CKRANJ�UKQN�?KIIQJE?=PEKJO��3DEJG�KB�=
SKN@�PD=P�EO�=HH�NECDP�PK�QOA�EJ�?ANP=EJ�OEPQ=PEKJO�=J@�JKP�EJ�KPDANO��6DU�� J@�DKS
@K�UKQ�GJKS�

Syntactic rules �� CKRANJ�PDA�KN@AN�KB�SKN@O�EJ�=�OAJPAJ?A��(J�OKIA�H=JCQ=CAO��OQ?D
=O�&ANI=J��OUJP=T�KN�SKN@�KN@AN�EO�OPNE?PHU�LNAO?NE>A@��$JCHEOD�OUJP=T��EJ�?KJPN=OP���� &KRANJ�PDA�KN@AN�KB�SKN@O�EJ�=

OAJPAJ?A�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

��



EO�NAH=PERAHU�BHATE>HA�=J@�KLAJ�PK�OPUHA��2PEHH��PDANA�=NA�@ABEJEPA�?KI>EJ=PEKJO�KB
SKN@O�PD=P�=NA�?KNNA?P�=J@�EJ?KNNA?P�EJ�$JCHEOD��(P�EO�AMQ=HHU�?KNNA?P�PK�O=U��d/HA=OA
?KIA�PK�PDA�IAAPEJC�EJ�PDA�=Q@EPKNEQI�=P�PSAHRA�JKKJ�KJ�6A@JAO@=Ue�KN��d/HA=OA
?KIA�PK�PDA�IAAPEJC�KJ�6A@JAO@=U�=P�PSAHRA�JKKJ�EJ�PDA�=Q@EPKNEQI�e�!QP�EP�SKQH@
>A�EJ?KNNA?P�PK�O=U��d/HA=OA�PK�PDA�=Q@EPKNEQI�KJ�6A@JAO@=U�EJ�PDA�IAAPEJC�=P
PSAHRA�JKKJ�?KIA�e

Semantic rules�� CKRANJ�PDA�IA=JEJC�KB�SKN@O�=J@�DKS�PK�EJPANLNAP
PDAI�,=NPEJE?D�� ��/��	$@�
��	����
� The philosophy of language	�N@�A@�
��.TBKN@��4*�
.TBKN@�4JERANOEPU�/NAOO�2AI=JPE?O�EO�PDA�OPQ@U�KB�IA=JEJC�EJ�H=JCQ=CA��(P�?KJOE@ANO
SD=P�SKN@O�IA=J��KN�=NA�EJPAJ@A@�PK�IA=J��=O�KLLKOA@�PK�PDAEN�OKQJ@��OLAHHEJC�
CN=II=PE?=H�BQJ?PEKJ��=J@�OK�KJ��#KAO�=�CERAJ�OP=PAIAJP�NABAN�PK�KPDAN�OP=PAIAJPO
=HNA=@U�?KIIQJE?=PA@��(O�PDA�OP=PAIAJP�PNQA�KN�B=HOA��#KAO�EP�?=NNU�=�?ANP=EJ
EJPAJP��6D=P�@KAO�PDA�OAJ@AN�KN�NA?AERAN�JAA@�PK�GJKS�EJ�KN@AN�PK�QJ@ANOP=J@�EPO
IA=JEJC��3DAOA�=NA�MQAOPEKJO�=@@NAOOA@�>U�OAI=JPE?�NQHAO�

Contextual rules �� CKRANJ�IA=JEJC�=J@�SKN@�?DKE?A�=??KN@EJC�PK�?KJPATP�=J@
OK?E=H�?QOPKI��%KN�AT=ILHA��OQLLKOA�&NAC�EO�P=HGEJC�=>KQP�DEO�?KSKNGAN��"=NKH��=J@
O=UO��d2DA�=HS=UO�IAAPO�DAN�@A=@HEJAO�e�3DEO�I=U�OAAI�HEGA�=�OPN=ECDPBKNS=N@
OP=PAIAJP�PD=P�SKQH@�JKP�R=NU�=??KN@EJC�PK�?KJPATP�KN�OK?E=H�?QOPKI��!QP�OQLLKOA
=JKPDAN�?KSKNGAN�=OGA@�&NAC��d'KS�@K�UKQ�HEGA�SKNGEJC�SEPD�"=NKH�e�=J@��=BPAN�=
HKJC�L=QOA��&NAC�=JOSANA@��d2DA�=HS=UO�IAAPO�DAN�@A=@HEJAO�e� NA�PDANA�B=?PKNO�EJ
PDA�?KJPATP�KB�PDA�MQAOPEKJ�KN�OK?E=H�?QOPKIO�PD=P�SKQH@�EJBHQAJ?A�PDA�IA=JEJC�KB
&NACgO�OP=PAIAJP�

$RAJ�SDAJ�SA�BKHHKS�PDAOA�HEJCQEOPE?�NQHAO��IEO?KIIQJE?=PEKJ�EO�LKOOE>HA��BKN�KQN
?QHPQN=H�?KJPATP�KN�?KIIQJEPU�I=U�DKH@�@EBBANAJP�IA=JEJCO�BKN�PDA�SKN@O�QOA@
PD=J�PDA�OKQN?A�EJPAJ@A@��6KN@O�=PPAILP�PK�NALNAOAJP�PDA�E@A=O�SA�S=JP�PK
?KIIQJE?=PA��>QP�PDAU�=NA�OKIAPEIAO�HEIEPA@�>U�B=?PKNO�>AUKJ@�KQN�?KJPNKH��3DAU
KBPAJ�NAMQENA�QO�PK�JACKPE=PA�PDAEN�IA=JEJC��KN�PK�ATLH=EJ�SD=P�SA�IA=J�EJ�IKNA
PD=J�KJA�S=U��EJ�KN@AN�PK�?NA=PA�=�?KIIKJ�RK?=>QH=NU��8KQ�I=U�JAA@�PK�OP=PA�=
SKN@��@ABEJA�EP��=J@�LNKRE@A�=J�AT=ILHA�EJ�KN@AN�PK�?KIA�PK�=J�QJ@ANOP=J@EJC�SEPD
UKQN�=Q@EAJ?A�=>KQP�PDA�IA=JEJC�KB�UKQN�IAOO=CA�

Our Reality Is Shaped by Our Language

6D=P�SKQH@�UKQN�HEBA�>A�HEGA�EB�UKQ�D=@�>AAJ�N=EOA@�EJ�=�?KQJPNU�KPDAN�PD=J�PDA�KJA
SDANA�UKQ�CNAS�QL��,=H=UOE=��BKN�AT=ILHA��(P=HU�� BCD=JEOP=J��.N�!KHERE=��.N
OQLLKOA�UKQ�D=@�>AAJ�>KNJ�I=HA�EJOPA=@�KB�BAI=HA��KN�RE?A�RANO=��.N�D=@�>AAJ�N=EOA@
EJ�PDA�JKNPDA=OPANJ�4JEPA@�2P=PAO�EJOPA=@�KB�PDA�2KQPDSAOP��KN�PDA�,E@SAOP�EJOPA=@
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Language Is Arbitrary and Symbolic
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Figure 2.2Abstraction
Ladder

Source: Adapted from J. DeVitoÕs
Abstraction Ladder.DeVito, J.
(1999).Messages: building
interpersonal communication
skills(p. 119). New York, NY:
Addison Wesley Longman.
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Language Organizes and Classifies Reality
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1APNEARA@�BNKIDPPL���SSS�>QOEJAOOSAAG�?KI�I=C=VEJA�?KJPAJP���<���
>��������������DPI

6A�=HH�QOA�OUOPAIO�KB�?H=OOEBE?=PEKJ�PK�J=REC=PA�PDNKQCD�PDA�SKNH@��(I=CEJA�DKS
?KJBQOEJC�HEBA�SKQH@�>A�EB�SA�D=@�JK�?=PACKNEAO�OQ?D�=O�I=HA�BAI=HA��UKQJC�KH@�
P=HH�ODKNP��@K?PKN�JQNOA�PA=?DAN��3DAOA�?=PACKNEAO�KJHU�>A?KIA�LNK>HAI=PE?�SDAJ
SA�QOA�PDAI�PK�QLDKH@�>E=OAO�=J@�EJCN=EJA@�=OOQILPEKJO�PD=P�=NA�JK�HKJCAN�R=HE@�
6A�I=U�=OOQIA��PDNKQCD�KQN�>E=OAO��PD=P�AHAIAJPO�=NA�NAH=PA@�SDAJ�PDAU�D=RA�JK
NAH=PEKJODEL�=P�=HH�� O�=�NAOQHP��KQN�PDEJGEJC�EO�HEIEPA@�=J@�KQN�CN=OL�KB�NA=HEPU
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EIL=ENA@��(P�EO�KBPAJ�A=OEAN�PK�OLKP�PDAOA�>E=OAO�EJ�KPDANO��>QP�EP�>ADKKRAO�QO�=O
?KIIQJE?=PKNO�PK�>A?KIA�=S=NA�KB�PDAI�EJ�KQNOAHRAO��'KH@EJC�PDAI�QJ?KJO?EKQOHU
SEHH�HEIEP�KQN�PDEJGEJC��KQN�CN=OL�KB�NA=HEPU��=J@�KQN�=>EHEPU�PK�?KIIQJE?=PA
OQ??AOOBQHHU�

KEY TAKEAWAY

+=JCQ=CA�EO�=�OUOPAI�CKRANJA@�>U�NQHAO�KB�OUJP=T��OAI=JPE?O��=J@�?KJPATP�
SA�QOA�L=N=@ECIO�PK�QJ@ANOP=J@�PDA�SKNH@�=J@�BN=IA�KQN�?KIIQJE?=PEKJO�

EXERCISES

�� 6NEPA�=P�HA=OP�BERA�AT=ILHAO�KB�$JCHEOD�OAJPAJ?AO�SEPD�?KNNA?P�OUJP=T�
3DAJ�NASNEPA�A=?D�OAJPAJ?A��QOEJC�PDA�O=IA�SKN@O�EJ�=J�KN@AN�PD=P
@EOLH=UO�EJ?KNNA?P�OUJP=T��"KIL=NA�UKQN�NAOQHPO�SEPD�PDKOA�KB�UKQN
?H=OOI=PAO�

�� 3DEJG�KB�=P�HA=OP�BERA�SKN@O�SDKOA�@AJKP=PERA�IA=JEJC�@EBBANO�BNKI�PDAEN
?KJJKP=PERA�IA=JEJC��4OA�A=?D�SKN@�EJ�PSK�OAJPAJ?AO��KJA�AILHKUEJC
PDA�@AJKP=PERA�IA=JEJC�=J@�PDA�KPDAN�AILHKUEJC�PDA�?KJJKP=PERA�
"KIL=NA�UKQN�NAOQHPO�SEPD�PDKOA�KB�UKQN�?H=OOI=PAO�

�� #K�UKQ�=OOK?E=PA�IA=JEJC�SEPD�PDA�?=N�OKIAKJA�@NERAO��#KAO�EP�O=U
OKIAPDEJC�=>KQP�PDAI��+EOP�BERA�?=NO�UKQ�K>OANRA�LAKLHA�UKQ�GJKS
@NEREJC�=J@�@EO?QOO�A=?D�KJA��JKPEJC�SDAPDAN�UKQ�LAN?AERA�PD=P�PDA�?=N
O=UO�OKIAPDEJC�=>KQP�PDAI�KN�JKP��2D=NA�=J@�?KIL=NA�SEPD�?H=OOI=PAO�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA
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2.4 Language Can be an Obstacle to Communication

LEARNING OBJECTIVES

�� #AIKJOPN=PA�OET�S=UO�EJ�SDE?D�H=JCQ=CA�?=J�>A�=J�K>OP=?HA�KN�>=NNEAN�PK
?KIIQJE?=PEKJ�

�� $TLH=EJ�PDA�@EBBANAJ?AO�>APSAAJ�?HE?DYO��F=NCKJ��=J@�OH=JC�
�� $TLH=EJ�PDA�@EBBANAJ?A�>APSAAJ�OATEOP�KN�N=?EOP�H=JCQ=CA�=J@�HACEPEI=PA

NABANAJ?AO�PK�CAJ@AN�KN�N=?A�EJ�>QOEJAOO�?KIIQJE?=PEKJ�

 O�UKQ�QOA�H=JCQ=CA�PK�I=GA�OAJOA�KB�UKQN�ATLANEAJ?AO��=O�L=NP�KB�KQN�@EO?QOOEKJ�
UKQ�JK�@KQ>P�?=IA�PK�OAA�PD=P�H=JCQ=CA�=J@�RAN>=H�?KIIQJE?=PEKJ�?=J�SKNG�>KPD
BKN�UKQ�=J@�=C=EJOP�UKQ��+=JCQ=CA�=HHKSO�UKQ�PK�?KIIQJE?=PA��>QP�EP�=HOK�=HHKSO�UKQ
PK�IEO?KIIQJE?=PA�=J@�IEOQJ@ANOP=J@��3DA�O=IA�OUOPAI�SA�QOA�PK�ATLNAOO�KQN
IKOP�EJPEI=PA�PDKQCDPO�?=J�>A�BNQOPN=PEJC�SDAJ�EP�B=EHO�PK�?=LPQNA�KQN�PDKQCDPO��PK
NALNAOAJP�SD=P�SA�S=JP�PK�ATLNAOO��=J@�PK�NA=?D�KQN�=Q@EAJ?A��%KN�=HH�EPO�B=QHPO�
PDKQCD��EP�EO�PDA�>AOP�OUOPAI�SA�D=RA��=J@�L=NP�KB�EILNKREJC�PDA�?KIIQJE?=PEKJ
LNK?AOO�EO�PDA�?HA=N�E@AJPEBE?=PEKJ�KB�SDANA�EP�>NA=GO�@KSJ�� JPE?EL=PA�SDANA�=�SKN@
KN�ATLNAOOEKJ�I=U�JAA@�IKNA�?H=NEBE?=PEKJ�=J@�UKQ�SEHH�>A�KJ�UKQN�S=U�PK�NA@Q?EJC
ANNKNO�=J@�EILNKREJC�RAN>=H�?KIIQJE?=PEKJ�

(J�=J�=NPE?HA�PEPHA@�d3DA�,EO?KIIQJE?=PEKJ�&=L�e�2QO=J�6=OD>QNJ�HEOPO�OARAN=H
QJ@AOEN=>HA�NAOQHPO�KB�LKKN�?KIIQJE?=PEKJ�EJ�>QOEJAOO�6=OD>QNJ��2��	�����
%A>NQ=NU
��3DA�IEO?KIIQJE?=PEKJ�C=L�ESI Horizons, 9	�
��1APNEARA@�BNKI
DPPL���SSS�AOEEJPH�?KI�LQ>HE?�+E>N=NU�DPIH�
������'KNEVKJO NPE?HA��=OL�4JEPU(#�������������

_ #=I=CA@�NAH=PEKJODELO
_ +KOO�KB�LNK@Q?PEREPU
_ (JABBE?EAJ?U�=J@�NASKNG
_ "KJBHE?P
_ ,EOOA@�KLLKNPQJEPEAO
_ 2?DA@QHA�OHELL=CA�	@AH=UO��IEOOA@�@A=@HEJAO

_ 2?KLA�?NAALaKN�HA=L�	CN=@Q=H�KN�OQ@@AJ�?D=JCAO�EJ�=J�=OOECJIAJP�PD=P

I=GA�EP�IKNA�?KILHAT�=J@�@EBBE?QHP�PD=J�EP�S=O�KNECEJ=HHU�QJ@ANOPKK@
PK�>A


_ 6=OPA@�NAOKQN?AO
_ 4J?HA=N�KN�QJIAP�NAMQENAIAJPO

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

��
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(J�PDEO�OA?PEKJ�SA�@EO?QOO�DKS�SKN@O�?=J�OANRA�AEPDAN�=O�=�>NE@CA��KN�=�>=NNEAN��PK
QJ@ANOP=J@EJC�=J@�?KIIQJE?=PEKJ�KB�IA=JEJC��.QN�CK=HO�KB�ABBA?PERA�=J@�ABBE?EAJP
>QOEJAOO�?KIIQJE?=PEKJ�IA=J�=J�EJDANAJP�R=HQA�KB�SKN@O�=J@�PANIO�PD=P�GAALO�PDA
>NE@CA�?HA=N�=J@�BNAA�KB�K>OP=?HAO�

ClichŽ

 clichŽ�� EO�=�KJ?A?HARAN�SKN@�KN�LDN=OA�PD=P�D=O�HKOP�EPO�EIL=?P�PDNKQCD�KRANQOA�
(B�UKQ�OLKGA�KN�SNKPA�EJ�?HE?DYO��DKS�SKQH@�UKQN�=Q@EAJ?A�NA=?P��+APgO�PNU�EP��'KS�@K
UKQ�NA=?P�SDAJ�UKQ�NA=@�PDEO�OAJPAJ?A��d �?HE?DY�EO�OKIAPDEJC�PK�=RKE@�HEGA�PDA
LH=CQA��BKN�EP�EO�JKPDEJC�>QP�=�PENA@�KH@�S=N�DKNOA��=J@�EB�PDA�ODKA�SANA�KJ�PDA�KPDAN
BKKP�UKQ�PKK�SKQH@�D=RA�=J�=TA�PK�CNEJ@e�� O�UKQ�?=J�OAA��PDA�LNK>HAI�SEPD�?HE?DYO
EO�PD=P�PDAU�KBPAJ�OKQJ@�OEHHU�KN�>KNEJC�

"HE?DYO�=NA�OKIAPEIAO�=�OUILPKI�KB�H=VU�?KIIQJE?=PEKJcPDA�LANOKJ�QOEJC�PDA
?HE?DY�D=OJgP�>KPDANA@�PK�OA=N?D�BKN�KNECEJ=H�SKN@O�PK�?KJRAU�PDA�EJPAJ@A@�IA=JEJC�
"HE?DYO�HKOA�PDAEN�EIL=?P�>A?=QOA�NA=@ANO�=J@�HEOPAJANO�PAJ@�PK�CHKOO�KRAN�PDAI�
=OOQIEJC�PDAEN�?KIIKJ�IA=JEJC�SDEHA�ECJKNEJC�UKQN�OLA?EBE?�QOA�KB�PDAI�� O�=
NAOQHP��PDAU�?=J�>A�K>OP=?HAO�PK�OQ??AOOBQH�?KIIQJE?=PEKJ�

Jargon

+APgO�LNAPAJ@�UKQgRA�>AAJ�=OOECJA@�PK�PDA�P=OG�KB�LNAL=NEJC�=�ODKNP�LNAOAJP=PEKJ�KJ
UKQN�?KIL=JUgO�H=PAOP�LNK@Q?P�BKN�=�CNKQL�KB�LKPAJPE=H�?QOPKIANO��(PgO�=�>EC
NAOLKJOE>EHEPU��8KQ�KJHU�D=RA�KJA�KLLKNPQJEPU�PK�CAP�EP�NECDP��8KQ�SEHH�JAA@�PK�@K
ATPAJOERA�LH=JJEJC�=J@�LNAL=N=PEKJ��=J@�UKQN�ABBKNP��EB�@KJA�SAHH��SEHH�LNK@Q?A�=
LNAOAJP=PEKJ�PD=P�EO�OIKKPD�=J@�?KJBE@AJP��HKKGEJC�OEILHA�PK�PDA�?=OQ=H�=Q@EAJ?A
IAI>AN�

6D=P�SKN@O�@K�UKQ�QOA�PK�?KIIQJE?=PA�EJBKNI=PEKJ�=>KQP�UKQN�LNK@Q?P��(O�UKQN
=Q@EAJ?A�B=IEHE=N�SEPD�UKQN�BEAH@�=J@�EPO�OLA?E=HEVA@�PANIO�� O�LKPAJPE=H�?QOPKIANO�
PDAU�=NA�LNK>=>HU�OKIASD=P�GJKSHA@CA=>HA�EJ�PDA�BEAH@��>QP�JKP�PK�PDA�ATPAJP�PD=P
UKQ�=J@�UKQN�?KSKNGANO�=NA��ARAJ�HAOO�OK�?KIL=NA@�PK�PDA�dPA?DEAOe�SDK�@ARAHKLA@
PDA�LNK@Q?P��%KN�UKQN�LNAOAJP=PEKJ�PK�OQ??AA@��UKQN�?D=HHAJCA�EO�PK�S=HG�=�BEJA�HEJA
>APSAAJ�QOEJC�PKK�IQ?D�LNKBAOOEKJOLA?EBE?�H=JCQ=CA�KJ�PDA�KJA�D=J@��=J@�dP=HGEJC
@KSJe�PK�UKQN�=Q@EAJ?A�KJ�PDA�KPDAN�D=J@�

6DEHA�UKQN�LKPAJPE=H�?QOPKIANO�I=U�JKP�QJ@ANOP=J@�=HH�PDA�AJCEJAANEJC�=J@
O?DAI=PE?�@AP=EH�PANIO�EJRKHRA@�EJ�PDA�LNK@Q?P��PDAU�@K�GJKS�SD=P�PDAU�=J@�PDAEN
KNC=JEV=PEKJO�=NA�HKKGEJC�BKN�EJ�?KJOE@ANEJC�=�LQN?D=OA��8KQN�OKHQPEKJ�I=U�>A�PK
BK?QO�KJ�?KIIKJ�CNKQJ@cSD=P�UKQ�GJKS�KB�PDAEN�L=OP�DEOPKNU�EJ�PANIO�KB
?KJPN=?PEJC�OANRE?AO�KN�>QUEJC�LNK@Q?PO�BNKI�UKQN�?KIL=JU��6D=P�?=J�UKQ�PAHH

���  �KJ?A?HARAN�SKN@�KN�LDN=OA
PD=P�D=O�HKOP�EPO�EIL=?P�PDNKQCD
KRANQOA�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA
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BNKI�PDAEN�DEOPKNE?=H�LQN?D=OAO��(B�UKQN�NAOA=N?D�ODKSO�PD=P�PDAU�LH=?A�=�DECD�R=HQA
KJ�O=REJC�PEIA��UKQ�?=J�BK?QO�UKQN�LNAOAJP=PEKJ�KJ�PDA�PEIAO=REJC�=OLA?PO�KB�UKQN
JAS�LNK@Q?P�=J@�HA=RA�PDA�PA?DJE?=H�PANIO�PK�PDA�QOANgO�I=JQ=H�

Jargon�� EO�=J�K??QL=PEKJOLA?EBE?�H=JCQ=CA�QOA@�>U�LAKLHA�EJ�=�CERAJ�LNKBAOOEKJ�
)=NCKJ�@KAO�JKP�JA?AOO=NEHU�EILHU�BKNI=H�A@Q?=PEKJ��>QP�EJOPA=@�BK?QOAO�KJ�PDA
H=JCQ=CA�LAKLHA�EJ�=�LNKBAOOEKJ�QOA�PK�?KIIQJE?=PA�SEPD�A=?D�KPDAN��,AI>ANO�KB
PDA�EJBKNI=PEKJ�PA?DJKHKCU�@AL=NPIAJP�D=RA�=�@EOPEJ?P�CNKQL�KB�PANIO�PD=P�NABAN�PK
?KIIKJ�=OLA?PO�EJ�PDAEN�BEAH@��,AI>ANO�KB�PDA�I=NGAPEJC�@AL=NPIAJP��KN
=@RANPEOEJC��KN�AJCEJAANEJC��NAOA=N?D��=J@�@ARAHKLIAJP�=HOK�D=RA�OAPO�KB�PANIO�PDAU
QOA�SEPDEJ�PDAEN�LNKBAOOEKJ=H�?KIIQJEPU��)=NCKJ�ATEOPO�EJ�FQOP�=>KQP�ARANU
K??QL=PEKJ��EJ@ALAJ@AJP�KB�DKS�IQ?D�BKNI=H�A@Q?=PEKJ�EO�EJRKHRA@cBNKI�IA@E?EJA
=J@�H=S��PK�BEJ=J?E=H�OANRE?AO��>=JGEJC��=J@�EJOQN=J?A��PK�=JEI=H�DQO>=J@NU��=QPK
NAL=EN��=J@�PDA�?KJOPNQ?PEKJ�PN=@AO�

6DAPDAN�KN�JKP�PK�QOA�F=NCKJ�EO�KBPAJ�=�FQ@CIAJP�?=HH��=J@�KJA�PD=P�EO�A=OEAN�PK�I=GA
EJ�OLA=GEJC�PD=J�EJ�SNEPEJC��(J�=J�KN=H�?KJPATP��SA�I=U�>A�=>HA�PK�QOA�=�PA?DJE?=H
PANI�=J@�EJOP=JPHU�GJKS�BNKI�BAA@>=?G�SDAPDAN�KN�JKP�PDA�NA?AERAN�KB�PDA�IAOO=CA
dCKP�EP�e�(B�PDAU�@E@JgP��SA�?=J�@ABEJA�EP�KJ�PDA�OLKP��(J�SNEPPAJ�H=JCQ=CA��SA�H=?G
PD=P�EIIA@E=PA�NAOLKJOA�=J@�IQOP�=PPAJ@�IKNA�PK�PDA�?KJPATP�KB�NA?AERAN��3DA
IKNA�SA�HA=NJ�=>KQP�KQN�=Q@EAJ?A��PDA�>APPAN�SA�?=J�P=EHKN�KQN�?DKOAJ�SKN@O��(B�SA
H=?G�EJBKNI=PEKJ�KN�S=JP�KQN�@K?QIAJP�PK�>A�QJ@ANOPKK@�>U�=�R=NEAPU�KB�NA=@ANO��EP
L=UO�PK�QOA�?KIIKJ�SKN@O�=J@�=RKE@�F=NCKJ�

Slang

3DEJG�BKN�=�IKIAJP�=>KQP�PDA�SKN@O�=J@�ATLNAOOEKJO�UKQ�QOA�SDAJ�UKQ
?KIIQJE?=PA�SEPD�UKQN�>AOP�BNEAJ@O��(B�=�?KSKNGAN�S=O�PK�D=JC�KQP�SEPD�UKQ�=J@
UKQN�BNEAJ@O��SKQH@�PDAU�QJ@ANOP=J@�=HH�PDA�SKN@O�UKQ�QOA��PDA�IQOE?�UKQ�HEOPAJ�PK�
PDA�OPKNEAO�UKQ�PAHH�=J@�PDA�S=U�UKQ�PAHH�PDAI��/NK>=>HU�JKP��>A?=QOA�UKQ�=J@�UKQN
BNEAJ@O�LNK>=>HU�QOA�?ANP=EJ�SKN@O�=J@�ATLNAOOEKJO�EJ�S=UO�PD=P�D=RA�OLA?E=H
IA=JEJC�PK�UKQ�

3DEO�OLA?E=H�BKNI�KB�H=JCQ=CA��SDE?D�EJ�OKIA�S=UO�NAOAI>HAO�F=NCKJ��EO�OH=JC�
Slang�� EO�PDA�QOA�KB�ATEOPEJC�KN�JASHU�EJRAJPA@�SKN@O�PK�P=GA�PDA�LH=?A�KB�OP=J@=N@
KN�PN=@EPEKJ=H�SKN@O�SEPD�PDA�EJPAJP�KB�=@@EJC�=J�QJ?KJRAJPEKJ=H��JKJOP=J@=N@�
DQIKNKQO��KN�NA>AHHEKQO�ABBA?P��(P�@EBBANO�BNKI�F=NCKJ�EJ�PD=P�EP�EO�QOA@�EJ�EJBKNI=H
?KJPATPO��=IKJC�BNEAJ@O�KN�IAI>ANO�KB�=�?ANP=EJ�=CA�CNKQL��N=PDAN�PD=J�>U
LNKBAOOEKJ=HO�EJ�=�?ANP=EJ�EJ@QOPNU�

(B�UKQ�O=U�OKIAPDEJC�EO�dLD=P�e�UKQ�I=U�IA=J�d?KKH�e�SDE?D�EO�JKS�=�?KIIKJHU
QJ@ANOPKK@�OH=JC�SKN@��>QP�UKQN�?KSKNGAN�I=U�JKP�GJKS�PDEO�� O�SKN@�dLD=Pe

���  J�K??QL=PEKJOLA?EBE?
H=JCQ=CA�QOA@�>U�LAKLHA�EJ�=
CERAJ�LNKBAOOEKJ�

��� 3DA�QOA�KB�ATEOPEJC�KN�JASHU
EJRAJPA@�SKN@O�PK�P=GA�PDA
LH=?A�KB�OP=J@=N@�KN�PN=@EPEKJ=H
SKN@O�SEPD�PDA�EJPAJP�KB
=@@EJC�=J�QJ?KJRAJPEKJ=H�
JKJOP=J@=N@��DQIKNKQO��KN
NA>AHHEKQO�ABBA?P�
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IKRAO�EJPK�PDA�I=EJOPNA=I��EP�SEHH�>A�NALH=?A@�=J@�=@=LPA@�>U�PDA�?KIIQJEPEAO
PD=P�QOA�EP�

2EJ?A�KQN�AILD=OEO�EJ�>QOEJAOO�?KIIQJE?=PEKJ�EO�KJ�?H=NEPU��=J@�=�OH=JC�SKN@�NQJO
PDA�NEOG�KB�?NA=PEJC�IEOEJPANLNAP=PEKJ��EP�EO�CAJAN=HHU�>AOP�PK�=RKE@�OH=JC��8KQ�I=U
OAA�PDA�I=NGAPEJC�@AL=NPIAJP�QOA�=�OH=JC�SKN@�PK�P=NCAP�=�OLA?EBE?��SAHHNAOA=N?DA@
=Q@EAJ?A��>QP�BKN�KQN�LQNLKOAO�KB�UKQN�CAJAN=H�LNAOAJP=PEKJ�EJPNK@Q?EJC�=�LNK@Q?P
KN�OANRE?A��SA�SEHH�OPE?G�PK�?HA=N��?KIIKJ�SKN@O�PD=P�=NA�A=OEHU�QJ@ANOPKK@�

Sexist and Racist Language

2KIA�BKNIO�KB�OH=JC�EJRKHRA�LQP@KSJO�KB�LAKLHA�>AHKJCEJC�PK�R=NEKQO�CNKQLO��3DEO
PULA�KB�OH=JC�KBPAJ�?NKOOAO�PDA�HEJA�=J@�>A?KIAO�KBBAJOERA��JKP�KJHU�PK�PDA�CNKQLO
PD=P�=NA�>AEJC�LQP�@KSJ��>QP�=HOK�PK�KPDANO�SDK�I=U�DA=N�EP��(J�PK@=UgO�SKNGLH=?A
PDANA�EO�JK�LH=?A�SDANA�OATEOP�KN�N=?EOP�H=JCQ=CA�EO�=LLNKLNE=PA��(J�B=?P��QOEJC�OQ?D
H=JCQ=CA�?=J�>A�=�REKH=PEKJ�KB�?KIL=JU�LKHE?EAO�=J@�EJ�OKIA�?=OAO
=JPE@EO?NEIEJ=PEKJ�H=SO�

Sexist language�� QOAO�CAJ@AN�=O�=�@EO?NEIEJ=PEJC�B=?PKN��1ABANNEJC�PK�=@QHP�SKIAJ
=O�dCENHOe�KN�QOEJC�PDA�SKN@�dI=Je�PK�NABAN�PK�DQI=JGEJ@�=NA�AT=ILHAO�KB�OATEOP
H=JCQ=CA��(J�=�IKNA�>H=P=JP�AT=ILHA��OARAN=H�@A?=@AO�=CK�=�SKI=J�S=O�PDA�BENOP
BAI=HA�O=HAO�NALNAOAJP=PERA�EJ�DAN�?KIL=JUgO�O=HAO�BKN?A��3DA�IAJ�NAOAJPA@�DAN�=J@
SANA�?ANP=EJ�PDAU�?KQH@�KQPOAHH�DAN��OK�PDAU�DAH@�=�d!A=P�PDA�!NK=@e�O=HAO�?KJPAOP�
	!U�PDA�S=U��ODA�SKJ�
�3K@=U��=�?KJPAOP�SEPD�=�J=IA�HEGA�PD=P�SKQH@�>A�KQP�KB�PDA
MQAOPEKJ�

Racist language�� @EO?NEIEJ=PAO�=C=EJOP�IAI>ANO�KB�=�CERAJ�N=?A�KN�APDJE?�CNKQL�
6DEHA�EP�I=U�>A�K>REKQO�PD=P�N=?E=H�=J@�APDJE?�OHQNO�D=RA�JK�LH=?A�EJ�>QOEJAOO
?KIIQJE?=PEKJ��PDANA�?=J�=HOK�>A�EOOQAO�SEPD�IKNA�OQ>PHA�NABANAJ?AO�PK�dthose
LAKLHAe�KN�dUKQ�GJKS�DKSthey=NA�e�(B�N=?A�KN�APDJE?EPU�CAJQEJAHU�AJPANO�EJPK�PDA
OQ>FA?P�KB�UKQN�?KIIQJE?=PEKJcEJ�=�@NQCOPKNA��BKN�AT=ILHA��PDANA�EO�KBPAJ�=J�=EOHA
BKN�>H=?G�D=EN�?=NA�LNK@Q?POcPDAJ�J=PQN=HHU�EP�I=GAO�OAJOA�PK�IAJPEKJ�?QOPKIANO
>AHKJCEJC�PK�PD=P�CNKQL��3DA�GAU�EO�PD=P�IAJPEKJEJC�N=?E=H�=J@�APDJE?�CNKQLO�ODKQH@
>A�@KJA�SEPD�PDA�O=IA�NAOLA?P�UKQ�SKQH@�@AOENA�EB�OKIAKJA�AHOA�SANA�NABANNEJC�PK
CNKQLO�UKQ�>AHKJC�PK�

Euphemisms

(J�OAAGEJC�PK�=RKE@�KBBAJOERA�OH=JC��EP�EO�EILKNP=JP�JKP�PK�=OOQIA�PD=P�=�AQLDAIEOI
EO�PDA�OKHQPEKJ�� euphemism�� EJRKHRAO�OQ>OPEPQPEJC�=J�=??ALP=>HA�SKN@�BKN�=J
KBBAJOERA��?KJPNKRANOE=H��KN�QJ=??ALP=>HA�KJA�PD=P�?KJRAUO�PDA�O=IA�KN�OEIEH=N
IA=JEJC��3DA�LNK>HAI�EO�PD=P�PDA�=Q@EAJ?A�OPEHH�GJKSO�SD=P�PDA�ATLNAOOEKJ�IA=JO�

��� 4OAO�CAJ@AN�=O�=
@EO?NEIEJ=PEJC�B=?PKN�

��� #EO?NEIEJ=PAO�=C=EJOP�IAI>ANO
KB�=�CERAJ�N=?A�KN�APDJE?�CNKQL�

��� (JRKHRAO�OQ>OPEPQPEJC�=J
=??ALP=>HA�SKN@�BKN�=J
KBBAJOERA��?KJPNKRANOE=H��KN
QJ=??ALP=>HA�KJA�PD=P�?KJRAUO
PDA�O=IA�KN�OEIEH=N�IA=JEJC�
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=J@�QJ@ANOP=J@O�PD=P�PDA�SNEPAN�KN�OLA=GAN�EO�?DKKOEJC�=�AQLDAIEOI�BKN�PDA
LQNLKOA�KB�OKQJ@EJC�IKNA�A@Q?=PA@�KN�CAJPAAH�

$QLDAIEOIO�?=J�=HOK�>A�QOA@�O=N?=OPE?=HHU�KN�DQIKNKQOHUcd'$@KQ>HADK?GAU
OPE?GO�e�BKN�AT=ILHA��EO�=�AQLDAIEOI�BKN�dDAHHe�PD=P�I=U�>A�=IQOEJC�EJ�OKIA
?KJPATPO��(B�UKQN�BNEAJ@�D=O�FQOP�CKPPAJ�=�JAS�FK>�=O�=�F=JEPKN��UKQ�I=U�FKGEJCHU�=OG�
d'KSgO�IU�B=RKNEPA�O=JEP=PEKJ�AJCEJAAN�PDEO�IKNJEJC�e�!QP�OQ?D�DQIKN�EO�JKP
=HS=UO�=LLNA?E=PA@��=J@�?=J�?KJRAU�@EONAOLA?P�ARAJ�SDAJ�JKJA�EO�EJPAJ@A@�

$QLDAIEOPE?�SKN@O�=NA�JKP�=HS=UO�@EONAOLA?PBQH��DKSARAN��%KN�AT=ILHA��SDAJ
NABANNEJC�PK�=�@A=PD��EP�EO�?KJOE@ANA@�LKHEPA�EJ�I=JU�L=NPO�KB�PDA�4JEPA@�2P=PAO�PK�O=U
PD=P�PDA�LANOKJ�dL=OOA@e�KN�dL=OOA@�=S=U�e�N=PDAN�PD=J�PDA�NAH=PERAHU�EJOAJOEPERA
SKN@��d@EA@�e�2EIEH=NHU��LAKLHA�O=U��d(�JAA@�PK�BEJ@�=�>=PDNKKIe�SDAJ�EP�EO�SAHH
QJ@ANOPKK@�PDAU�=NA�JKP�LH=JJEJC�PK�P=GA�=�>=PD�

2PEHH��PDAOA�LKHEPA�AQLDAIEOIO�=NA�AT?ALPEKJO�PK�PDA�NQHA��$QLDAIEOIO�=NA�CAJAN=HHU
IKNA�KB�=�DEJ@N=J?A�PD=J�=�DAHL�PK�QJ@ANOP=J@EJC��(J�>QOEJAOO�?KIIQJE?=PEKJ�PDA
CK=H�EO�?H=NEPU��=J@�PDA�RANU�LQNLKOA�KB�AQLDAIEOI�EO�PK�>A�R=CQA��3K�>A�?HA=N�
?DKKOA�SKN@O�PD=P�IA=J�SD=P�UKQ�EJPAJ@�PK�?KJRAU�

Doublespeak

Doublespeak�� EO�PDA�@AHE>AN=PA�QOA�KB�SKN@O�PK�@EOCQEOA��K>O?QNA��KN�?D=JCA
IA=JEJC��#KQ>HAOLA=G�EO�KBPAJ�LNAOAJP�EJ�>QNA=Q?N=PE?�?KIIQJE?=PEKJ��SDANA�EP
?=J�OANRA�PK�?=OP�=�LANOKJ�KN�=J�KNC=JEV=PEKJ�EJ�=�HAOO�QJB=RKN=>HA�HECDP�PD=J�LH=EJ
H=JCQ=CA�SKQH@�@K�

6DAJ�UKQ�=OG�=�BNEAJ@��d'KS�@KAO�EP�BAAH�PK�>A�@KSJOEVA@�e�UKQ�=NA�QOEJC�=
AQLDAIEOI�PK�?KJRAU�DQIKN��LKOOE>HU�ARAJ�@=NG�DQIKN��8KQN�BNEAJ@gO�AILHKUAN
S=O�HEGAHU�JKP�FKGEJC��PDKQCD��SDAJ�PDA�=?PEKJ�S=O�=JJKQJ?A@�=O�=�d@KSJOEVEJCe
N=PDAN�PD=J�=O�=�dH=UKBBe�KN�d@EOIEOO=H�e�(J�IEHEP=NU�?KIIQJE?=PEKJO��d?KHH=PAN=H
@=I=CAe�EO�KBPAJ�QOA@�PK�NABAN�PK�?EREHE=J�@A=PDO��>QP�JK�IAJPEKJ�KB�PDA�@A=@�EO
LNAOAJP��8KQ�I=U�NA?=HH�PDA�d>=EHKQPe�KB�PDA�4�2��A?KJKIU�EJ�������SDE?D�MQE?GHU
?=IA�PK�>A�?=HHA@�PDA�dNAO?QAe�=J@�BEJ=HHU�PDA�d>QU�EJe�=O�PDA�4JEPA@�2P=PAO�>KQCDP
EJPANAOPO�EJ�JEJA�NACEKJ=H�=J@�J=PEKJ=H�>=JGO��3DA�IA=JEJC�?D=JCA@�BNKI�O=REJC�=J
A?KJKIE?�OUOPAI�KN�EPO�EJOPEPQPEKJO�PK�EJRAOPEJC�EJ�PDAI��3DEO�?D=JCA�KB�PANIO��=J@
PDA�=PPAILP�PK�?D=JCA�PDA�IA=JEJC�KB�PDA�=?PEKJO��>A?=IA�?KIIKJ�EJ�?KIA@U
NKQPEJAO�=?NKOO�PDA�J=PEKJ�

#KQ>HAOLA=G�?=J�>A�MQEPA�@=JCANKQO�SDAJ�EP�EO�QOA@�@AHE>AN=PAHU�PK�K>O?QNA
IA=JEJC�=J@�PDA�HEOPAJAN�?=JJKP�=JPE?EL=PA�KN�LNA@E?P�?KJOAMQAJ?AO�>=OA@�KJ�PDA

��� 3DA�@AHE>AN=PA�QOA�KB�SKN@O�PK
@EOCQEOA��K>O?QNA��KN�?D=JCA
IA=JEJC�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

����+=JCQ=CA�"=J�>A�=J�.>OP=?HA�PK�"KIIQJE?=PEKJ ��



	EJ
ABBA?PERA�?KIIQJE?=PEKJ��6DAJ�=�IA@E?=H�EJOQN=J?A�?KIL=JU�O=UO��d6A�EJOQNA
?KIL=JEAO�SEPD�QL�PK�PSAJPU�PDKQO=J@�HERAO�e�EO�EP�LKOOE>HA�PK�BKNCAP�PD=P�PDKOA
dHERAOe�=NA�LAKLHA��$PDE?=H�EOOQAO�MQE?GHU�=NEOA�SDAJ�DQI=JO�=NA�@ADQI=JEVA@�=J@
NABANNA@�PK�=O�dK>FA?POe�KN�dOQ>FA?PO�e�6DAJ�CAJK?E@A�EO�NABANNA@�PK�=O�dAPDJE?
?HA=JOEJC�e�EO�EP�=JU�HAOO�@A=@HU�PD=J�SDAJ�?=HHA@�>U�EPO�PNQA�J=IA�

(B�PDA�IA=JEJC�S=O�OQ??AOOBQHHU�DE@@AJ�BNKI�PDA�=Q@EAJ?A��KJA�IECDP�=NCQA�PD=P�PDA
@KQ>HAOLA=G�S=O�EJ�B=?P�ABBA?PERA��!QP�KQN�CK=H�?KJPEJQAO�PK�>A�?HA=N�=J@�?KJ?EOA
?KIIQJE?=PEKJ�SEPD�=�IEJEIQI�KB�IEOEJPANLNAP=PEKJ��+A=NJ�PK�NA?KCJEVA
@KQ>HAOLA=G�>U�SD=P�EP�@KAO�JKP�?KIIQJE?=PA�=O�SAHH�=O�SD=P�EP�?KIIQJE?=PAO�

$=?D�KB�PDAOA�OET�>=NNEANO�PK�?KIIQJE?=PEKJ�?KJPNE>QPAO�PK�IEOQJ@ANOP=J@EJC�=J@
IEO?KIIQJE?=PEKJ��EJPAJPEKJ=HHU�KN�QJEJPAJPEKJ=HHU��(B�UKQ�NA?KCJEVA�KJA�KB�PDAI�
UKQ�?=J�=@@NAOO�EP�NECDP�=S=U��8KQ�?=J�NA@ENA?P�=�MQAOPEKJ�=J@�CAP�PK�AOOAJPE=H
IA=JEJC��N=PDAN�PD=J�HA=REJC�SEPD�=�IEOQJ@ANOP=J@EJC�PD=P�EIL=?PO�PDA
NAH=PEKJODEL��(J�>QOEJAOO�?KIIQJE?=PEKJ��KQN�CK=H�KB�?HA=N�=J@�?KJ?EOA
?KIIQJE?=PEKJ�NAI=EJO�?KJOP=JP��>QP�SA�?=J�JARAN�BKNCAP�PD=P�PNQOP�EO�PDA
BKQJ@=PEKJ�BKN�ABBA?PERA�?KIIQJE?=PEKJ��/=NP�KB�KQN�ABBKNP�IQOP�EJ?HQ@A�NAEJBKN?EJC
PDA�NAH=PEKJODEL�EJDANAJP�>APSAAJ�OKQN?A�=J@�NA?AERAN��=J@�KJA�ABBA?PERA�OPAL
PKS=N@�PD=P�CK=H�EO�PK�NA@Q?A�K>OP=?HAO�PK�ABBA?PERA�?KIIQJE?=PEKJ�

KEY TAKEAWAY

3K�=RKE@�K>OP=?HAO�PK�?KIIQJE?=PEKJ��=RKE@�?HE?DYO��F=NCKJ��OH=JC��OATEOP�=J@
N=?EOP�H=JCQ=CA��AQLDAIEOIO��=J@�@KQ>HAOLA=G�
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EXERCISES

�� (@AJPEBU�=P�HA=OP�BERA�?KIIKJ�?HE?DYO�=J@�HKKG�QL�PDAEN�KNECEJO��3NU�PK
QJ@ANOP=J@�DKS�=J@�SDAJ�A=?D�LDN=OA�>A?=IA�=�?HE?DY��2D=NA�UKQN
BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� 4OEJC�UKQN�HE>N=NUgO�IE?NKBEHI�BEHAO�KN�=J�KJHEJA�@=P=>=OA��HKKG�PDNKQCD
JASOL=LAN�=NPE?HAO�BNKI�PDA�����O�KN�A=NHEAN��%EJ@�=P�HA=OP�KJA�=NPE?HA
PD=P�QOAO�OATEOP�KN�N=?EOP�H=JCQ=CA��6D=P�I=GAO�EP�N=?EOP�KN�OATEOP��'KS
SKQH@�=�FKQNJ=HEOP�?KJRAU�PDA�O=IA�EJBKNI=PEKJ�PK@=U��2D=NA�UKQN
BEJ@EJCO�SEPD�UKQN�?H=OO�

�� (@AJPEBU�KJA�OH=JC�PANI�=J@�KJA�AQLDAIEOI�UKQ�GJKS�EO�QOA@�EJ�UKQN
?KIIQJEPU��=IKJC�UKQN�BNEAJ@O��KN�SDANA�UKQ�SKNG��2D=NA�=J@�?KIL=NA
SEPD�?H=OOI=PAO�

�� 'KS�@KAO�H=JCQ=CA�?D=JCA�KRAN�PEIA��(JPANREAS�OKIAKJA�KH@AN�PD=J
UKQ�=J@�OKIAKJA�UKQJCAN�PD=J�UKQ�=J@�E@AJPEBU�SKN@O�PD=P�D=RA
?D=JCA@��/=U�OLA?E=H�=PPAJPEKJ�PK�F=NCKJ�=J@�OH=JC�SKN@O�

�� (O�PDANA�ARAN�=�FQOPEBE=>HA�QOA�BKN�@KQ>HAOLA=G��6DU�KN�SDU�JKP��$TLH=EJ
UKQN�NAOLKJOA�=J@�CERA�OKIA�AT=ILHAO�

�� "=J�LAKLHA�NA=@EHU�E@AJPEBU�PDA�>=NNEANO�PK�?KIIQJE?=PEKJ��2QNRAU�PAJ
EJ@ERE@Q=HO�=J@�OAA�EB�PDAU�=??QN=PAHU�E@AJPEBU�=P�HA=OP�KJA�>=NNEAN��ARAJ
EB�PDAU�QOA�=�@EBBANAJP�PANI�KN�SKN@�
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2.5 Emphasis Strategies

LEARNING OBJECTIVES

�� #AO?NE>A�=J@�@ABEJA�BKQN�OPN=PACEAO�PD=P�?=J�CERA�AILD=OEO�PK�UKQN
IAOO=CA�

�� #AIKJOPN=PA�PDA�ABBA?PERA�QOA�KB�REOQ=HO�EJ�=J�KN=H�KN�SNEPPAJ
LNAOAJP=PEKJ�

�� #AIKJOPN=PA�PDA�ABBA?PERA�QOA�KB�OECJLKOPO��EJPANJ=H�OQII=NEAO�=J@
BKNAOD=@KSEJC��=J@�NALAPEPEKJ�EJ�=J�KN=H�KN�SNEPPAJ�LNAOAJP=PEKJ�

.JA�GAU�PK�?KIIQJE?=PEKJ�EO�?=LPQNEJC�=J@�DKH@EJC�PDA�=Q@EAJ?AgO�=PPAJPEKJ��-K
KJA�HEGAO�PK�>A�>KNA@��=J@�JK�?KIIQJE?=PKN�HEGAO�PK�OAJ@�>KNEJC�IAOO=CAO��3K�GAAL
UKQN�?KIIQJE?=PEKJO�@UJ=IE?�=J@�EJPANAOPEJC��EP�KBPAJ�DAHLO�PK�QOA�OLA?EBE?
OPN=PACEAO�BKN�AILD=OEO��+APgO�AT=IEJA�OKIA�KB�PDAOA�OPN=PACEAO�=J@�DKS�PK�QOA�PDAI
PK�OPNAJCPDAJ�UKQN�IAOO=CA�

Visual Communication

 @@EJC�PDA�REOQ=H�@EIAJOEKJ�PK�=�@K?QIAJP�KN�OLAA?D�?=J�>A�=J�AT?AHHAJP�S=U�PK
DKH@�UKQN�=Q@EAJ?AgO�EJPANAOP�=J@�I=GA�UKQN�IA=JEJC�?HA=N��!QP�>A�?=NABQH�JKP�PK
CAP�?=NNEA@�=S=U��/AND=LO�PDA�IKOP�EILKNP=JP�NQHA�PK�NAIAI>AN�EJ�QOEJC�REOQ=HO�EO
PDEO��PDA�REOQ=HO�=NA�PK�OQLLKNP�UKQN�@K?QIAJP�KN�LNAOAJP=PEKJ��JKP�PK�P=GA�PDA�LH=?A
KB�EP�� �LE?PQNA�I=U�>A�SKNPD�=�PDKQO=J@�SKN@O��>QP�EP�EO�PDA�SKN@O�PD=P�NA=HHU�?KQJP�
,=GA�OQNA�PD=P�UKQN�?KIIQJE?=PEKJ�EO�NAOA=N?DA@��KNC=JEVA@��=J@�LNAOAJPA@�SAHH
AJKQCD�PK�OP=J@�KJ�EPO�KSJ��6D=PARAN�REOQ=HO�UKQ�?DKKOA�ODKQH@�>A�?HA=NHU
=OOK?E=PA@�SEPD�UKQN�RAN>=H�?KJPAJP��NALA=PEJC��NAEJBKN?EJC��KN�ATPAJ@EJC�PDA�O?KLA
KB�UKQN�IAOO=CA�

3=>HA������2PN=PACE?�4OA�KB�5EOQ=HO�HEOPO�OKIA�?KIIKJ�PULAO�KB�REOQ=HO�=J@�CERAO
AT=ILHAO�KB�PDAEN�OPN=PACE?�QOAO�
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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.

3=>HA����2PN=PACE?�4OA�KB�5EOQ=HO

Type Purpose Example(s)

/DKPKCN=LD�
5E@AK�"HEL�
KN�5E@AK
2PEHH

2DKS�=J�=?PQ=H�LANOKJ��ARAJP��KN�SKNG�KB
=NP�

5E@AK
3N=EHAN�
5E@AK�2PEHH

2DKS�PDA�REOQ=H�NAH=PEKJODELO�=IKJC�PSK�KN
IKNA�PDEJCO��=�OD=LA��=�?KJPN=OP�EJ�OEVA��=
LNK?AOO�KN�DKS�OKIAPDEJC�SKNGO�
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Figure 2.5

Different colored 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)

!=N�"D=NP
2DKS�PDA�=IKQJP�KB�KJA�KN�IKNA�R=NE=>HAO
=P�@EBBANAJP�PEIA�EJPANR=HO�

/EA�"D=NP
2DKS�PDA�LAN?AJP=CAO�KB�PDA�SDKHA
K??QLEA@�>U�R=NEKQO�OACIAJPO�
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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.

Type Purpose Example(s)

+EJA�&N=LD
2DKS�PDA�?D=JCA�EJ�KJA�KN�IKNA�R=NE=>HAO
LNKCNAOOERAHU�=?NKOO�PEIA�

 ?PQ=H
.>FA?P

2DKS�PDA�=Q@EAJ?A�=J�EPAI�?NQ?E=H�PK�PDA
@EO?QOOEKJ�
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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)

!K@U�,KPEKJ
4OA�UKQN�>K@U�=O�=�REOQ=H�PK�@AIKJOPN=PA
=J�ARAJP�

%ECQNAO�2KQN?A��`������)QLEPANEI=CAO�"KNLKN=PEKJ

Signposts

Signposts (or indicators) �� ��=NA�GAU�SKN@O�PD=P�=HANP�PDA�=Q@EAJ?A�PK�=�?D=JCA�EJ
PKLE?��=�P=JCAJPE=H�ATLH=J=PEKJ��=J�AT=ILHA��KN�=�?KJ?HQOEKJ��1A=@ANO�=J@�HEOPAJANO
?=J�OKIAPEIAO�>A�HQHHA@�EJPK�dHKOEJC�PDAEN�LH=?AecBKNCAPPEJC�SD=P�LKEJP�EO�>AEJC
I=@A�KN�DKS�B=N�=HKJC�EJ�PDA�@EO?QOOEKJ�PDA�SNEPAN�KN�OLA=GAN�D=O�CKPPAJ��8KQ�?=J
DAHL�UKQN�=Q@EAJ?A�=RKE@�PDEO�>U�OECJ=HEJC�PK�PDAI�SDAJ�=�?D=JCA�EO�?KIEJC�

"KIIKJ�OECJLKOPO�EJ?HQ@A�dKJ�PDA�KJA�D=J@�e�dKJ�PDA�KPDAN�D=J@�e�dPDA�OKHQPEKJ�PK
PDEO�LNK>HAI�EO�e�dPDA�NA=OKJ�BKN�PDEO�EO�e�dBKN�AT=ILHA�e�dPK�EHHQOPN=PA�e�=J@�dEJ
?KJ?HQOEKJe�KN�dEJ�OQII=NU�e

Internal Summaries and Foreshadowing

+EGA�OECJLKOPO��EJPANJ=H�OQII=NEAO�=J@�BKNAOD=@KSEJC�DAHL�PDA�=Q@EAJ?A�PK�GAAL
PN=?G�KB�SDANA�PDAU�=NA�EJ�PDA�IAOO=CA��3DAOA�OPN=PACEAO�SKNG�>U�NAREASEJC�SD=P
D=O�>AAJ�?KRANA@�=J@�>U�DECDHECDPEJC�SD=P�EO�?KIEJC�JATP�

��� *AU�SKN@O�PD=P�=HANP�PDA
=Q@EAJ?A�PK�=�?D=JCA�EJ�PKLE?��=
P=JCAJPE=H�ATLH=J=PEKJ��=J
AT=ILHA��KN�=�?KJ?HQOEKJ�
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����$ILD=OEO�2PN=PACEAO ��



 O�=�OEILHA�AT=ILHA��OQLLKOA�UKQ�=NA�SNEPEJC�KN�LNAOAJPEJC�EJBKNI=PEKJ�KJ�DKS�PK
=OOAI>HA�=�DKIA�AIANCAJ?U�LNAL=NA@JAOO�GEP��(B�UKQ�>ACEJ�>U�OP=PEJC�PD=P�PDANA�=NA
BKQN�I=EJ�EPAIO�JAA@A@�BKN�PDA�GEP��UKQ�=NA�BKNAOD=@KSEJC�UKQN�IAOO=CA�=J@
DAHLEJC�UKQN�=Q@EAJ?A�PK�S=P?D�KN�HEOPAJ�BKN�BKQN�EPAIO�� O�UKQ�?KRAN�A=?D�KB�PDA
EPAIO��UKQ�?=J�O=U��d3DA�BENOP�EPAI�e�d3DA�OA?KJ@�EPAI�e�d-KS�SAgRA�CKP�7�=J@�8�EJ
KQN�GEP��SD=P�AHOA�@K�SA�JAA@��.QN�PDEN@�EPAI�EO�e�=J@�OK�BKNPD��3DAOA�EJPANJ=H
OQII=NEAO�DAHL�UKQN�=Q@EAJ?A�GAAL�PN=?G�KB�LNKCNAOO�=O�UKQN�IAOO=CA�?KJPEJQAO�
	3DA�BKQN�EPAIO��>U�PDA�S=U��=NA�S=PAN��JKJLANEOD=>HA�BKK@��BENOP�=E@�OQLLHEAO��=J@�=
@QOP�I=OG�
%A@AN=H�$IANCAJ?U�,=J=CAIAJP� @IEJEOPN=PEKJ��	����
��&AP�=�GEP�
1APNEARA@�BNKIDPPL���SSS�NA=@U�CKR�=IANE?=�CAP=GEP

6EPD�PDEO�OPN=PACU��UKQ�NAEJBKN?A�NAH=PEKJODELO�>APSAAJ�LKEJPO��AT=ILHAO��=J@�E@A=O
EJ�UKQN�IAOO=CA��3DEO�?=J�>A�=J�ABBA?PERA�OPN=PACU�PK�AJ?KQN=CA�OAHA?PERA�NAPAJPEKJ
KB�UKQN�?KJPAJP�

Repetition

2=UEJC�PDA�O=IA�SKN@�KRAN�=J@�KRAN�I=U�JKP�OAAI�HEGA�=J�ABBA?PERA�OPN=PACU��>QP
SDAJ�QOA@�=NPBQHHU��NALAPEPEKJ�?=J�>A�=J�ABBA?PERA�S=U�PK�@NERA�DKIA�UKQN�IA=JEJC
=J@�DAHL�UKQN�=Q@EAJ?A�NAP=EJ�EP�EJ�PDAEN�IAIKNU��,=JU�KB�DEOPKNUgO�CNA=PAOP
OLA=GANO�D=RA�QOA@�NALAPEPEKJ�EJ�OLAA?DAO�PD=P�D=RA�OPKK@�PDA�PAOP�KB�PEIA��%KN
AT=ILHA��!NEPEOD�/NEIA�,EJEOPAN�6EJOPKJ�"DQN?DEHH�C=RA�=�OLAA?D�EJ������PD=P�EO
NAIAI>ANA@�=O�DEO�d6A�2D=HH�%ECDPe�OLAA?D��EJ�EP�DA�NALA=PO�PDA�LDN=OA�dSA�OD=HH
BECDPe�JK�BASAN�PD=J�OET�PEIAO��2EIEH=NHU��EJ�DEO�B=IKQO�d(�'=RA�=�#NA=Ie�OLAA?D�
,=NPEJ�+QPDAN�*EJC�)N��NALA=PA@�PDA�LDN=OAO�d(�D=RA�=�@NA=Ie�=J@�dHAP�BNAA@KI
NEJCe�SEPD�QJBKNCAPP=>HA�ABBA?P�

 JKPDAN�BKNI�KB�NALAPEPEKJ�EO�EJ@ENA?P�NALAPEPEKJ��BEJ@EJC�=HPANJ=PERA�S=UO�KB�O=UEJC
PDA�O=IA�LKEJP�KN�E@A=��2QLLKOA�UKQN�I=EJ�LKEJP�S=O��dCHK>=H�S=NIEJC�EO�N=EOEJC
K?A=J�HARAHO�e�8KQ�IECDP�CK�KJ�PK�KBBAN�OARAN=H�AT=ILHAO��?EPEJC�PDA�HARAH�EJ�A=?D�KB
PDA�I=FKN�K?A=JO�=J@�OA=O�SDEHA�ODKSEJC�PDAI�KJ�=�I=L��8KQ�IECDP�QOA
LDKPKCN=LDO�KN�RE@AK�PK�EHHQOPN=PA�PDA�B=?P�PD=P�>A=?DAO�=J@�AJPENA�EOH=J@O�=NA�CKEJC
QJ@ANS=PAN��(J@ENA?P�NALAPEPEKJ�?=J�QJ@ANO?KNA�=J@�OQLLKNP�UKQN�LKEJPO��DAHLEJC
PDAI�OP=J@�KQP�EJ�PDA�IAIKNU�KB�UKQN�=Q@EAJ?A�

KEY TAKEAWAY

$ILD=OEVA�UKQN�IAOO=CA�>U�QOEJC�REOQ=HO��OECJLKOPO��EJPANJ=H�OQII=NEAO�=J@
BKNAOD=@KSEJC��=J@�NALAPEPEKJ�

"D=LPAN���#AHERANEJC�8KQN�,AOO=CA

����$ILD=OEO�2PN=PACEAO ��

http://www.ready.gov/america/getakit


EXERCISES

�� %EJ@�=�JASO�=NPE?HA�KJHEJA�KN�EJ�=�JASOL=LAN�KN�I=C=VEJA�PD=P�QOAO
OARAN=H�REOQ=HO��6D=P�@K�PDA�REOQ=HO�EHHQOPN=PA��6KQH@�PDA�=NPE?HA�>A
AMQ=HHU�ABBA?PERA�SEPDKQP�PDAI��6DU�KN�SDU�JKP��2D=NA�UKQN�BEJ@EJCO
SEPD�UKQN�?H=OO�

�� %EJ@�=J�=NPE?HA�KN�HEOPAJ�PK�=�LNAOAJP=PEKJ�PD=P�QOAO�OECJLKOPO��(@AJPEBU
PDA�OECJLKOPO�=J@�ATLH=EJ�DKS�PDAU�DAHL�PDA�=Q@EAJ?A�BKHHKS�PDA�=NPE?HA
KN�LNAOAJP=PEKJ��2D=NA�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OO�

�� %EJ@�PDA�HACAJ@�KJ�=�I=L��/E?G�KJA�OUI>KH�=J@�@AO?NE>A�EPO�QOA��2D=NA
=J@�?KIL=NA�SEPD�PDA�?H=OO�
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2.6 Improving Verbal Communication

LEARNING OBJECTIVES

�� +EOP�=J@�ATLH=EJ�PDA�QOA�KB�OET�OPN=PACEAO�BKN�EILNKREJC�RAN>=H
?KIIQJE?=PEKJ�

�� #AIKJOPN=PA�PDA�=LLNKLNE=PA�QOA�KB�@ABEJEPEKJO�EJ�=J�KN=H�KN�SNEPPAJ
LNAOAJP=PEKJ�

�� 4J@ANOP=J@�DKS�PK�=OOAOO�PDA�=Q@EAJ?A��?DKKOA�=J�=LLNKLNE=PA�PKJA��=J@
?DA?G�BKN�QJ@ANOP=J@EJC�=J@�NAOQHPO�EJ�=J�KN=H�KN�SNEPPAJ�LNAOAJP=PEKJ�

3DNKQCDKQP�PDA�?D=LPAN�SA�D=RA�REOEPA@�AT=ILHAO�=J@�OPKNEAO�PD=P�DECDHECDP�PDA
EILKNP=J?A�KB�RAN>=H�?KIIQJE?=PEKJ��3K�AJ@�PDA�?D=LPAN��SA�JAA@�PK�?KJOE@AN�DKS
H=JCQ=CA�?=J�>A�QOA@�PK�AJHECDPAJ�KN�@A?AERA��AJ?KQN=CA�KN�@EO?KQN=CA��AILKSAN�KN
@AOPNKU��!U�@ABEJEJC�PDA�PANIO�SA�QOA�=J@�?DKKOEJC�LNA?EOA�SKN@O��SA�SEHH
I=TEIEVA�KQN�=Q@EAJ?AgO�QJ@ANOP=J@EJC�KB�KQN�IAOO=CA��(J�=@@EPEKJ��EP�EO�EILKNP=JP
PK�?KJOE@AN�PDA�=Q@EAJ?A��?KJPNKH�UKQN�PKJA��?DA?G�BKN�QJ@ANOP=J@EJC��=J@�BK?QO�KJ
NAOQHPO��1A?KCJEVEJC�PDA�LKSAN�KB�RAN>=H�?KIIQJE?=PEKJ�EO�PDA�BENOP�OPAL�PK
QJ@ANOP=J@EJC�EPO�NKHA�=J@�EIL=?P�KJ�PDA�?KIIQJE?=PEKJ�LNK?AOO�

Define Your Terms

$RAJ�SDAJ�UKQ�=NA�?=NABQH�PK�?N=BP�UKQN�IAOO=CA�?HA=NHU�=J@�?KJ?EOAHU��JKP
ARANUKJA�SEHH�QJ@ANOP=J@�ARANU�SKN@�UKQ�O=U�KN�SNEPA�� O�=J�ABBA?PERA�>QOEJAOO
?KIIQJE?=PKN��UKQ�GJKS�EP�EO�UKQN�NAOLKJOE>EHEPU�PK�CERA�UKQN�=Q@EAJ?A�ARANU
=@R=JP=CA�EJ�QJ@ANOP=J@EJC�UKQN�IA=JEJC��8AP�UKQN�LNAOAJP=PEKJ�SKQH@�B=HH�BH=P�EB
UKQ�PNEA@�PK�@ABEJA�A=?D�=J@�ARANU�PANIcUKQ�SKQH@�AJ@�QL�OKQJ@EJC�HEGA�=
@E?PEKJ=NU�

3DA�OKHQPEKJ�EO�PK�>A�=S=NA�KB�=JU�SKN@O�UKQ�=NA�QOEJC�PD=P�I=U�>A�QJB=IEHE=N�PK
UKQN�=Q@EAJ?A��6DAJ�UKQ�E@AJPEBU�=J�QJB=IEHE=N�SKN@��UKQN�BENOP�@A?EOEKJ�EO�SDAPDAN
PK�QOA�EP�KN�PK�OQ>OPEPQPA�=�IKNA�?KIIKJ��A=OEHU�QJ@ANOPKK@�SKN@��(B�UKQ�?DKKOA�PK
QOA�PDA�QJB=IEHE=N�SKN@��PDAJ�UKQ�JAA@�PK�@A?E@A�DKS�PK�?KJRAU�EPO�IA=JEJC�PK
PDKOA�EJ�UKQN�=Q@EAJ?A�SDK�=NA�JKP�B=IEHE=N�SEPD�EP��8KQ�I=U�@K�PDEO�EJ�=�R=NEAPU�KB
S=UO��3DA�IKOP�K>REKQO��KB�?KQNOA��EO�PK�OP=PA�PDA�IA=JEJC�@ENA?PHU�KN�PK�NALDN=OA
PDA�PANI�EJ�@EBBANAJP�SKN@O��!QP�UKQ�I=U�=HOK�?KJRAU�PDA�IA=JEJC�EJ�PDA�LNK?AOO�KB
I=GEJC�=J@�OQLLKNPEJC�UKQN�LKEJPO�� JKPDAN�S=U�EO�PK�CERA�AT=ILHAO�PK�EHHQOPN=PA
A=?D�?KJ?ALP��KN�QOA�L=N=HHAHO�BNKI�ARANU@=U�HEBA�
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��



.RAN=HH��GAAL�UKQN�=Q@EAJ?A�EJ�IEJ@�=J@�EI=CEJA�UKQNOAHB�EJ�PDAEN�LH=?A��3DEO�SEHH
DAHL�UKQ�PK�=@FQOP�UKQN�SNEPEJC�HARAH�=J@�OPUHA�PK�PDAEN�JAA@O��I=TEIEVEJC�PDA
HEGAHEDKK@�PD=P�UKQN�IAOO=CA�SEHH�>A�QJ@ANOPKK@�

Choose Precise Words

3K�EJ?NA=OA�QJ@ANOP=J@EJC��?DKKOAprecise words�� PD=P�L=EJP�=O�RERE@�=J@�=??QN=PA
=�IAJP=H�LE?PQNA�=O�LKOOE>HA�BKN�UKQN�=Q@EAJ?A��(B�UKQ�QOA�H=JCQ=CA�PD=P�EO�R=CQA�KN
=>OPN=?P��UKQN�IA=JEJC�I=U�>A�HKOP�KN�IEOEJPANLNAPA@��8KQN�@K?QIAJP�KN
LNAOAJP=PEKJ�SEHH�=HOK�>A�HAOO�@UJ=IE?�=J@�EJPANAOPEJC�PD=J�EP�?KQH@�>A�

3=>HA������/NA?EOAHU�6D=P� NA�8KQ�2=UEJC��HEOPO�OKIA�AT=ILHAO�KB�LDN=OAO�PD=P�=NA
EILNA?EOA�=J@�LNA?EOA��6DE?D�KJA�ARKGAO�=�IKNA�@UJ=IE?�EI=CA�EJ�UKQN
EI=CEJ=PEKJ�

3=>HA����/NA?EOAHU�6D=P� NA�8KQ�2=UEJC�

3DA�B=IKQO
SNEPAN�6EHHE=I
2=BENA�@EA@�EJ
������DA�S=O
KRAN�OARAJPU�

3DA�BKNIAN�-ETKJ�OLAA?D�SNEPAN��H=JCQ=CA�=QPDKNEPU��=J@New York Times
?KHQIJEOP�6EHHE=I�2=BENA�@EA@�KB�L=J?NA=PE?�?=J?AN�EJ�������DA�S=O
OARAJPUJEJA�

"HQI>AN
OL=JEAHO�=NA
H=NCA�@KCO�

3DA�"HQI>AN�2L=JEAH�"HQ>�KB� IANE?=�@AO?NE>AO�PDA�>NAA@�=O�=�dHKJC��HKS�
OQ>OP=JPE=H�@KC�e�OP=J@EJC����PK����EJ?DAO�DECD�=J@�SAECDEJC����PK���
LKQJ@O�

(P�EO�EILKNP=JP
PK�A=P�=
DA=HPDU�@EAP
@QNEJC
LNACJ=J?U�

$=PEJC�=�@EAP�NE?D�EJ�SDKHA�CN=EJO��BNQEPO�=J@�RACAP=>HAO��HA=J�IA=PO��HKS
B=P�@=ENU�LNK@Q?PO�?=J�EILNKRA�UKQN�DA=HPD�@QNEJC�LNACJ=J?U�=J@�>KKOP
UKQN�?D=J?AO�KB�D=REJC�=�DA=HPDU�>=>U�

6A�=NA
I=GEJC�CKK@
LNKCNAOO�KJ
PDA�LNKFA?P�

(J�PDA�PSK�SAAGO�OEJ?A�EJ?ALPEKJ��KQN�BKQNIAI>AN�PA=I�D=O�=?DEARA@
PDNAA�KB�PDA�OET�K>FA?PERAO�SA�E@AJPEBEA@�BKN�LNKFA?P�?KILHAPEKJ��SA�=NA�KJ
PN=?G�PK�?KILHAPA�PDA�LNKFA?P�EJ�=JKPDAN�PDNAA�PK�BKQN�SAAGO�

%KN�PDA�O=IA
=IKQJP�OLAJP�
SA�ATLA?PA@
IKNA�R=HQA
=@@A@�

6A�D=RA�AT=IEJA@�OARAN=H�LNKLKO=HO�EJ�PDA���������N=JCA��=J@�PDAU�=HH
KBBAN�IKNA�BA=PQNAO�PD=J�SD=P�SA�OAA�EJ�PDA���������OUOPAI� !"�"KNL��EO
KBBANEJC�

.BBE?ANO�SANA
?=HHA@�PK�PDA
O?AJA�

1AOLKJ@EJC�PK�=�����?=HH��2P=PA�/KHE?A�.BBE?ANO� NAHH=JK�=J@�"D=RAV�OLA@�PK
PDA�EJPANOA?PEKJ�KB�"KQJPU�1KQPA����=J@�2P=PA�'ECDS=U����

��� 6KN@O�PD=P�L=EJP�=O�RERE@�=J@
=??QN=PA�=�IAJP=H�LE?PQNA�=O
LKOOE>HA�BKN�UKQN�=Q@EAJ?A�
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3DA�RE?PEI
SAJP�@KSJ
PDA�OPNAAP�

3DA�RE?PEI�N=J�O?NA=IEJC�PK�PDA�DKIA�KB�=�JAECD>KN��,=NU�+AA�KB���
.N?D=N@�2PNAAP�

2ARAN=H
@EBBANAJP
?KHKNS=UO�=NA
=R=EH=>HA�

3DA�OEHG�F=?MQ=N@�B=>NE?�EO�=R=EH=>HA�EJ�ERKNU��IKOO��?EJJ=IKJ��=J@�PKL=V
?KHKNS=UO�

3DEO
OI=NPLDKJA
D=O�IKNA
=LLHE?=PEKJO
PD=J
?QOPKIANO�?=J
EI=CEJA�

 P�H=OP�?KQJP��PDA�!H=?G!ANNU�3AILAOP�D=O�IKNA�PD=J�����=LLHE?=PEKJO�
I=JU�?KOPEJC����?AJPO�KN�HAOO��QOANO�?=J�CAP�NA=HPEIA�OLKNPO�O?KNAO��QLHK=@
RE@AKO�PK�3SEP5E@��>NKSOA�?KIIQPAN�PN=EJ�O?DA@QHAO��A@EP�AI=EHO�>ABKNA
BKNS=N@EJC��=J@�BEJ@�NA?ELAOc>QP�OK�B=N��EP�@KAOJgP�@K�PDA�?KKGEJC�BKN�UKQ�

 �SKI=J�S=O
DA?GHA@�SDAJ
ODA�OLKGA�=P�=
DA=HPD�?=NA
ARAJP�

.J� QCQOP�����������1AL��%N=JG�/=HHKJA�	#AIK?N=P�KB�-AS�)ANOAUgO��PD
?KJCNAOOEKJ=H�@EOPNE?P
�DKOPA@�=�dPKSJ�D=HHe�IAAPEJC�KJ�DA=HPD�?=NA�NABKNI
SDANA�I=JU�=Q@EAJ?A�IAI>ANO�DA?GHA@�=J@�>KKA@�=�SKI=J�EJ�=
SDAAH?D=EN�=O�ODA�OLKGA�=>KQP�PDA�JAA@�BKN�=BBKN@=>HA�DA=HPD�EJOQN=J?A
=J@�DAN�BA=NO�PD=P�ODA�IECDP�HKOA�DAN�DKIA�

Consider Your Audience

(J�=@@EPEKJ�PK�LNA?EOA�SKN@O�=J@�?HA=N�@ABEJEPEKJO��?KJPATPQ=H�?HQAO�=NA�EILKNP=JP�PK
CQE@A�UKQN�=Q@EAJ?A�=O�PDAU�NA=@��(B�UKQ�=NA�OLA=GEJC�PK�=�CAJAN=H�=Q@EAJ?A�=J@
?DKKOA�PK�QOA�=�SKN@�EJ�LNKBAOOEKJ=H�F=NCKJ�PD=P�I=U�>A�QJ@ANOPKK@�>U�I=JUc>QP
JKP�=HHcKB�PDA�LAKLHA�EJ�UKQN�=Q@EAJ?A��BKHHKS�EP�>U�=�?KIIKJ�NABANAJ?A�PD=P�?HA=NHU
NAH=PAO�EPO�AOOAJPE=H�IA=JEJC��6EPD�PDEO�LKOEPERA�OPN=PACU�UKQ�SEHH�>A�=>HA�PK�BKNCA
NAH=PEKJODELO�SEPD�=Q@EAJ?A�IAI>ANO�BNKI�@ERANOA�>=?GCNKQJ@O��(JPANJ=H
OQII=NEAO�PAHH�QO�SD=P�SAgRA�DA=N@�=J@�BKNA?=OP�SD=P�EO�PK�?KIA��(PgO�JKP�FQOP�PDA
SKN@O��>QP�=HOK�DKS�LAKLHA�DA=N�PDAI�PD=P�?KQJPO�

(B�UKQ�O=U�PDA�I=CE?�SKN@O�dEJ�?KJ?HQOEKJ�e�UKQ�OAP�EJ�IKPEKJ�=�OAP�KB�ATLA?P=PEKJO
PD=P�UKQ�=NA�=>KQP�PK�SN=L�EP�QL��(B��DKSARAN��UKQ�EJPNK@Q?A�=�JAS�LKEJP�=J@
?KJPEJQA�PK�OLA=G��PDA�=Q@EAJ?A�SEHH�LAN?AERA�=J�ATLA?P=J?U�REKH=PEKJ�=J@�DKH@�UKQ
=??KQJP=>HA��8KQ�O=E@�PDA�I=CE?�SKN@O�>QP�@E@JgP�DKJKN�PDAI��.JA�KB�PDA�>AOP�S=UO
PK�@EOLH=U�NAOLA?P�BKN�UKQN�=Q@EAJ?A�EO�PK�JKP�AT?AA@�PDA�ATLA?PA@�PEIA�EJ�=
LNAOAJP=PEKJ�KN�HAJCPD�EJ�=�@K?QIAJP��8KQN�?=NABQH�=PPAJPEKJ�PK�?KJPATPQ=H�?HQAO
SEHH�@AIKJOPN=PA�PD=P�UKQ�=NA�?HA=NHU�?KJOE@ANEJC�UKQN�=Q@EAJ?A�

Take Control of Your Tone

#KAO�UKQN�SNEPEJC�KN�OLAA?D�OKQJ@�LHA=O=JP�=J@�=CNAA=>HA��2EILHA�KN
OKLDEOPE?=PA@��.N�@KAO�EP�?KIA�=?NKOO�=O�OPQBBU��BKNI=H��>HK=PA@��ENKJE?��O=N?=OPE?�
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BHKSANU��NQ@A��KN�EJ?KJOE@AN=PA��1A?KCJEVEJC�KQN�KSJ�PKJA�EO�JKP�=HS=UO�A=OU��=O�SA
PAJ@�PK�NA=@�KN�HEOPAJ�BNKI�KQN�KSJ�REASLKEJP�=J@�I=GA�=HHKS=J?AO�=??KN@EJCHU�

.J?A�SA�D=RA�?D=N=?PANEVA@�KQN�PKJA��SA�JAA@�PK�@A?E@A�SDAPDAN�=J@�DKS�EP�?=J�>A
EILNKRA@��&APPEJC�=�D=J@HA�KJ�DKS�PK�EJBHQAJ?A�PKJA�=J@�PK�I=GA�UKQN�RKE?A�I=P?D
UKQN�EJPAJPEKJO�P=GAO�PEIA�=J@�OGEHH�

.JA�QOABQH�PEL�EO�PK�NA=@�UKQN�@K?QIAJP�KQP�HKQ@�>ABKNA�UKQ�@AHERAN�EP��FQOP�=O�UKQ
SKQH@�LN=?PE?A�=�OLAA?D�>ABKNA�UKQ�LNAOAJP�EP�PK�=J�=Q@EAJ?A��2KIAPEIAO�DA=NEJC
UKQN�KSJ�SKN@O�?=J�NARA=H�PDAEN�PKJA��DAHLEJC�UKQ�@A?E@A�SDAPDAN�EP�EO�?KNNA?P�KN
=LLNKLNE=PA�BKN�PDA�OEPQ=PEKJ�

 JKPDAN�S=U�EO�PK�HEOPAJ�KN�S=P?D�KPDANOg�LNAOAJP=PEKJO�PD=P�D=RA�>AAJ�@AO?NE>A@
SEPD�PANIO�=OOK?E=PA@�SEPD�PKJA��,=NPEJ�+QPDAN�*EJC�)N��D=@�KJA�OPUHA�SDEHA
/NAOE@AJP�!=N=?G�.>=I=�D=O�=JKPDAN��3DA�SNEPEJC�EJThe AtlanticEO�B=N�IKNA
OKLDEOPE?=PA@�PD=J�PDA�OEILHAN�SNEPEJC�EJUSA Today��UAP�>KPD�=NA�RANU�OQ??AOOBQH
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Chapter 3

Understanding Your Audience
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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
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Figure 3.4

Peaceful or dangerous? Your
perception influences your
response.
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d?KJRAJPEKJ=H�KRAJ�e�3DEO�QOA�IA=JO�=�OP=J@=N@�PULA�KRAJ�SEPD�=�DA=P�OKQN?A�=O
KLLKOA@�=�IE?NKS=RA�KRAJ��6DK�@A?E@A@�PD=P�=�OPKRA��BKN�AT=ILHA��SKQH@�D=RA
>QNJANO�KJ�PKL�=J@�=�BNKJPKLAJEJC�@KKN�PK�PDA�KRAJ��6DU�BKQN�>QNJANO�=J@�JKP
PDNAA��KN�PSK��,=JU�IK@ANJ�OPKRAO�D=RA�?AN=IE?�>QNJANO�PD=P�=NA�EJPACN=PA@�EJ�PK
PDA�PKL�KB�PDA�KRAJ��KN�ARAJ�EJPK�PDA�PKL�KB�=�?KQJPAN��OAL=N=PA�BNKI�PDA�KRAJ��3DAOA
JAS�=LLHE?=PEKJO�dOPNAP?De�PDA�JKPEKJ�KB�SD=P�EO�PDA�OP=J@=N@�BKN�=�OPKRA�
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OLKKJ��FQOP�OEPPEJC�KJ�PKL��.N�UKQ�IECDP�BEJ@�=�LEHA�KB�OLKKJO�JATP�PK�PDA�LH=PAO�=J@
D=RA�PK�CAP�KJA�BKN�UKQNOAHB��(J�A=?D�?=OA�PDANA�=NA�=�OAP�KB�?KJRAJPEKJO�EJ�LH=?A�PD=P
SA�QOA�PK�CQE@A�>AD=REKN�=J@�AOP=>HEOD�ATLA?P=PEKJO�� P�=�BKNI=H�@EJJAN��A=PEJC�SEPD
UKQN�BEJCANO�IECDP�>A�QJ?KJRAJPEKJ=H�KN�ARAJ�NQ@A��3DA�O=IA�=?PEKJO�=P�=�LKPHQ?G
IECDP�>A�PDA�@KIEJ=JP�?KJRAJPEKJ��=O�EJ�ARANUKJA�EO�@KEJC�EP�

(J�>QOEJAOO�?KIIQJE?=PEKJ��?KJRAJPEKJO�=NA�=HS=UO�EJ�LH=?A��3DA�=Q@EAJ?A�SEHH�D=RA
=�OAP�KB�ATLA?P=PEKJO�UKQ�JAA@�PK�?KJOE@AN��=J@�UKQ�JAA@�PK�GAAL�=J�KLAJ�IEJ@
=>KQP�PDA�EILKNP=J?A�KB�PDKOA�ATLA?P=PEKJO��>QP�UKQ�=HOK�JAA@�PK�=?DEARA�UKQN�CK=H
KB�EJBKNIEJC��LANOQ=@EJC��KN�IKPER=PEJC�PDAI��(B�UKQ�=NA�LNAOAJPEJC�=�O=HAO�IAOO=CA
=J@�PDA�NAOQHPO�=NA�VANK�O=HAO��UKQgHH�D=RA�PK�P=GA�=�HKJC�HKKG�=P�SD=P�UKQ�LNAOAJPA@
=J@�@ARAHKL�=HPANJ=PERA�OPN=PACEAO��/NKRE@EJC�=�@EBBANAJP�LANOLA?PERA�PK�UKQN
=Q@EAJ?A�SDEHA�=@=LPEJC�PK�PDAEN�ATLA?P=PEKJO�=J@�BEJ@EJC�?KIIKJ�CNKQJ@�EO�=
CKK@�BENOP�OPAL�EJ�C=EJEJC�=J@�I=EJP=EJEJC�PDAEN�=PPAJPEKJ�

6A�KBPAJ�I=GA�=OOQILPEKJO�=>KQP�SD=P�KPDANO�=NA�?KIIQJE?=PEJC�=J@�?KJJA?P�PDA
@KPO�EJ�S=UO�PD=P�SANA�JKP�EJPAJ@A@�>U�PDA�OLA=GAN�� O�=�>QOEJAOO�?KIIQJE?=PKN�
UKQN�CK=H�EO�PK�DAHL�PDA�=Q@EAJ?A�?KJJA?P�PDA�@KPO�EJ�PDA�S=U�UKQ�EJPAJ@�SDEHA
HEIEPEJC�=HPANJ=PERA�OKHQPEKJO�PD=P�I=U�?KJBQOA�=J@�@ERE@A�PDA�=Q@EAJ?A�

3=GEJC�?=NA�PK�I=GA�OQNA�UKQ�QJ@ANOP=J@�>ABKNA�?KJJA?PEJC�UKQN�@KPO�=J@�?NA=PEJC
B=HOA�ATLA?P=PEKJO�EO�=�LKOEPERA�S=U�PK�LNAL=NA�UKQNOAHB�BKN�PDA�SNEPEJC�LNK?AOO��#K
UKQ�GJKS�SD=P�PDA�=OOECJIAJP�EO�� NA�PDA�CK=HO�=J@�NAOQHPO�?HA=N��#K�UKQ�GJKS
UKQN�=Q@EAJ?A�� HH�PDAOA�LKEJPO�NAEJBKN?A�PDA�?AJPN=H�PDAIA�PD=P�?HA=N�=J@�?KJ?EOA
?KIIQJE?=PEKJ�EO�?NEPE?=H�EJ�>QOEJAOO�=J@�EJ@QOPNU�

Selection

"=J�UKQ�EI=CEJA�SD=P�HEBA�SKQH@�>A�HEGA�EB�UKQ�DA=N@��O=S��=J@�BAHP�ARANU�OPEIQHQO�KN
=?PEREPU�EJ�UKQN�AJRENKJIAJP�=HH�@=U�HKJC��(P�SKQH@�>A�KRANSDAHIEJC��(P�EO
EILKOOE>HA�PK�LAN?AERA��NAIAI>AN��LNK?AOO��=J@�NAOLKJ@�PK�ARANU�=?PEKJ��OIAHH�
OKQJ@��LE?PQNA��KN�SKN@�PD=P�SA�OAA��DA=N��OI=HH��P=OPA��KN�PKQ?D��6A�SKQH@�>A�HKOP
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=JUPDEJC�
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SDANA�PDA�EILKNP=JP�EJBKNI=PEKJ�EO�HK?=PA@��?=J�KRANSDAHI�PDA�HEOPAJAN��(P�EO
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OAHA?P�SD=P�PK�L=U�=PPAJPEKJ�PK�>=OA@�KJ�SD=P�EO�EILKNP=JP�PK�UKQ��KN�SD=P�UKQ
R=HQA��=J@�PD=P�EO�@EBBANAJP�BKN�A=?D�LANOKJ��+APgO�LNAPAJ@�UKQgNA�NA=@EJC�=J�=NPE?HA
BKN�?H=OO��KN�LAND=LO�UKQgNA�JKP�=O�IQ?D�NA=@EJC�>QP�OGEIIEJC�KN�D=HBHEOPAJEJC�PK
PDA�=QPDKNgO�RKE?A�EJ�UKQN�DA=@��=J@�KJHU�BKHHKSEJC�=HKJC�AJKQCD�PK�CAP�PDA�I=EJ
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 O�SA�BKHHKS�PDA�>KQJ?EJC�>=HH�KB�=PPAJPEKJ��SA�OAA�DKS�OAHA?PEKJ�EJRKHRAO�BK?QOEJC
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HA=NJA@�>AD=REKN�=O�SAHH�=O�OKIAPDEJC�SA�=NA�>KNJ�SEPD��=O�EJ�EJOPEJ?P�KN
LNALNKCN=IIA@�>AD=REKN=H�L=PPANJO��1AC=N@HAOO�KB�SDAPDAN�PDEO�LNK?AOO�EO
EJOPEJ?PERA�KN�HA=NJA@��SA�?=J�A=OEHU�OAA�BNKI�PDA�LNAREKQO�AT=ILHA�DKS�PDA
OLA=GAN��PK�=�@ACNAA��?KILAPAO�SEPD�EJPANJ=H�=J@�ATPANJ=H�OPEIQHE�

Internal stimuli �� =NA�PDKOA�PD=P�=NEOA�BNKI�SEPDEJ�KJAgO�OAHB��OQ?D�=O�>AEJC�DQJCNU�
External stimuli �� EJRKHRA�OPEIQH=PEKJ�BNKI�KQPOE@A�KJAgO�OAHB��OQ?D�=O�PDA�EI=CA�KB
PDA�=PPN=?PERA�?H=OOI=PA�KN�PDA�OKQJ@�KB�PDA�EJOPNQ?PKNgO�RKE?A�� O�=�?KIIQJE?=PKN�
UKQN�=S=NAJAOO�KB�>KPD�KB�PDAOA�OKQN?AO�KB�OPEIQHE�SEHH�DAHL�UKQ�NA?KCJEVA�PDA
EILKNP=J?A�KN�LNAL=N=PEKJ��LN=?PE?A��=J@�LANOEOPAJ?A�=O�UKQ�LNAL=NA�UKQN�IAOO=CA
SEPD�PDAI�EJ�IEJ@��'KS�SEHH�UKQ�DAHL�CQE@A�PDA�=Q@EAJ?AgO�PDKQCDPO�=>KQP�UKQN
PKLE?��'KS�SEHH�UKQ�>QEH@�=PPAJPEKJCAPPEJC�BA=PQNAO�PDNKQCDKQP�UKQN�SNEPPAJ�SKNG�
'KS�SEHH�UKQ�=@@NAOO�EOOQAO�HEGA�OHAALEJAOO�SDAJ�UKQ�?=JJKP�?D=JCA�PDA�@AOECJ=PA@
PEIA�KB�UKQN�OLAA?D��O?DA@QHA@�NECDP�=BPAN�HQJ?D�� HH�PDAOA�EOOQAO�NAH=PA�PK�PDA
OAHA?PEKJ�LNK?AOO��=J@�PK�=�@ACNAA�PDA�OLA=GAN�?=J�EJBHQAJ?A�PDA�LAN?ALPEKJ�KB�>KPD
EJPANJ=H�=J@�ATPANJ=H�OPEIQHE�

2AHA?PEKJ�D=O�PDNAA�I=EJ�L=NPO��ATLKOQNA��=PPAJPEKJ��=J@�NAPAJPEKJ�*HKLB��#��	����
�
Intercultural encounters: The fundamentals of intercultural communication	�J@�A@���L���
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8KQ3Q>A�RE@AK�LNAOAJP=PEKJ�KJ�SDE?D�EO�>APPAN�BKN�UKQ��&=PKN=@A�KN�S=PAN�� O�UKQN
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Principle Definition Example
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Figure 3.5Continuity
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Figure 3.6

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

LEARNING OBJECTIVE
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Individual Differences in Perception
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3.4 Getting to Know Your Audience
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Figure 3.7Iceberg Model
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Figure 3.8

Demographic Traits
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Tailor your message to your
audience.
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NAH=PEKJODEL�KB�IQPQ=H�AT?D=JCA�=J@�EJPAN@ALAJ@AJ?A��1A?ELNK?EPU�D=O�BKQN�I=EJ
?KILKJAJPO��IQPQ=HEPU��JKJFQ@CIAJP=HEOI��DKJAOPU��=J@�NAOLA?P�

Mutuality �� IA=JO�PD=P�PDA�OLA=GAN�OA=N?DAO�BKN�?KIIKJ�CNKQJ@�=J@
QJ@ANOP=J@EJC�SEPD�DEO�KN�DAN�=Q@EAJ?A��AOP=>HEODEJC�PDEO�OL=?A�=J@�>QEH@EJC�KJ�EP
PDNKQCDKQP�PDA�OLAA?D��3DEO�EJRKHRAO�AT=IEJEJC�REASLKEJPO�KPDAN�PD=J�UKQN�KSJ
=J@�P=GEJC�OPALO�PK�EJOQNA�PDA�OLAA?D�EJPACN=PAO�=J�EJ?HQOERA��=??AOOE>HA�BKNI=P
N=PDAN�PD=J�=J�APDJK?AJPNE?�KJA�

Nonjudgmentalism �� EJRKHRAO�SEHHEJCJAOO�PK�AT=IEJA�@ERANOA�E@A=O�=J@�REASLKEJPO�
 �JKJFQ@CIAJP=H�?KIIQJE?=PKN�EO�KLAJIEJ@A@��=J@�=>HA�PK�=??ALP�E@A=O�PD=P�I=U
>A�OPNKJCHU�KLLKOA@�PK�DEO�KN�DAN�KSJ�>AHEABO�=J@�R=HQAO�

 JKPDAN�=OLA?P�KB�B=ENJAOO�EJ�?KIIQJE?=PEKJ�EOhonesty�� ��OP=PEJC�PDA�PNQPD�=O�UKQ
LAN?AERA�EP��6DAJ�UKQ�?KIIQJE?=PA�DKJAOPHU��UKQ�LNKRE@A�OQLLKNPEJC�=J@
?H=NEBUEJC�EJBKNI=PEKJ�=J@�CERA�?NA@EP�PK�PDA�OKQN?AO�SDANA�UKQ�K>P=EJA@�PDA
EJBKNI=PEKJ��(J�=@@EPEKJ��EB�PDANA�EO�OECJEBE?=JP�ARE@AJ?A�KLLKOEJC�UKQN�REASLKEJP�
UKQ�=?GJKSHA@CA�PDEO�=J@�=RKE@�?KJ?A=HEJC�EP�BNKI�UKQN�=Q@EAJ?A�

��� 3DA�IQPQ=H�ATLA?P=PEKJ�BKN
AT?D=JCA�KB�R=HQA�KN�OANRE?A�

��� 2A=N?DEJC�BKN�?KIIKJ�CNKQJ@
=J@�QJ@ANOP=J@EJC�SEPD�PDA
=Q@EAJ?A�

��� !AEJC�KLAJIEJ@A@��SEHHEJC�PK
AT=IEJA�@ERANOA�LANOLA?PERAO�

��� 3NQPDBQHJAOO��=�GAU�EJCNA@EAJP
EJ�PNQOP�
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%EJ=HHU��B=ENJAOO�EJRKHRAOrespect�� BKN�PDA�=Q@EAJ?A�=J@�EJ@ERE@Q=H
IAI>ANOcNA?KCJEVEJC�PD=P�A=?D�LANOKJ�D=O�>=OE?�NECDPO�=J@�EO�SKNPDU�KB�?KQNPAOU�
"KJOE@AN�PDAOA�ATLA?P=PEKJO�KB�B=ENJAOO�SDAJ�@AOECJEJC�UKQN�IAOO=CA�=J@�UKQ�SEHH
IKNA�PDKNKQCDHU�AJC=CA�UKQN�=Q@EAJ?A�

KEY TAKEAWAY

3K�>APPAN�QJ@ANOP=J@�UKQN�=Q@EAJ?A��HA=NJ�=>KQP�PDAEN�@AIKCN=LDE?�PN=EPO�
OQ?D�=O�=CA��CAJ@AN��=J@�AILHKUIAJP�OP=PQO��=O�PDAOA�DAHL�@APANIEJA�PDAEN
EJPANAOPO��JAA@O��=J@�CK=HO��(J�=@@EPEKJ��>A?KIA�=S=NA�KB�UKQN�LAN?ALPEKJO
=J@�PDAENO��=J@�LN=?PE?A�B=ENJAOO�EJ�UKQN�?KIIQJE?=PEKJO�

EXERCISES

�� +EOP�=P�HA=OP�PDNAA�@AIKCN=LDE?�PN=EPO�PD=P�=LLHU�PK�UKQ��'KS�@KAO
>AHKJCEJC�PK�PDAOA�@AIKCN=LDE?�CNKQLO�EJBHQAJ?A�UKQN�LAN?ALPEKJO�=J@
LNEKNEPEAO��2D=NA�UKQN�PDKQCDPO�SEPD�UKQN�?H=OOI=PAO�

�� 3DEJG�KB�PSK�S=UO�PK�HA=NJ�IKNA�=>KQP�UKQN�=Q@EAJ?A��(JRAOPEC=PA�PDAI
=J@�OD=NA�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� 3DEJG�KB�=�JAS�CNKQL�UKQ�D=RA�FKEJA@��KN�=�JAS�=?PEREPU�UKQ�D=RA
>A?KIA�EJRKHRA@�EJ��#E@�PDA�=?PEREPU�KN�CNKQL�D=RA�=J�EJBHQAJ?A�KJ�UKQN
LAN?ALPEKJO��$TLH=EJ�PDA�ABBA?PO�PK�UKQN�?H=OOI=PAO�

�� 6DAJ�UKQ�OP=NPA@�=�JAS�FK>�KN�FKEJA@�=�JAS�CNKQL��PK�OKIA�ATPAJP�UKQ
HA=NJA@�=�JAS�H=JCQ=CA��/HA=OA�PDEJG�KB�=P�HA=OP�PDNAA�SKN@O�PD=P
KQPOE@ANO�SKQH@�JKP�GJKS�=J@�OD=NA�PDAI�SEPD�PDA�?H=OO�=J@�LNKRE@A
AT=ILHAO�

��� &EREJC�=J@�@EOLH=UEJC
L=NPE?QH=N�=PPAJPEKJ�PK�PDA
R=HQA�UKQ�=OOK?E=PA�SEPD
OKIAKJA�KN�=�CNKQL�
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3.5 Listening and Reading for Understanding

LEARNING OBJECTIVE

�� $TLH=EJ�PDA�EILKNP=J?A�KB�>A?KIEJC�=J�=?PERA�HEOPAJAN�=J@�NA=@AN�

 O�PDA�LKLQH=N�=QPDKN�=J@�'KHHUSKK@�AJPNALNAJAQN�6EHOKJ�,EVJAN�O=E@��d �CKK@
HEOPAJAN�EO�JKP�KJHU�LKLQH=N�ARANUSDANA��>QP�=BPAN�=�SDEHA�DA�GJKSO�OKIAPDEJC�e
+A=NJEJC�PK�HEOPAJ�PK�UKQN�?KJRANO=PEKJ=H�L=NPJAN��?QOPKIAN��OQLLHEAN��KN�OQLANREOKN
EO�=J�EILKNP=JP�L=NP�KB�>QOEJAOO�?KIIQJE?=PEKJ��3KK�KBPAJ��EJOPA=@�KB�HEOPAJEJC�SA
IAJP=HHU�NADA=NOA�SD=P�SA�S=JP�PK�O=U��2EIEH=NHU��SDAJ�SA�NA=@��SA�=NA�KBPAJ
PNUEJC�PK�IQHPEP=OG�=J@�PDANABKNA�?=JJKP�NA=@�SEPD�BQHH�=PPAJPEKJ��(J=PPAJPERA
HEOPAJEJC�KN�NA=@EJC�?=J�?=QOA�QO�PK�IEOO�IQ?D�KB�SD=P�PDA�OLA=GAN�EO�OD=NEJC�SEPD
QO�

"KIIQJE?=PEKJ�EJRKHRAO�PDA�OD=NEJC�=J@�QJ@ANOP=J@EJC�KB�IA=JEJC��3K�BQHHU�OD=NA
=J@�QJ@ANOP=J@��LN=?PE?Aactive listening and reading �� OK�PD=P�UKQ�=NA�BQHHU
=PPAJPERA��BQHHU�LNAOAJP�EJ�PDA�IKIAJP�KB�EJPAN=?PEKJ��/=U�=PPAJPEKJ�PK�>KPD�PDA
=?PQ=H�SKN@O�=J@�BKN�KPDAN�?HQAO�PK�IA=JEJC��OQ?D�=O�PKJA�KB�RKE?A�KN�SNEPEJC�OPUHA�
+KKG�BKN�KLLKNPQJEPEAO�BKN�?H=NEBE?=PEKJ�=J@�BAA@>=?G�SDAJ�PDA�PEIA�?KIAO�BKN�UKQ
PK�NAOLKJ@��JKP�>ABKNA�

Active Listening and Reading

8KQgRA�LNK>=>HU�ATLANEAJ?A@�PDA�K@@�OAJO=PEKJ�KB�@NEREJC�OKIASDANA�=J@��D=REJC
=NNERA@��D=RA�NA=HEVA@�UKQ�@KJgP�NAIAI>AN�@NEREJC��8KQN�IEJ@�I=U�D=RA�>AAJ�BEHHA@
SEPD�KPDAN�EOOQAO�=J@�UKQ�@NKRA�KJ�=QPKLEHKP��(PgO�@=JCANKQO�SDAJ�UKQ�@NERA�HEGA
PD=P��=J@�EP�EO�@=JCANKQO�EJ�?KIIQJE?=PEKJ��"DKKOEJC�PK�HEOPAJ�KN�NA=@�=PPAJPERAHU
P=GAO�ABBKNP��/AKLHA�?KIIQJE?=PA�SEPD�SKN@O��ATLNAOOEKJO��=J@�ARAJ�EJ�OEHAJ?A��=J@
UKQN�=PPAJPEKJ�PK�PDAI�SEHH�I=GA�UKQ�=�>APPAN�?KIIQJE?=PKN��%NKI�@EO?QOOEKJO�KJ
EILNKREJC�?QOPKIAN�OANRE?A�PK�NAP=EJEJC�?QOPKIANO�EJ�?D=HHAJCEJC�A?KJKIE?�PEIAO�
PDA�EILKNP=J?A�KB�HEOPAJEJC�?KIAO�QL�BNAMQAJPHU�=O�=�OQ??AOO�OPN=PACU�

'ANA�=NA�OKIA�PELO�PK�B=?EHEP=PA�=?PERA�HEOPAJEJC�=J@�NA=@EJC�

_ ,=EJP=EJ�AUA�?KJP=?P�SEPD�PDA�OLA=GAN��EB�NA=@EJC��GAAL�UKQN�AUAO�KJ
PDA�L=CA�

_ #KJgP�EJPANNQLP��EB�NA=@EJC��@KJgP�IQHPEP=OG�

��� %K?QOEJC�UKQN�=PPAJPEKJ�KJ�PDA
IAOO=CA�UKQ�=NA�DA=NEJC�KN
NA=@EJC��SEPDKQP�@EOPN=?PEKJO
KN�EJPANNQLPEKJO�
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���



_ %K?QO�UKQN�=PPAJPEKJ�KJ�PDA�IAOO=CA��JKP�UKQN�EJPANJ=H�IKJKHKCQA�
_ 1AOP=PA�PDA�IAOO=CA�EJ�UKQN�KSJ�SKN@O�=J@�=OG�EB�UKQ�QJ@ANOPKK@

?KNNA?PHU�
_  OG�?H=NEBUEJC�MQAOPEKJO�PK�?KIIQJE?=PA�EJPANAOP�=J@�C=EJ�EJOECDP�

When the Going Gets Tough

.QN�LNAREKQO�PELO�SEHH�OANRA�UKQ�SAHH�EJ�@=EHU�EJPAN=?PEKJO��>QP�OQLLKOA�UKQ�D=RA�=J
AOLA?E=HHU�@EBBE?QHP�OQ>FA?P�PK�@EO?QOO��KN�UKQ�NA?AERA�=�SNEPPAJ�@K?QIAJP�@AHERANEJC
>=@�JASO��(J�=�@EBBE?QHP�OEPQ=PEKJ�HEGA�PDEO��EP�EO�SKNPD�P=GEJC�ATPN=�ABBKNP�PK�?NA=PA�=J
AJRENKJIAJP�=J@�?KJPATP�PD=P�SEHH�B=?EHEP=PA�LKOEPERA�?KIIQJE?=PEKJ�

'ANA�=NA�OKIA�PELO�PD=P�I=U�>A�DAHLBQH�

_ Set aside a special time��3K�D=RA�=�@EBBE?QHP�?KJRANO=PEKJ�KN�NA=@�>=@
JASO��OAP�=OE@A�=�OLA?E=H�PEIA�SDAJ�UKQ�SEHH�JKP�>A�@EOPQN>A@��"HKOA�PDA
@KKN�=J@�PQNJ�KBB�PDA�35��IQOE?�LH=UAN��=J@�EJOP=JP�IAOO=CEJC�?HEAJP�

_ DonÕt interrupt��*AAL�OEHAJP�SDEHA�UKQ�HAP�PDA�KPDAN�LANOKJ�dOLA=G�DEO
LEA?A�e�(B�UKQ�=NA�NA=@EJC��I=GA�=J�ABBKNP�PK�QJ@ANOP=J@�=J@�@ECAOP�PDA
JASO�SEPDKQP�IAJP=H�EJPANNQLPEKJO�

_ Be nonjudgmental ��1A?AERA�PDA�IAOO=CA�SEPDKQP�FQ@CIAJP�KN
?NEPE?EOI��2AP�=OE@A�UKQN�KLEJEKJO��=PPEPQ@AO��=J@�>AHEABO�

_ Be accepting��!A�KLAJ�PK�PDA�IAOO=CA�>AEJC�?KIIQJE?=PA@��NA=HEVEJC
PD=P�=??ALP=J?A�@KAO�JKP�JA?AOO=NEHU�IA=J�UKQ�=CNAA�SEPD�SD=P�EO
>AEJC�O=E@�

_ Take turns ��6=EP�QJPEH�EP�EO�UKQN�PQNJ�PK�NAOLKJ@��=J@�PDAJ�IA=OQNA
UKQN�NAOLKJOA�EJ�LNKLKNPEKJ�PK�PDA�IAOO=CA�PD=P�S=O�@AHERANA@�PK�UKQ�
1A?ELNK?=H�PQNJP=GEJC�=HHKSO�A=?D�LANOKJ�D=RA�DEO�O=U�

_ Acknowledge��+AP�PDA�KPDAN�LANOKJ�GJKS�PD=P�UKQ�D=RA�HEOPAJA@�PK�PDA
IAOO=CA�KN�NA=@�EP�=PPAJPERAHU�

_ Understand��!A�?ANP=EJ�PD=P�UKQ�QJ@ANOP=J@�SD=P�UKQN�L=NPJAN�EO
O=UEJC��(B�UKQ�@KJgP�QJ@ANOP=J@��=OG�BKN�?H=NEBE?=PEKJ��1AOP=PA�PDA
IAOO=CA�EJ�UKQN�KSJ�SKN@O�

_ Keep your cool��2LA=G�UKQN�PNQPD�SEPDKQP�>H=IEJC�� �?=HI�PKJA�SEHH
DAHL�LNARAJP�PDA�?KJBHE?P�BNKI�AO?=H=PEJC��4OA�d(e�OP=PAIAJPO�	A�C���d(
BAHP�?KJ?ANJA@�SDAJ�(�HA=NJA@�PD=P�IU�@AL=NPIAJP�EO�CKEJC�PK�D=RA�=
H=UKBBe
�N=PDAN�PD=J�dUKQe�OP=PAIAJPO�	A�C���dUKQ�S=JP�PK�CAP�NE@�KB
OKIA�KB�KQN�>AOP�LAKLHAe
�

%EJ=HHU��NA?KCJEVA�PD=P�IQPQ=H�NAOLA?P�=J@�QJ@ANOP=J@EJC�=NA�>QEHP�KJA
?KJRANO=PEKJ�=P�=�PEIA��3NQOP�EO�@EBBE?QHP�PK�C=EJ�=J@�A=OU�PK�HKOA��!A�L=PEAJP�=J@
GAAL�PDA�?D=JJAHO�KB�?KIIQJE?=PEKJ�KLAJ��=O�=�OKHQPEKJ�I=U�@ARAHKL�OHKSHU�KRAN

"D=LPAN���4J@ANOP=J@EJC�8KQN� Q@EAJ?A

����+EOPAJEJC�=J@�1A=@EJC�BKN�4J@ANOP=J@EJC ���



PDA�?KQNOA�KB�I=JU�OI=HH�EJPAN=?PEKJO��1A?KCJEVA�PD=P�EP�EO�IKNA�R=HQ=>HA�PK
I=EJP=EJ�PDA�NAH=PEKJODEL�KRAN�PDA�HKJC�PANI�PD=J�PK�dSEJe�EJ�=J�EJ@ERE@Q=H
PN=JO=?PEKJ�

KEY TAKEAWAY

/=NP�KB�>AEJC�=J�ABBA?PERA�?KIIQJE?=PKN�EO�HA=NJEJC�PK�NA?AERA�IAOO=CAO
BNKI�KPDANO�PDNKQCD�=?PERA�HEOPAJEJC�=J@�NA=@EJC�

EXERCISES

�� /=EN�QL�SEPD�=�?H=OOI=PA�=J@�@K�=�NKHALH=U�ATAN?EOA�EJ�SDE?D�KJA�LANOKJ
PNEAO�PK�@AHERAN�=�IAOO=CA�SDEHA�PDA�KPDAN�LANOKJ�IQHPEP=OGO�=J@
EJPANNQLPO��3DAJ�PNU�EP�=C=EJ�SDEHA�PDA�HEOPAJAN�LN=?PE?AO�=?PERA�HEOPAJEJC�
'KS�@K�PDA�PSK�?KIIQJE?=PEKJ�ATLANEAJ?AO�?KIL=NA��#EO?QOO�UKQN
BEJ@EJCO�

�� 2AHA?P�=�JASO�=NPE?HA�=J@�LN=?PE?A�=?PERA�NA=@EJC�>U�NA=@EJC�PDA�=NPE?HA
=J@�OQII=NEVEJC�A=?D�KB�EPO�I=EJ�LKEJPO�EJ�UKQN�KSJ�SKN@O��6NEPA�=
HAPPAN�PK�PDA�A@EPKN�?KIIAJPEJC�KJ�PDA�=NPE?HAcUKQ�@KJgP�D=RA�PK�OAJ@
EP��>QP�UKQ�I=U�EB�UKQ�SEOD�

�� (J�=�D=HBDKQN�LANEK@�KB�PEIA��OAA�EB�UKQ�?=J�?KQJP�DKS�I=JU�PEIAO�UKQ
=NA�EJPANNQLPA@��2D=NA�=J@�?KIL=NA�SEPD�UKQN�?H=OOI=PAO�

"D=LPAN���4J@ANOP=J@EJC�8KQN� Q@EAJ?A

����+EOPAJEJC�=J@�1A=@EJC�BKN�4J@ANOP=J@EJC ���



3.6 Additional Resources

$TLHKNA�PDA�6A>�OEPA�KB�PDA�-=PEKJ=H� OOK?E=PEKJ�BKN�2AHB$OPAAI�DPPL���SSS�OAHB
AOPAAIJ=OA�KNC

%KNQI�-APSKNG�KBBANO�=�SA=HPD�KB�=Q@EK�=J@�RE@AK�BEHAO�KB�OLAA?DAO�KJ�R=NEKQO
PKLE?O��+EOPAJ�PK�=�HA?PQNA�PEPHA@�d2AHA?PERA� PPAJPEKJ��-AQNKO?EAJ?A�=J@�PDA� NP
,QOAQIe�>U�!=N>=N=�2P=BBKN@��LNKBAOOKN�KB�=NP�DEOPKNU��4JERANOEPU�KB�"DE?=CK�
DPPL���BKNQIJAPSKNG�KNC�HA?PQNA�OAHA?PERA=PPAJPEKJJAQNKO?EAJ?A=J@=NP
IQOAQI

$TLHKNA�PDA�6A>�OEPA�KB�PDA�FKQNJ=HPerception� DPPL���SSS�LAN?ALPEKJSA>�?KI

5EOEP�PDEO� >KQP�?KI�OEPA�PK�HA=NJ�IKNA�=>KQP�PDA�&AOP=HP�LNEJ?ELHAO�KB�LAN?ALPEKJ�
DPPL���LOU?DKHKCU�=>KQP�?KI�K@�OAJO=PEKJ=J@LAN?ALPEKJ�OO�CAOP=HPH=SO<��DPI

5EOEP� >KQP�?KI�PK�NA=@�=J�=NPE?HA�>U�*AJ@N=�5=J�6=CJAN�KJ�PDA�&AOP=HP�H=SO�KB
LAN?ALPQ=H�KNC=JEV=PEKJ�DPPL���LOU?DKHKCU�=>KQP�?KI�K@�
OAJO=PEKJ=J@LAN?ALPEKJ�OO�CAOP=HPH=SO�DPI

5EOEP�PDA�4�2��$JRENKJIAJP=H�/NKPA?PEKJ� CAJ?UgO�OEPA�PK�NA=@�=>KQP�@AIKCN=LDE?
PN=EPO�=J@�PDAEN�NAH=PEKJODEL�PK�AJRENKJIAJP=H�EOOQAO�DPPL���SSS�AL=�CKR�
CNAAJGEP�PN=EPO�DPI

/DEHKOKLDA�?KI�KBBANO�=�?KHHA?PEKJ�KB�=NPE?HAO�=>KQP�QJ@ANOP=J@EJC�UKQN�=Q@EAJ?A
SDAJ�UKQ�@AOECJ�=�6A>�OEPA�DPPL���LDEHKOKLDA�?KI�QJ@ANOP=J@EJC<QOANO

1A=@�IKNA�=>KQP�=?PERA�HEOPAJEJC�KJ�PDEO�,EJ@3KKHO�L=CA�
DPPL���SSS�IEJ@PKKHO�?KI�"KII2GHH� ?PERA+EOPAJEJC�DPI

"KJOE@AN�PDAOA�=?=@AIE?�OQNRER=H�PELO�LNKRE@A@�>U�"DE?=CK�2P=PA�4JERANOEPU�
DPPL���SSS�?OQ�A@Q�AJCEJAANEJCOPQ@EAO�=?=@OQNRER=HPELO�DPI

"D=LPAN���4J@ANOP=J@EJC�8KQN� Q@EAJ?A

���

http://www.self-esteem-nase.org
http://www.self-esteem-nase.org
http://forum-network.org/lecture/selective-attention-neuroscience-and-art-museum
http://forum-network.org/lecture/selective-attention-neuroscience-and-art-museum
http://www.perceptionweb.com
http://psychology.about.com/od/sensationandperception/ss/gestaltlaws_4.htm
http://psychology.about.com/od/sensationandperception/ss/gestaltlaws.htm
http://psychology.about.com/od/sensationandperception/ss/gestaltlaws.htm
http://www.epa.gov/greenkit/traits.htm
http://www.epa.gov/greenkit/traits.htm
http://philosophe.com/understanding_users
http://www.mindtools.com/CommSkll/ActiveListening.htm
http://www.csu.edu/engineeringstudies/acadsurvivaltips.htm


Chapter 4

Effective Business Writing

'KSARAN�CNA=PaJ=PQN=H�P=HAJP�I=U�>A��PDA�=NP�KB�SNEPEJC�?=JJKP�>A�HA=NJA@�=HH�=P
KJ?A�

 )A=J)=?MQAO�1KQOOA=Q

1A=@��NA=@��NA=@a)QOP�HEGA�=�?=NLAJPAN�SDK�SKNGO�=O�=J�=LLNAJPE?A�=J@�OPQ@EAO�PDA
I=OPAN�

 6EHHE=I�%=QHGJAN

8KQ�KJHU�HA=NJ�PK�>A�=�>APPAN�SNEPAN�>U�=?PQ=HHU�SNEPEJC�

 #KNEO�+AOOEJC

Getting Started

INTRODUCTORY EXERCISES

�� 3=GA�=�IKIAJP�PK�SNEPA�PDNAA�SKN@O�PD=P�@AO?NE>A�UKQN�OQ??AOO�EJ
SNEPEJC�

�� ,=GA�=�HEOP�KB�SKN@O�PD=P�UKQ�=OOK?E=PA�SEPD�SNEPEJC��"KIL=NA�UKQN�HEOP
SEPD�PDKOA�KB�UKQN�?H=OOI=PAO�

�� !NEABHU�@AO?NE>A�UKQN�ATLANEAJ?A�SNEPEJC�=J@�EJ?HQ@A�KJA�HEJG�PK
OKIAPDEJC�UKQ�HEGA�PK�NA=@�EJ�UKQN�LKOP�

2KIAPDEJC�SA�KBPAJ�DA=N�EJ�>QOEJAOO�EO��d&AP�EP�EJ�SNEPEJC�e�3DEO�=@RE?A�EO�IA=JP�PK
LNARAJP�IEOQJ@ANOP=J@EJCO�>=OA@�KJ�SD=P�KJA�LANOKJ�PDKQCDP�PDA�KPDAN�LANOKJ
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4.1 Oral versus Written Communication

LEARNING OBJECTIVE
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Element of
Communication

Definition Oral Application Written Application

���2KQN?A

 �OKQN?A�?NA=PAO
=J@
?KIIQJE?=PAO�=
IAOO=CA�

)=U�I=GAO�=
PAHALDKJA�?=HH�PK
'A=PDAN�

)=U�SNEPAO�=J�AI=EH�PK
'A=PDAN�

���1A?AERAN

 �NA?AERAN
NA?AERAO�PDA
IAOO=CA�BNKI�PDA
OKQN?A�

'A=PDAN�HEOPAJO�PK�)=U�'A=PDAN�NA=@O�)=UgO�AI=EH�

���,AOO=CA

3DA�IAOO=CA�EO
PDA�OPEIQHQO�KN
IA=JEJC
LNK@Q?A@�>U�PDA

)=U�=OGO�'A=PDAN�PK
L=NPE?EL=PA�EJ�=
?KJBANAJ?A�?=HH�=P
�����

)=UgO�AI=EH�=OGO�'A=PDAN�PK
L=NPE?EL=PA�EJ�=�?KJBANAJ?A
?=HH�=P������
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Element of
Communication

Definition Oral Application Written Application

OKQN?A�BKN�PDA
NA?AERAN�
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?KIIQJE?=PEKJ
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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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Writing
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Constructive Criticism and Targeted Practice
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Critical Thinking
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Figure 4.2

Excellence in writing comes from
effort.
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EXERCISES
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=J@�?KIL=NA�PDAI�SEPD�PDKOA�KB�UKQN�?H=OOI=PAO�

�� /N=?PE?A�BEHHEJC�KQP�=J�KJHEJA�BKNI�PD=P�NAMQENAO�SNEPEJC�OAJPAJ?AO��OQ?D
=O�=�FK>�=LLHE?=PEKJ�BKN�=�?KIL=JU�PD=P�NA?AERAO�=LLHE?=PEKJO�KJHEJA��'KS
@KAO�PDEO�GEJ@�KB�SNEPEJC�?KIL=NA�SEPD�PDA�SNEPEJC�UKQ�D=RA�@KJA�BKN
KPDAN�?KQNOAO�EJ�PDA�L=OP��#EO?QOO�UKQN�PDKQCDPO�SEPD�UKQN�?H=OOI=PAO�
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4.3 Good Writing

LEARNING OBJECTIVES

�� (@AJPEBU�OET�>=OE?�MQ=HEPEAO�PD=P�?D=N=?PANEVA�CKK@�>QOEJAOO�SNEPEJC�
�� (@AJPEBU�=J@�ATLH=EJ�PDA�NDAPKNE?=H�AHAIAJPO�=J@�?KCJ=PA�OPN=PACEAO�PD=P

?KJPNE>QPA�PK�CKK@�SNEPEJC�

.JA�?KIIKJ�?KJ?ANJ�EO�PK�OEILHU�=@@NAOO�PDA�MQAOPEKJ��SD=P�EO�CKK@�SNEPEJC�� O�SA
LNKCNAOO�PDNKQCD�KQN�OPQ@U�KB�SNEPPAJ�>QOEJAOO�?KIIQJE?=PEKJ�SAgHH�PNU�PK�=JOSAN
EP��!QP�NA?KCJEVA�PD=P�SDEHA�PDA�MQAOPEKJ�I=U�>A�OEILHA��PDA�=JOSAN�EO�?KILHAT�
$@S=N@�/��!=EHAU!=EHAU��$��	����
�Writing and speaking��-AS�8KNG��-8��,?&N=S'EHH�
KBBANO�OARAN=H�GAU�LKEJPO�PK�NAIAI>AN�

&KK@�>QOEJAOO�SNEPEJC

_ BKHHKSO�PDA�NQHAO�
_ EO�A=OU�PK�NA=@��=J@
_ =PPN=?PO�PDA�NA=@AN�

+APgO�AT=IEJA�PDAOA�MQ=HEPEAO�EJ�IKNA�@ALPD�

!=EHAUgO�BENOP�LKEJP�EO�KJA�PD=P�CAJAN=PAO�=�B=EN�=IKQJP�KB�@A>=PA��6D=P�=NA�PDA�NQHAO�
#K�dPDA�NQHAOe�@ALAJ@�KJ�=Q@EAJ?A�ATLA?P=PEKJO�KN�EJ@QOPNU�OP=J@=N@O��SD=P�UKQN
$JCHEOD�PA=?DAN�P=QCDP�UKQ��KN�=NA�PDAU�NABHA?PA@�EJ�PDA�=I=VEJC�SNEPEJC�KB�=QPDKNO
UKQ�IECDP�LKEJP�PK�=O�LKOEPERA�AT=ILHAO��3DA�=JOSAN�EO�d=HH�KB�PDA�=>KRA�e�SEPD�=
LKEJP�KB�?H=NEBE?=PEKJ��8KQ�I=U�BEJ@�EP�JA?AOO=NU�PK�>=H=J?A�=Q@EAJ?A�ATLA?P=PEKJO
SEPD�EJ@QOPNU�OP=J@=N@O�BKN�=�@K?QIAJP��=J@�I=U�JAA@�PK�BEJ@�=�>=H=J?A�KN
?KILNKIEOA��!=EHAU!=EHAU��$��	����
�Writing and speaking��-AS�8KNG��-8��,?&N=S
'EHH�LKEJPO�PK�?KIIKJ�OAJOA�=O�KJA�>=OE?�?NEPANEKJ�KB�CKK@�SNEPEJC��>QP�?KIIKJ
OAJOA�EO�=�LNK@Q?P�KB�ATLANEAJ?A��6DAJ�OA=N?DEJC�BKN�>=H=J?A��NA=@AN�QJ@ANOP=J@EJC
EO�PDA�@A?E@EJC�B=?PKN��3DA�?KNNA?P�QOA�KB�=�OAIE?KHKJ�I=U�JKP�>A�SD=P�EO�JAA@A@�PK
I=GA�=�OAJPAJ?A�SKNG��8KQN�NA=@EJC�=Q@EAJ?A�ODKQH@�?=NNU�ATPN=�=PPAJPEKJ�EJ
ARANUPDEJC�UKQ�SNEPA�>A?=QOA��SEPDKQP�PDAI��UKQ�SKJgP�D=RA�I=JU�IKNA�SNEPEJC
=OOECJIAJPO�

6DAJ�SA�O=U�PD=P�CKK@�SNEPEJC�BKHHKSO�PDA�NQHAO��SA�@KJgP�IA=J�PD=P�=�SNEPAN
?=JJKP�>A�?NA=PERA��)QOP�=O�=J�=NP�OPQ@AJP�JAA@O�PK�GJKS�DKS�PK�@N=S�=�O?AJA�EJ
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?KNNA?P�LANOLA?PERA�>ABKNA�DA�?=J�d>NA=G�PDA�NQHAOe�>U�d>AJ@EJCe�LANOLA?PERA��OK�=
SNEPAN�JAA@O�PK�GJKS�PDA�NQHAO�KB�H=JCQ=CA��!AEJC�SAHH�RANOA@�EJ�DKS�PK�QOA�SKN@O
?KNNA?PHU��BKNI�OAJPAJ?AO�SEPD�LNKLAN�CN=II=N��=J@�>QEH@�HKCE?=H�L=N=CN=LDO�=NA
OGEHHO�PDA�SNEPAN�?=J�QOA�JK�I=PPAN�SD=P�PDA�=OOECJIAJP��$RAJ�PDKQCD�OKIA�>QOEJAOO
OAPPEJCO�I=U�?=HH�BKN�?KJOANR=PERA�SNEPEJC��PDANA�=NA�KPDAN�=NA=O�SDANA�?NA=PEREPU�EO
JKP�KJHU�=HHKSA@�>QP�I=J@=PA@��(I=CEJA�SKNGEJC�BKN�=J�=@RANPEOEJC�=CAJ?U�KN�=
OKBPS=NA�@ARAHKLIAJP�BENI��EJ�OQ?D�OEPQ=PEKJO�OQ??AOO�?KIAO�BNKI�ATLNAOOEJC�JAS�
QJPNEA@�E@A=O��!U�BKHHKSEJC�PDA�NQHAO�KB�H=JCQ=CA�=J@�?KNNA?P�SNEPEJC��=�SNEPAN�?=J
ATLNAOO�PDKOA�?NA=PERA�E@A=O�EJ�=�BKNI�PD=P�?KIAO�PDNKQCD�?HA=NHU�=J@�LNKIKPAO
QJ@ANOP=J@EJC�

2EIEH=NHU��SNEPEJC�PD=P�EO�A=OU�PK�NA=@�EO�JKP�PDA�O=IA�=O�d@QI>A@�@KSJe�KN
OEILHEOPE?�SNEPEJC��6D=P�EO�A=OU�PK�NA=@��%KN�=�UKQJC�=Q@EAJ?A��UKQ�I=U�JAA@�PK�QOA
OPN=ECDPBKNS=N@��OEILHA�PANIO��>QP�PK�ECJKNA�PDAEN�QOA�KB�PDA�H=JCQ=CA�EO�PK�?NA=PA�=J
=NPEBE?E=H�=J@�QJJA?AOO=NU�>=NNEAN�� J�AT=ILHA�NABANNEJC�PK�,EHAU�"UNQO�I=U�SKNG
SEPD�KJA�NA=@EJC�=Q@EAJ?A�=J@�B=HH�BH=P�SEPD�=JKPDAN��/NKBAOOEKJOLA?EBE?�PANIO�?=J
OANRA�=�R=HQ=>HA�LQNLKOA�=O�SA�SNEPA�=>KQP�LNA?EOA�?KJ?ALPO��-KP�ARANUKJA�SEHH
QJ@ANOP=J@�=HH�PDA�PANIO�EJ�=�LNKBAOOEKJ��>QP�EB�UKQN�=Q@EAJ?A�EO�H=NCAHU�HEPAN=PA�EJ
PDA�PANIO�KB�PDA�BEAH@��QOEJC�EJ@QOPNU�PANIO�SEHH�DAHL�UKQ�AOP=>HEOD�=�NAH=PEKJODEL
SEPD�UKQN�NA=@ANO�

3DA�PNQHU�AT?AHHAJP�SNEPAN�EO�KJA�SDK�?=J�ATLH=EJ�?KILHAT�E@A=O�EJ�=�S=U�PD=P�PDA
NA=@AN�?=J�QJ@ANOP=J@��2KIAPEIAO�A=OA�KB�NA=@EJC�?=J�?KIA�BNKI�PDA�SNEPANgO
?DKE?A�KB�=�>NEHHE=JP�EHHQOPN=PERA�AT=ILHA�PK�CAP�=�LKEJP�=?NKOO��(J�KPDAN�OEPQ=PEKJO��EP
?=J�>A�PDA�SNEPANgO�EJ?KNLKN=PEKJ�KB�@ABEJEPEKJO�EJPK�PDA�PATP�OK�PD=P�PDA�IA=JEJC�KB
QJB=IEHE=N�SKN@O�EO�?HA=N��(P�I=U�=HOK�>A�=�I=PPAN�KB�?DKKOEJC�@UJ=IE?��OLA?EBE?
RAN>O�PD=P�I=GA�EP�?HA=N�SD=P�EO�D=LLAJEJC�=J@�SDK�EO�?=NNUEJC�KQP�PDA�=?PEKJ�

!=EHAUgO�PDEN@�LKEJP�?KJ?ANJO�PDA�EJPANAOP�KB�PDA�NA=@AN��6EHH�PDAU�S=JP�PK�NA=@�EP�
3DEO�MQAOPEKJ�ODKQH@�CQE@A�IQ?D�KB�SD=P�UKQ�SNEPA��6A�EJ?NA=OEJCHU�C=EJ
EJBKNI=PEKJ�BNKI�KQN�AJRENKJIAJP�PDNKQCD�REOQ=H��=Q@EPKNU��=J@�IQHPEIA@E=
?D=JJAHO��BNKI�8KQ3Q>A�PK�OPNA=IEJC�=Q@EK��=J@�PK�S=P?DEJC�PDA�JASO�KJHEJA��2KIA
=NCQA�PD=P�PDEO�D=O�HA@�PK�=�@A?NA=OA@�=PPAJPEKJ�OL=J�BKN�NA=@EJC��IA=JEJC�PD=P
SNEPANO�JAA@�PK�=LLA=H�PK�NA=@ANO�SEPD�ODKNP��LQJ?DU�OAJPAJ?AO�=J@�?=P?DU�LDN=OAO�
'KSARAN��PDANA�=NA�OPEHH�LHAJPU�KB�LAKLHA�SDK�HKRA�PK�EIIANOA�PDAIOAHRAO�EJ
NA=@EJC�=J�EJPANAOPEJC�=NPE?HA��LNKLKO=H��KN�I=NGAPEJC�LEA?A�

/AND=LO�PDA�IKOP�QJERANO=HHU�QOABQH�OPN=PACU�EJ�?=LPQNEJC�UKQN�NA=@ANgO�=PPAJPEKJ�EO
PK�OP=PA�DKS�UKQN�SNEPEJC�?=J�IAAP�PDA�NA=@ANgO�JAA@O��(B�UKQN�@K?QIAJP�LNKRE@AO
EJBKNI=PEKJ�PK�=JOSAN�=�MQAOPEKJ��OKHRA�=�LNK>HAI��KN�ATLH=EJ�DKS�PK�EJ?NA=OA
LNKBEPO�KN�?QP�?KOPO��UKQ�I=U�S=JP�PK�OP=PA�PDEO�EJ�PDA�>ACEJJEJC��!U�KLAJEJC�SEPD�=
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dSD=PgO�EJ�EP�BKN�IAe�OPN=PACU��UKQ�CERA�UKQN�=Q@EAJ?A�=�NA=OKJ�PK�>A�EJPANAOPA@�EJ
SD=P�UKQgRA�SNEPPAJ�

More Qualities of Good Writing

3K�PDA�=>KRA�HEOP�BNKI�!=EHAU��HAPgO�=@@�OKIA�=@@EPEKJ=H�MQ=HEPEAO�PD=P�@ABEJA�CKK@
SNEPEJC��&KK@�SNEPEJC

_ IAAPO�PDA�NA=@ANgO�ATLA?P=PEKJO�
_ EO�?HA=N�=J@�?KJ?EOA�
_ EO�ABBE?EAJP�=J@�ABBA?PERA�

3K�IAAP�PDA�NA=@ANgO�ATLA?P=PEKJO��PDA�SNEPAN�JAA@O�PK�QJ@ANOP=J@�SDK�PDA
EJPAJ@A@�NA=@AN�EO��(J�OKIA�>QOEJAOO�OEPQ=PEKJO��UKQ�=NA�SNEPEJC�FQOP�PK�KJA�LANOKJ�
UKQN�>KOO��=�?KSKNGAN�EJ�=JKPDAN�@AL=NPIAJP��KN�=J�EJ@ERE@Q=H�?QOPKIAN�KN�RAJ@KN�
(B�UKQ�GJKS�PDA�LANOKJ�SAHH��EP�I=U�>A�=O�A=OU�BKN�UKQ�PK�SNEPA�PK�DEI�KN�DAN�=O�EP�EO
PK�SNEPA�=�JKPA�PK�UKQN�L=NAJP�KN�NKKII=PA��(B�UKQ�@KJgP�GJKS�PDA�LANOKJ��UKQ�?=J
=P�HA=OP�I=GA�OKIA�NA=OKJ=>HA�=OOQILPEKJO�=>KQP�DEO�KN�DAN�ATLA?P=PEKJO��>=OA@�KJ
PDA�LKOEPEKJ�DA�KN�ODA�DKH@O�=J@�EPO�NAH=PEKJ�PK�UKQN�FK>�

(J�KPDAN�OEPQ=PEKJO��UKQ�I=U�>A�SNEPEJC�=�@K?QIAJP�PK�>A�NA=@�>U�=�CNKQL�KN�PA=I�
=J�AJPENA�@AL=NPIAJP��KN�ARAJ�=�H=NCA�JQI>AN�KB�PKP=H�OPN=JCANO��'KS�?=J�UKQ
=JPE?EL=PA�PDAEN�ATLA?P=PEKJO�=J@�P=EHKN�UKQN�SNEPEJC�=??KN@EJCHU��-=PQN=HHU�UKQ
S=JP�PK�HA=NJ�=O�IQ?D�=O�UKQ�?=J�=>KQP�UKQN�HEGAHU�=Q@EAJ?A��'KS�IQ?D�UKQ�?=J
HA=NJ�=J@�SD=P�GEJ@O�KB�EJBKNI=PEKJ�SEHH�R=NU�SEPD�PDA�OEPQ=PEKJ��(B�UKQ�=NA�SNEPEJC
6A>�OEPA�?KJPAJP��BKN�AT=ILHA��UKQ�I=U�JARAN�IAAP�PDA�LAKLHA�SDK�SEHH�REOEP�PDA
OEPA��>QP�UKQ�?=J�LNA@E?P�SDU�PDAU�SKQH@�>A�@N=SJ�PK�PDA�OEPA�=J@�SD=P�PDAU�SKQH@
ATLA?P�PK�NA=@�PDANA��!AUKJ@�HA=NJEJC�=>KQP�UKQN�=Q@EAJ?A��UKQN�?HA=N
QJ@ANOP=J@EJC�KB�PDA�SNEPEJC�=OOECJIAJP�=J@�EPO�LQNLKOA�SEHH�DAHL�UKQ�PK�IAAP
NA=@AN�ATLA?P=PEKJO�

.QN�=@@EPEKJ�KB�PDA�BEBPD�LKEJP�?KJ?ANJEJC�?HA=N�=J@�?KJ?EOA�SNEPEJC�NABHA?PO�PDA
EJ?NA=OEJC�PAJ@AJ?U�EJ�>QOEJAOO�SNEPEJC�PK�AHEIEJ=PA�ANNKN��$NNKNO�?=J�EJ?HQ@A�PDKOA
=OOK?E=PA@�SEPD�LNK@Q?PEKJ��BNKI�SNEPEJC�PK�A@EPEJC��=J@�NA=@AN�NAOLKJOA��8KQN�PSEJ
CK=HO�KB�?HA=N�=J@�?KJ?EOA�SNEPEJC�LKEJP�PK�=�?AJPN=H�CK=H�=?NKOO�?KIIQJE?=PEKJ�
BE@AHEPU��3DEO�?KJ?ALP�EJRKHRAO�KQN�CK=H�KB�=??QN=PAHU�?KIIQJE?=PEJC�=HH�PDA
EJPAJ@A@�EJBKNI=PEKJ�SEPD�=�IEJEIQI�KB�OECJ=H�KN�IAOO=CA�>NA=G@KSJ�KN
IEOEJPANLNAP=PEKJ��#AOECJEJC�UKQN�@K?QIAJPO��EJ?HQ@EJC�SNEPEJC�=J@�LNAOAJP=PEKJ�
PK�NA@Q?A�IAOO=CA�>NA=G@KSJ�EO�=J�EILKNP=JP�L=NP�KB�ABBA?PERA�>QOEJAOO
?KIIQJE?=PEKJ�
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3DEO�HA=@O�KQN�@EO?QOOEKJ�PK�ABBE?EAJ?U��3DANA�=NA�KJHU�PSAJPUBKQN�DKQNO�EJ�=�@=U
=J@�SA�=NA�EJ?NA=OEJCHU�=OGA@�PK�@K�IKNA�SEPD�HAOO��SEPD�ODKNPAN�@A=@HEJAO�=HIKOP
CQ=N=JPAA@�� O�=�SNEPAN��DKS�@K�UKQ�IAAP�ARANEJ?NA=OEJC�ATLA?P=PEKJO��$=?D
SNEPEJC�=OOECJIAJP�NAMQENAO�=�?HA=N�QJ@ANOP=J@EJC�KB�PDA�CK=HO�=J@�@AOENA@�NAOQHPO�
=J@�SDAJ�AEPDAN�KB�PDAOA�PSK�=OLA?PO�EO�QJ?HA=N��PDA�ABBE?EAJ?U�KB�UKQN�SNEPEJC�?=J
>A�?KILNKIEOA@��1ASNEPAO�NAMQENA�PEIA�PD=P�UKQ�I=U�JKP�D=RA��>QP�SEHH�D=RA�PK
I=GA�EB�PDA�=OOECJIAJP�S=O�JKP�@KJA�?KNNA?PHU�PDA�BENOP�PEIA�

 O�SA�D=RA�@EO?QOOA@�LNAREKQOHU��I=GEJC�=�D=>EP�KB�NA=@EJC�OEIEH=N�@K?QIAJPO�LNEKN
PK�>ACEJJEJC�UKQN�LNK?AOO�KB�SNEPEJC�?=J�DAHL�AOP=>HEOD�=�IAJP=H�PAILH=PA�KB�UKQN
@AOENA@�LNK@Q?P��(B�UKQ�?=J�OAA�EJ�UKQN�IEJ@gO�AUA�SD=P�UKQ�S=JP�PK�SNEPA��=J@�D=RA
PDA�LANOLA?PERA�KB�OEIEH=N�@K?QIAJPO�?KI>EJA@�SEPD�=Q@EAJ?AgO�JAA@O��UKQ�?=J
SNEPA�IKNA�ABBE?EAJPHU��8KQN�SNEPPAJ�@K?QIAJPO�=NA�LNK@Q?PO�=J@�SEHH�>A�NAMQENA@
KJ�=�O?DA@QHA�PD=P�EIL=?PO�UKQN�?KSKNGANO�=J@�>QOEJAOO��8KQN�=>EHEPU�PK�LNK@Q?A
ABBA?PERA�@K?QIAJPO�ABBE?EAJPHU�EO�=�OGEHH�OAP�PD=P�SEHH�?KJPNE>QPA�PK�UKQN�OQ??AOO�

.QN�OETPD�LKEJP�NAEJBKN?AO�PDEO�E@A=�SEPD�=J�AILD=OEO�KJ�ABBA?PERAJAOO��6D=P�EO
ABBA?PERA�SNEPEJC��(P�EO�SNEPEJC�PD=P�OQ??AA@O�EJ�=??KILHEODEJC�EPO�LQNLKOA�
4J@ANOP=J@EJC�PDA�LQNLKOA��CK=HO��=J@�@AOENA@�NAOQHPO�KB�UKQN�SNEPEJC�=OOECJIAJP
SEHH�DAHL�UKQ�=?DEARA�PDEO�OQ??AOO��8KQN�AILHKUAN�I=U�S=JP�=J�EJPNK@Q?PKNU�O=HAO
HAPPAN�PK�NAOQHP�EJ�=J�EJ?NA=OA�EJ�O=HAO�HA=@O��KN�LKPAJPE=H�?KJP=?PO�BKN�BKHHKSQL
HA=@EJC�PK�O=HAO��8KQN�=Q@EAJ?A�I=U�JKP�OAA�PDA�@K?QIAJP�BNKI�PD=P�LANOLA?PERA�
>QP�SEHH�EJOPA=@�NA=@�SEPD�PDA�IEJ@OAP�KB��d'KS�@KAO�PDEO�DAHL�IA�OKHRA�7�LNK>HAI�e
(B�UKQ�IAAP�>KPD�CK=HO��UKQN�SNEPEJC�EO�=LLNK=?DEJC�ABBA?PERAJAOO��'ANA�
ABBA?PERAJAOO�EO�MQ=HEBEA@�SEPD�PDA�SKN@�d=LLNK=?DEJCe�PK�LKEJP�KQP�PD=P�SNEPEJC�EO
>KPD�=�LNK?AOO�=J@�=�LNK@Q?P��=J@�UKQN�SNEPEJC�SEHH�?KJPEJQ=HHU�NAMQENA�ABBKNP�=J@
=PPAJPEKJ�PK�NAREOEKJ�=J@�EILNKRAIAJP�

Rhetorical Elements and Cognate Strategies

 JKPDAN�=LLNK=?D�PK�@ABEJEJC�CKK@�SNEPEJC�EO�PK�HKKG�=P�DKS�EP�BQHBEHHO�PDA�CK=HO�KB
PSK�SAHHGJKSJ�OUOPAIO�EJ�?KIIQJE?=PEKJ��.JA�KB�PDAOA�OUOPAIO�?KILNEOAO�PDA
PDNAA�?H=OOE?=H�AHAIAJPO�KBrhetoric � ��KN�PDA�=NP�KB�LNAOAJPEJC�=J�=NCQIAJP��3DAOA
AHAIAJPO�=NAlogos	HKCE?
�ethos	APDE?O�=J@�?NA@E>EHEPU
��=J@pathos	AIKPEKJ=H
=LLA=H
��BENOP�LNKLKOA@�>U�PDA�=J?EAJP�&NAAG�PA=?DAN� NEOPKPHA�� HPDKQCD�NDAPKNE?�EO
KBPAJ�=LLHEA@�PK�KN=H�?KIIQJE?=PEKJ��AOLA?E=HHU�LQ>HE?�OLA=GEJC��EP�EO�=HOK
BQJ@=IAJP=H�PK�CKK@�SNEPEJC�

 �OA?KJ@�OAP�KB�CK=HO�EJRKHRAO�SD=P�=NA�?=HHA@cognate strategies� ��KN�S=UO�KB
LNKIKPEJC�QJ@ANOP=J@EJC�*KOPAHJE?G��"�����1K>ANPO��#��	����
�Designing visual
language: Strategies for professional communicators	L����
��-AA@D=I�'AECDPO��, �� HHUJ
��!=?KJ� @ARAHKLA@�EJ�NA?AJP�@A?=@AO�>U�"D=NHAO�*KOPAHJE?G�=J@�#=RE@�1KCANO��+EGA

�� 3DA�=NP�KB�LNAOAJPEJC�=J
=NCQIAJP�

�� 6=UO�KB�BN=IEJC��ATLNAOOEJC
=J@�NALNAOAJPEJC�=�IAOO=CA�PK
=J�=Q@EAJ?A�
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NDAPKNE?=H�AHAIAJPO��?KCJ=PA�OPN=PACEAO�?=J�>A�=LLHEA@�PK�LQ>HE?�OLA=GEJC��>QP�PDAU
=NA�=HOK�QOABQH�EJ�@ARAHKLEJC�CKK@�SNEPEJC�3=>HA������1DAPKNE?=H�$HAIAJPO�=J@
"KCJ=PA�2PN=PACEAO�@AO?NE>AO�PDAOA�CK=HO��PDAEN�LQNLKOAO��=J@�AT=ILHAO�KB�DKS�PDAU
I=U�>A�?=NNEA@�KQP�EJ�>QOEJAOO�SNEPEJC�

3=>HA����1DAPKNE?=H�$HAIAJPO�=J@�"KCJ=PA�2PN=PACEAO

AristotleÕs
Rhetorical
Elements

Cognate
Strategies

Focus Example in Business Writing

"H=NEPU
"HA=N
QJ@ANOP=J@EJC

 J�=JJKQJ?AIAJP�SEHH�>A�I=@A�PK�PDA
?KIL=JU�H=PAN�EJ�PDA�SAAG��>QP�(�S=JPA@�PK
PAHH�UKQ�LANOKJ=HHU�PD=P�=O�KB�PDA�BENOP�KB�JATP
IKJPD��(�SEHH�>A�HA=REJC�IU�LKOEPEKJ�PK�=??ALP
=�PDNAAUA=N�=OOECJIAJP�EJ�KQN�2EJC=LKNA
KBBE?A�� O�OKKJ�=O�BQNPDAN�@AP=EHO�=>KQP�PDA
I=J=CAIAJP�KB�UKQN�=??KQJP�=NA�=R=EH=>HA��(
SEHH�OD=NA�PDAI�SEPD�UKQ�

"KJ?EOAJAOO*AU�LKEJPO

(J�PKIKNNKSgO�?KJBANAJ?A�?=HH�2A=J�S=JPO�PK
EJPNK@Q?A�PDA�JAS�PA=I�IAI>ANO��KQPHEJA�PDA
O?DA@QHA�=J@�>Q@CAP�BKN�PDA�LNKFA?P��=J@
?H=NEBU�A=?D�LANOKJgO�NAOLKJOE>EHEPEAO�EJ
IAAPEJC�KQN�CK=HO�

+KCKO

 NN=JCAIAJP
.N@AN�
DEAN=N?DU�
LH=?AIAJP

.QN�@AL=NPIAJP�D=O�I=PNET�OPNQ?PQNA��6A
D=RA�PDNAA�LNK@Q?P�@ARAHKLIAJP�CNKQLO��KJA
BKN�A=?D�?=PACKNU�KB�LNK@Q?P��6A�=HOK�D=RA�=
I=JQB=?PQNEJC�CNKQL��=�BEJ=J?A�CNKQL��=J@�=
O=HAO�CNKQL��@EBBANAJP�CNKQL�IAI>ANO�=NA
=OOECJA@�PK�A=?D�KB�PDA�PDNAA�LNK@Q?P
?=PACKNEAO��6EPDEJ�PDA�I=PNET��KQN�OPNQ?PQNA�EO
BH=P��IA=JEJC�PD=P�SA�D=RA�JK�CNKQL�HA=@ANO�
$RANUKJA�NALKNPO�PK�!APD��PDA�@AL=NPIAJP
I=J=CAN�

"NA@E>EHEPU
"D=N=?PAN�
PNQOP

'=REJC�GJKSJ�=J@�SKNGA@�SEPD�)AOOA�BKN
IKNA�PD=J�BERA�UA=NO��(�?=J�DECDHU�NA?KIIAJ@
DEI�PK�P=GA�IU�LH=?A�=O�UKQN�=@REOKN��(J
=@@EPEKJ�PK�D=REJC�OQLAN>�MQ=HEBE?=PEKJO��)AOOA
EO�GJKSJ�BKN�DEO�@A@E?=PEKJ��DKJAOPU��=J@
?=NEJC�=PPEPQ@A��'A�SEHH�=HS=UO�CK�PDA�ATPN=
IEHA�BKN�DEO�?HEAJPO�

$PDKO

$TLA?P=PEKJ
-KNIO�=J@
=JPE?EL=PA@
KQP?KIAO

 O�EO�PULE?=H�EJ�KQN�EJ@QOPNU��SA�ODEL�=HH
IAN?D=J@EOA�%.!�KQN�S=NADKQOA��/NE?AO�=NA
AT?HQOERA�KB�=JU�BA@AN=H��OP=PA��KN�HK?=H�P=TAO�

"D=LPAN���$BBA?PERA�!QOEJAOO�6NEPEJC

����&KK@�6NEPEJC ���
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/=UIAJP�PANIO�=NA�JAP����@=UO�BNKI�@=PA�KB
EJRKE?A�

1ABANAJ?A
2KQN?AO�=J@
BN=IAO�KB
NABANAJ?A

 ??KN@EJC�PK�=J�=NPE?HA�EJBusiness Week@=PA@
.?PK>AN�����������#KKO=J�EO�KJA�KB�PDA�H=NCAOP
>QOEJAOO�?KJCHKIAN=PAO�EJ�2KQPD�*KNA=�

3KJA $TLNAOOEKJ

(�NA=HHU�@KJgP�D=RA�SKN@O�PK�ATLNAOO�DKS
CN=PABQH�(�=I�BKN�=HH�PDA�OQLLKNP�UKQgRA
ATPAJ@A@�PK�IA�=J@�IU�B=IEHU�EJ�PDEO�DKQN�KB
JAA@��8KQ�CQUO�=NA�PDA�>AOP�

$ILD=OEO 1AHAR=J?A

(P�S=O�QJ?KJO?EKJ=>HA�BKN�=�IAI>AN�KB�KQN
KNC=JEV=PEKJ�PK�ODKQP�=J�EJPANNQLPEKJ�SDEHA
PDA�LNAOE@AJP�S=O�OLA=GEJC��6D=P�JAA@O�PK
D=LLAJ�JKSc=J@�HAP�IA�>A�?HA=N�=>KQP
PDEOcEO�=J�EIIA@E=PA�=LKHKCU�

/=PDKO

$JC=CAIAJP 1AH=PEKJODEL
%=EPDBQH�OKH@EANO�LHA@CA�JARAN�PK�HA=RA�=�B=HHAJ
?KIN=@A�KJ�PDA�>=PPHABEAH@�

KEY TAKEAWAY

&KK@�SNEPEJC�EO�?D=N=?PANEVA@�>U�?KNNA?PJAOO��A=OA�KB�NA=@EJC��=J@
=PPN=?PERAJAOO��EP�=HOK�IAAPO�NA=@AN�ATLA?P=PEKJO�=J@�EO�?HA=N��?KJ?EOA�
ABBE?EAJP��=J@�ABBA?PERA��1DAPKNE?=H�AHAIAJPO�	logos� ethos��=J@pathos
�=J@
?KCJ=PA�OPN=PACEAO�	?H=NEPU��?KJ?EOAJAOO��=NN=JCAIAJP��?NA@E>EHEPU�
ATLA?P=PEKJ��NABANAJ?A��PKJA��AILD=OEO��=J@�AJC=CAIAJP
�=NA�CK=HO�PD=P�=NA
=?DEARA@�EJ�CKK@�>QOEJAOO�SNEPEJC�

EXERCISES

�� "DKKOA�=�LEA?A�KB�>QOEJAOO�SNEPEJC�PD=P�=PPN=?PO�UKQN�EJPANAOP��6D=P
I=@A�UKQ�S=JP�PK�NA=@�EP��2D=NA�UKQN�PDKQCDPO�SEPD�UKQN�?H=OOI=PAO�

�� "DKKOA�=�LEA?A�KB�>QOEJAOO�SNEPEJC�=J@�AR=HQ=PA�EP�=??KN@EJC�PK�PDA
MQ=HEPEAO�KB�CKK@�SNEPEJC�LNAOAJPA@�EJ�PDEO�OA?PEKJ��#K�UKQ�PDEJG�PDA
SNEPEJC�MQ=HEBEAO�=O�dCKK@e��6DU�KN�SDU�JKP��#EO?QOO�UKQN�KLEJEKJ�SEPD
UKQN�?H=OOI=PAO�

�� (@AJPEBU�PDA�APDKO��L=PDKO��=J@�HKCKO�EJ�=�@K?QIAJP��2D=NA�=J@�?KIL=NA
SEPD�?H=OOI=PAO�

"D=LPAN���$BBA?PERA�!QOEJAOO�6NEPEJC

����&KK@�6NEPEJC ���



4.4 Style in Written Communication

LEARNING OBJECTIVES

�� #AO?NE>A�=J@�E@AJPEBU�PDNAA�OPUHAO�KB�SNEPEJC�
�� #AIKJOPN=PA�PDA�=LLNKLNE=PA�QOA�KB�?KHHKMQE=H��?=OQ=H��=J@�BKNI=H

SNEPEJC�EJ�=P�HA=OP�KJA�@K?QIAJP�KB�A=?D�OPUHA�

.JA�S=U�PK�AT=IEJA�SNEPPAJ�?KIIQJE?=PEKJ�EO�BNKI�=�OPNQ?PQN=H�LANOLA?PERA��6KN@O
=NA�=�OANEAO�KB�OUI>KHO�PD=P�?KIIQJE?=PA�IA=JEJC��OPNQJC�PKCAPDAN�EJ�OLA?EBE?
L=PPANJO�PD=P�=NA�?KI>EJA@�PK�?KIIQJE?=PA�?KILHAT�=J@�?KILKQJ@�IA=JEJCO�
-KQJO��RAN>O��=@FA?PERAO��=@RAN>O��LNALKOEPEKJO��=J@�=NPE?HAO�=NA�PDA�>QEH@EJC�>HK?GO
UKQ�SEHH�QOA�SDAJ�?KILKOEJC�SNEPPAJ�@K?QIAJPO��,EOOLAHHEJCO�KB�EJ@ERE@Q=H�SKN@O
KN�CN=II=PE?=H�ANNKNO�EJRKHREJC�IEOLH=?AIAJP�KN�EJ?KNNA?P�SKN@�?DKE?AO�EJ�=
OAJPAJ?A��?=J�?NA=PA�?KJBQOEKJ��HKOA�IA=JEJC��=J@�D=RA�=�JAC=PERA�EIL=?P�KJ�PDA
NA?ALPEKJ�KB�UKQN�@K?QIAJP��$NNKNO�PDAIOAHRAO�=NA�JKP�EJDANAJPHU�>=@��>QP�B=EHQNA
PK�NA?KCJEVA�=J@�BET�PDAI�SEHH�NABHA?P�KJ�UKQ��UKQN�?KIL=JU��=J@�HEIEP�UKQN�OQ??AOO�
2AHB?KNNA?PEKJ�EO�L=NP�KB�PDA�SNEPEJC�LNK?AOO�

 JKPDAN�S=U�PK�AT=IEJA�SNEPPAJ�?KIIQJE?=PEKJ�EO�BNKI�=�CK=HO�LANOLA?PERA��SDANA
OLA?EBE?�@K?QIAJPO�=@@NAOO�OP=PA@�	KN�QJOP=PA@
�CK=HO�=J@�D=RA�NQHAO��?QOPKIO��=J@
BKNI=PO�PD=P�=NA�=JPE?EL=PA@�=J@�ATLA?PA@��5EKH=PEKJO�KB�PDAOA�NQHAO��?QOPKIO��KN
BKNI=POcSDAPDAN�EJPAJPEKJ=H�KN�QJEJPAJPEKJ=Hc?=J�=HOK�D=RA�=�JAC=PERA�EIL=?P�KJ
PDA�S=U�UKQN�@K?QIAJP�EO�NA?AERA@�

"KHHKMQE=H��?=OQ=H��=J@�BKNI=H�SNEPEJC�=NA�PDNAA�?KIIKJ�OPUHAO�PD=P�?=NNU�PDAEN�KSJ
L=NPE?QH=N�OAPO�KB�ATLA?P=PEKJO��6DE?D�OPUHA�UKQ�QOA�SEHH�@ALAJ@�KJ�UKQN�=Q@EAJ?A�
=J@�KBPAJ�SDAPDAN�UKQN�?KIIQJE?=PEKJ�EO�CKEJC�PK�>A�NA=@�KJHU�>U�PDKOA�EJ�UKQN
?KIL=JU�	internal communications � 
�KN�>U�PDKOA�KQPOE@A�PDA�KNC=JEV=PEKJ��OQ?D�=O
RAJ@KNO��?QOPKIANO�KN�?HEAJPO�	external communications � 
�� O�=�CAJAN=H�NQHA�
ATPANJ=H�?KIIQJE?=PEKJO�PAJ@�PK�>A�IKNA�BKNI=H��FQOP�=O�?KNLKN=PA�HAPPANDA=@�=J@
>QOEJAOO�?=N@Oc@AOECJA@�BKN�LNAOAJP=PEKJ�PK�PDA�dKQPOE@A�SKNH@ec=NA�IKNA�BKNI=H
PD=J�PDA�AI=EH�=J@�PATP�IAOO=CAO�PD=P�=NA�QOA@�BKN�ARANU@=U�SNEPEJC�SEPDEJ�PDA
KNC=JEV=PEKJ�

2PUHA�=HOK�@ALAJ@O�KJ�PDA�LQNLKOA�KB�PDA�@K?QIAJP�=J@�EPO�=Q@EAJ?A��(B�UKQN�SNEPEJC
=OOECJIAJP�EO�BKN�6A>�L=CA�?KJPAJP��?HA=N�=J@�?KJ?EOA�QOA�KB�PDA�SNEPPAJ�SKN@�EO
AOOAJPE=H��(B�UKQN�SNEPEJC�=OOECJIAJP�EO�=�BA=PQNA�EJPANAOP�=NPE?HA�BKN�=J�KJHEJA
I=C=VEJA��UKQ�I=U�D=RA�PDA�HQTQNU�KB�=@@EPEKJ=H�OL=?A�=J@�SKN@�?KQJP�?KI>EJA@

�� 3DA�OD=NEJC�=J@�QJ@ANOP=J@EJC
KB�IA=JEJC�>APSAAJ
EJ@ERE@Q=HO��@AL=NPIAJPO��KN
NALNAOAJP=PERAO�KB�PDA�O=IA
>QOEJAOO�

�� 3DA�OD=NEJC�=J@�QJ@ANOP=J@EJC
KB�IA=JEJC�>APSAAJ
EJ@ERE@Q=HO��@AL=NPIAJPO��KN
NALNAOAJP=PERAO�KB�PDA�>QOEJAOO
=J@�L=NPEAO�KQPOE@A�PDA
KNC=JEV=PEKJ�

"D=LPAN���$BBA?PERA�!QOEJAOO�6NEPEJC

���



SEPD�CN=LDE?O��LE?PQNAO��AI>A@@A@�RE@AK�KN�=Q@EK�?HELO��=J@�HEJGO�PK�NAH=PA@�PKLE?O�
(B�UKQN�SNEPEJC�=OOECJIAJP�EJRKHRAO�=J�EJPNK@Q?PKNU�HAPPAN�NALNAOAJPA@�KJ�=�LNEJPA@
L=CA�@AHERANA@�EJ�=J�AJRAHKLA�PK�=�LKPAJPE=H�?QOPKIAN��UKQ�SKJgP�D=RA�PDA
EJPAN=?PEREPU�PK�AJD=J?A�UKQN�SNEPEJC��LH=?EJC�=J�=@@EPEKJ=H�>QN@AJ�KJ�UKQN�SNEPEJC
=J@�DKS�UKQ�NALNAOAJP�EP�

Colloquial

Colloquial language� EO�=J�EJBKNI=H��?KJRANO=PEKJ=H�OPUHA�KB�SNEPEJC��(P�@EBBANO�BNKI
OP=J@=N@�>QOEJAOO�$JCHEOD�EJ�PD=P�EP�KBPAJ�I=GAO�QOA�KB�?KHKNBQH�ATLNAOOEKJO��OH=JC�
=J@�NACEKJ=H�LDN=OAO�� O�=�NAOQHP��EP�?=J�>A�@EBBE?QHP�PK�QJ@ANOP=J@�BKN�=J�$JCHEOD
HA=NJAN�KN�=�LANOKJ�BNKI�=�@EBBANAJP�NACEKJ�KB�PDA�?KQJPNU��2KIAPEIAO�?KHHKMQE=HEOI
P=GAO�PDA�BKNI�KB�=�SKN@�@EBBANAJ?A��BKN�AT=ILHA��PDA�@EBBANAJ?A�>APSAAJ�=�d"KGA�e�=
dPKJE?�e�=�dLKL��=J@�=�dOK@=�LKLe�LNEI=NEHU�@ALAJ@O�KJ�SDANA�UKQ�HERA��(P�?=J�=HOK
P=GA�PDA�BKNI�KB�=�O=UEJC��=O�1KU�6EH@AN�)N��@EO?QOOAO�EJ�DEO�>KKGYou All Spoken Here:
Southern Talk at Its Down-Home Best�6EH@A��)���)N��	����
�You all spoken here: Southern
talk at its down-home best�� PDAJO��4JERANOEPU�KB�&AKNCE=�/NAOO�"KHHKMQE=H�O=UEJCO�HEGA
d'A�?KQH@�IAOO�QL�=�N=EJOPKNIe�KN�d'A�?KQH@JgP�DEP�PDA�CNKQJ@�EB�DA�BAHHe
?KIIQJE?=PA�PDA�LANOKJ�EO�EJALP�EJ�=�?KHKNBQH��>QP�JKP�QJERANO=H�S=U��(J�PDA�/=?EBE?
-KNPDSAOP�OKIAKJA�IECDP�dIKOAU�e�KN�S=HG�OHKSHU��KRAN�PK�PDA�d?=BY�e�KN�>=GANU��PK
LE?G�QL�=�dI=LHA�>=Nec=�?KJBA?PEKJ�GJKSJ�=O�=�d+KJC�)KDJ�@KQCDJQPe�PK�LAKLHA�EJ
KPDAN�L=NPO�KB�PDA�4JEPA@�2P=PAO�

"KHHKMQE=H�H=JCQ=CA�?=J�>A�NABHA?PA@�EJ�PATPEJC�

dKG�BSES�E�@E@�IU�L=NP�J�LQP�EP�EJ�SDANA�UKQ�=OGA@�>QP�IU���EO�EB�PDA�CNKQL�@KAO�JKP
L=NPE?EL=PA�@K�E�OPEHH�CAP�?NA@EP�BKN�IU�L=NP�KB�SD=P�E�@E@�J�=HOK�DKS�IQ?D�@K�SA�=HH
D=RA�PK�@K�E�IA=J�E�LQP�EJ�IU�KLEJEKJ�KB�PDA�EPAIO�EJ�KN@AN�@K�E�=HOK�D=RA�PK�NALHU�PK
PDA�KPDAN�PA=I�IAI>ANO�KN�SD=P��3DTOe

6A�I=U�>A�=>HA�PK�CN=OL�PDA�IA=JEJC�KB�PDA�IAOO=CA��=J@�QJ@ANOP=J@�OKIA�KB�PDA
=>>NARE=PEKJO�=J@�?K@AO��>QP�SDAJ�EP�?KIAO�PK�>QOEJAOO��PDEO�OPUHA�KB�?KHHKMQE=H�PATP
SNEPEJC�EO�CAJAN=HHU�OQEP=>HA�KJHU�BKN�KJAKJKJA�EJPANJ=H�?KIIQJE?=PEKJO�>APSAAJ
?KSKNGANO�SDK�GJKS�A=?D�KPDAN�SAHH�	=J@�PDKOA�SDK�@K�JKP�FQ@CA�A=?D�KPDAN�KJ
OLAHHEJC�KN�CN=II=N
��%KN�ATPANJ=H�?KIIQJE?=PEKJO��=J@�ARAJ�BKN�CNKQL
?KIIQJE?=PEKJO�SEPDEJ�PDA�KNC=JEV=PEKJ��EP�EO�JKP�JKNI=HHU�OQEP=>HA��=O�OKIA�KB�PDA
?K@AO�=NA�JKP�OP=J@=N@��=J@�I=U�ARAJ�>A�QJB=IEHE=N�PK�PDA�H=NCAN�=Q@EAJ?A�

"KHHKMQE=H�SNEPEJC�I=U�>A�LANIEOOE>HA��=J@�ARAJ�LNABAN=>HA��EJ�OKIA�>QOEJAOO
?KJPATPO��%KN�AT=ILHA��=�I=NGAPEJC�HAPPAN�@AO?NE>EJC�=�BKHGOU�LNK@Q?P�OQ?D�=O�=
SKK@�OPKRA�KN�=J�KH@B=ODEKJA@�LKL?KNJ�LKLLAN�IECDP�QOA�=�?KHHKMQE=H�OPUHA�PK
?NA=PA�=�BAAHEJC�KB�NAH=TEJC�=P�DKIA�SEPD�HKRA@�KJAO��2PEHH��EP�EO�EILKNP=JP�PK�?KJOE@AN

��  J�EJBKNI=H��?KJRANO=PEKJ=H
OPUHA�KB�SNEPEJC�

"D=LPAN���$BBA?PERA�!QOEJAOO�6NEPEJC

����2PUHA�EJ�6NEPPAJ�"KIIQJE?=PEKJ ���



DKS�?KHHKMQE=H�H=JCQ=CA�SEHH�=LLA=N�PK�PDA�=Q@EAJ?A��6EHH�PDA�IA=JEJC�KB�UKQN
?DKOAJ�SKN@O�>A�?HA=N�PK�=�NA=@AN�SDK�EO�BNKI�=�@EBBANAJP�L=NP�KB�PDA�?KQJPNU��6EHH�=
BKHGOU�PKJA�OKQJ@�HEGA�UKQ�=NA�dP=HGEJC�@KSJe�PK�UKQN�=Q@EAJ?A��=OOQIEJC�PD=P�PDAU
=NA�JKP�EJPAHHECAJP�KN�A@Q?=PA@�AJKQCD�PK�=LLNA?E=PA�OP=J@=N@�$JCHEOD�� �BEJ=H�LKEJP
PK�NAIAI>AN�EO�PD=P�?KHHKMQE=H�OPUHA�EO�JKP�=J�AT?QOA�BKN�QOEJC�ATLNAOOEKJO�PD=P�=NA
OATEOP��N=?EOP��LNKB=JA��KN�KPDANSEOA�KBBAJOERA�

Casual

Casual language�� EJRKHRAO�ARANU@=U�SKN@O�=J@�ATLNAOOEKJO�EJ�=�B=IEHE=N�CNKQL
?KJPATP��OQ?D�=O�?KJRANO=PEKJO�SEPD�B=IEHU�KN�?HKOA�BNEAJ@O��3DA�AILD=OEO�EO�KJ�PDA
?KIIQJE?=PEKJ�EJPAN=?PEKJ�EPOAHB��=J@�HAOO�=>KQP�PDA�DEAN=N?DU��LKSAN��?KJPNKH��KN
OK?E=H�N=JG�KB�PDA�EJ@ERE@Q=HO�?KIIQJE?=PEJC��6DAJ�UKQ�=NA�=P�DKIA��=P�PEIAO�UKQ
LNK>=>HU�@NAOO�EJ�?=OQ=H�?HKPDEJC�PD=P�UKQ�SKQH@JgP�SA=N�EJ�LQ>HE?cL=F=I=O�KN
QJ@ANSA=N��BKN�AT=ILHA��"=OQ=H�?KIIQJE?=PEKJ�EO�PDA�SNEPPAJ�AMQER=HAJP�KB�PDEO
GEJ@�KB�?=OQ=H�=PPENA��'=RA�UKQ�ARAN�D=@�=�B=IEHU�IAI>AN�O=U�OKIAPDEJC�PK�UKQ�PD=P
=�OPN=JCAN�KN�?KSKNGAN�SKQH@�JARAN�O=U��.N�D=RA�UKQ�O=E@�OKIAPDEJC�PK�=�B=IEHU
IAI>AN�PD=P�UKQ�SKQH@�JARAN�O=U�EJ�BNKJP�KB�UKQN�>KOO��(J�>KPD�?=OAO��?=OQ=H
H=JCQ=CA�EO�>AEJC�QOA@��6DAJ�UKQ�SNEPA�BKN�>QOEJAOO��=�?=OQ=H�OPUHA�EO�QOQ=HHU�KQP�KB
LH=?A��(JOPA=@��=�NAOLA?PBQH��LNKBAOOEKJ=H�PKJA�NALNAOAJPO�UKQ�SAHH�EJ�UKQN�=>OAJ?A�

Formal

(J�>QOEJAOO�SNEPEJC��PDA�=LLNKLNE=PA�OPUHA�SEHH�D=RA�=�@ACNAA�KB�BKNI=HEPU�Formal
language�� EO�?KIIQJE?=PEKJ�PD=P�BK?QOAO�KJ�LNKBAOOEKJ=H�ATLNAOOEKJ�SEPD
=PPAJPEKJ�PK�NKHAO��LNKPK?KH��=J@�=LLA=N=J?A��(P�EO�?D=N=?PANEVA@�>U�EPO�RK?=>QH=NU
=J@syntax �� ��KN�PDA�CN=II=PE?=H�=NN=JCAIAJP�KB�SKN@O�EJ�=�OAJPAJ?A��3D=P�EO�
SNEPANO�QOEJC�=�BKNI=H�OPUHA�PAJ@�PK�QOA�=�IKNA�OKLDEOPE?=PA@�RK?=>QH=NUc=�CNA=PAN
R=NEAPU�KB�SKN@O��=J@�IKNA�SKN@O�SEPD�IQHPELHA�OUHH=>HAOcJKP�BKN�PDA�LQNLKOA�KB
PDNKSEJC�>EC�SKN@O�=NKQJ@��>QP�PK�AJD=J?A�PDA�BKNI=H�IKK@�KB�PDA�@K?QIAJP��3DAU
=HOK�PAJ@�PK�QOA�IKNA�?KILHAT�OUJP=T��NAOQHPEJC�EJ�OAJPAJ?AO�PD=P�=NA�HKJCAN�=J@
?KJP=EJ�IKNA�OQ>KN@EJ=PA�?H=QOAO�

3DA�=LLNKLNE=PA�OPUHA�BKN�=�L=NPE?QH=N�>QOEJAOO�@K?QIAJP�I=U�>A�RANU�BKNI=H��KN
HAOO�OK��(B�UKQN�OQLANREOKN�SNEPAO�UKQ�=J�AI=EH�=J@�UKQ�NALHU��PDA�AT?D=JCA�I=U�>A
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4.5 Principles of Written Communication
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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

 NEOPKPHA�EO�B=IKQO�BKN�I=JU�PDEJCO��EJ?HQ@EJC�DEO�MQAOPEKJEJC�KB�SDAPDAN�PDA�P=>HA
UKQ�?=J�OAA��BAAH��KN�QOA�EO�NA=H� NEOPKPHA��	����
��#A�=JEI=��(J�1��,?*AKJ�	$@�
�The
basic works of Aristotle	)�� ��2IEPD��3N=JO�
��-AS�8KNG��-8��1=J@KI�'KQOA�3DEO�I=U
OPNEGA�UKQ�=O�OPN=JCA��>QP�EI=CEJA�PD=P�SA�=NA�HKKGEJC�=P�=�?KHHA?PEKJ�KB�=JPEMQA
D=J@�PKKHO��6D=P�=NA�PDAU��3DAU�=NA�I=@A�KB�IAP=H�=J@�SKK@��>QP�SD=P�=NA�PDAU
QOA@�BKN��3DA�SKN@O�SA�QOA�DAHL�QO�PK�I=GA�OAJOA�KB�KQN�NA=HEPU��=J@�SA�KBPAJ�QOA
SD=P�SA�GJKS�PK�BECQNA�KQP�SD=P�SA�@KJgP�GJKS��/AND=LO�SA�D=RA�=�D=N@�PEIA
@AO?NE>EJC�PDA�?KHKN�KB�PDA�PKKH��KN�PDA�P=>HA��=O�SA�S=HG�=NKQJ@�EP��3DA�HECDP�EPOAHB
I=U�EJBHQAJ?A�KQN�LAN?ALPEKJ�KB�EPO�?KHKN��6A�I=U�H=?G�PDA�RK?=>QH=NU�PK�=??QN=PAHU
@AO?NE>A�PK�PDA�?KHKN��=J@�EJOPA=@�O=U�EP�EO�dHEGA�=e�?KHKN��>QP�JKP�@ENA?PHU�@AO?NE>A
PDA�?KHKN�EPOAHB�1QOOAHH��!��	����
�The problems of philosophy	��PD�A@���L���
��.TBKN@�
4*��.TBKN@�4JERANOEPU�/NAOO��	.NECEJ=H�SKNG�LQ>HEODA@�����
3DA�?KHKN��KN�QOA�KB�PDA
PKKH��KN�OPUHA�KB�PDA�P=>HA�=NA�=HH�EJ@ALAJ@AJP�KB�PDA�LANOKJ�LAN?AEREJC�PDAI��>QP
=HOK�=�NABHA?PEKJ�KB�PDA�LANOKJ�LAN?AEREJC�PDA�K>FA?P�

(J�>QOEJAOO�?KIIQJE?=PEKJ��KQN�CK=H�KB�?HA=N�=J@
?KJ?EOA�?KIIQJE?=PEKJ�EJRKHRAO�=JPE?EL=PEKJ�KB�PDEO
EJ=>EHEPU�PK�H=>AH�=�?KHKN�KN�@AO?NE>A�PDA�BQJ?PEKJ�KB�=J
=JPEMQA�PKKH�>U�?KJOPNQ?PEJC�IA=JEJC�� JPE?EL=PEJC�PDA
H=JCQ=CA�PD=P�PDA�NA=@AN�I=U�NA=OKJ=>HU�>A�ATLA?PA@�PK
GJKS��=O�SAHH�=O�QJB=IEHE=N�PANIO��AJ=>HAO�PDA�SNEPAN�PK
?KIIQJE?=PA�EJ�=�S=U�PD=P�@AO?NE>AO�SEPD�?KIIKJ
NABANAJ?A�LKEJPO�SDEHA�EHHQOPN=PEJC�PDA�JAS��EJPANAOPEJC�
KN�QJQOQ=H��/NKIKPEJC�QJ@ANOP=J@EJC�=J@�HEIEPEJC
IEOEJPANLNAP=PEKJO�=NA�GAU�CK=HO�KB�PDA�ABBA?PERA
>QOEJAOO�?KIIQJE?=PKN�

8KQN�HAPPAN�EJPNK@Q?EJC�=�JAS�LNK@Q?P�KN�OANRE?A�NAHEAO�
PK�=J�ATPAJP��KJ�UKQN�LNA?KJ?AERA@�JKPEKJO�KB�PDA
EJPAJ@A@�=Q@EAJ?A�=J@�PDAEN�LNA?KJ?AERA@�JKPEKJO�KB
UKQN�KNC=JEV=PEKJ�=J@�EPO�LNK@Q?PO�KN�OANRE?AO��!U
NABANAJ?EJC�?KIIKJ�CNKQJ@��UKQ�BKNI�=�?KJJA?PEKJ
>APSAAJ�PDA�GJKSJ�=J@�PDA�QJGJKSJ��PDA�B=IEHE=N�=J@
PDA�JAS��/AKLHA�=NA�IKNA�HEGAHU�PK�>A�KLAJ�PK�=�JAS�LNK@Q?P�KN�OANRE?A�EB�PDAU�?=J
NA=OKJ=>HU�NAH=PA�EP�PK�KJA�PDAU�=NA�B=IEHE=N�SEPD��KN�SEPD�SDE?D�PDAU�D=RA�D=@�CKK@
ATLANEAJ?A�EJ�PDA�L=OP��8KQN�EJEPE=H�IA=OQNA�KB�OQ??AOO�EO�ABBA?PERA�?KIIQJE?=PEKJ�
=J@�UKQN�HKJC�PANI�OQ??AOO�I=U�>A�IA=OQNA@�EJ�PDA�O=HA�KN�JAS�?KJPN=?P�BKN
OANRE?AO�

"D=LPAN���$BBA?PERA�!QOEJAOO�6NEPEJC

����/NEJ?ELHAO�KB�6NEPPAJ�"KIIQJE?=PEKJ ���



Words and Your Legal Responsibility
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EXERCISES
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4.6 Overcoming Barriers to Effective Written Communication

LEARNING OBJECTIVE
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Consider the Nonverbal Aspects of Your Message
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Review, Reflect, and Revise
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4.7 Additional Resources
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Chapter 5

Writing Preparation
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Getting Started

INTRODUCTORY EXERCISES
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5.1 Think, Then Write: Writing Preparation

LEARNING OBJECTIVES
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Thinking Critically

 O�UKQ�=LLNK=?D�UKQN�SNEPEJC�LNKFA?P��EP�EO�EILKNP=JP�PK�LN=?PE?A�PDA�D=>EP�KB
PDEJGEJC�?NEPE?=HHU�Critical thinking � ?=J�>A�@ABEJA@�=O�dOAHB@ENA?PA@��OAHB
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SNEPEJC��I=GA�=J�ABBKNP�PK�C=PDAN�EJBKNI=PEKJ�BNKI�=�N=JCA�KB�NAHE=>HA�OKQN?AO�
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>AHEAB��DA�EO�CQEHPU�KB�?KJBENI=PEKJ�>E=O��(B�DA�>AHEARAO�PDA�A=NPD�EO�BH=P�>A?=QOA
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Overcoming Fear of Writing
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EJPK�OI=HH��I=J=CA=>HA�OPALO�PD=P��EJ�PQNJ��SEHH�LNKRE@A�UKQ�SEPD�=�LH=PBKNI�BKN
OQ??AOO��3K�P=GA�=@R=JP=CA�KB�PDAOA�OPALO��UKQ�JAA@�PK�=?GJKSHA@CA�=JU�NAHQ?P=J?A
KN�BA=N�PD=P�I=U�>A�DKH@EJC�UKQ�>=?G��=J@�>NEJC�UKQN�EJPANAOPO�=J@�AJPDQOE=OI�PK
PDEO�@EO?QOOEKJ�KJ�SNEPEJC�

'=REJC�=�LKOEPERA�=PPEPQ@A�=>KQP�SNEPEJC�EJ�CAJAN=H��=J@�UKQN�ABBKNP��EO�=HOK�=�GAU
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� Communicating with strangers: An
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5.2 A Planning Checklist for Business Messages

LEARNING OBJECTIVES

�� 4J@ANOP=J@�SDK��SD=P��SDANA��SDAJ��SDU��=J@�DKS�=O�BA=PQNAO�KB
SNEPEJC�LQNLKOA�

�� #AO?NE>A�PDA�LH=JJEJC�LNK?AOO�=J@�AOOAJPE=H�AHAIAJPO�KB�=�>QOEJAOO
@K?QIAJP�

)KDJ�3DEHH�=J@�"KQNPH=J@�!KRAA�3DEHH��)��5�����!KRAA��"��+��	����
�Business
communication today	�PD�A@�
��4LLAN�2=@@HA�1ERAN��-)��/NAJPE?A�'=HH�PSK�HA=@EJC
=QPDKNO�EJ�PDA�BEAH@�KB�>QOEJAOO�?KIIQJE?=PEKJ��D=RA�?NA=PA@�=�?DA?GHEOP�BKN
LH=JJEJC�>QOEJAOO�IAOO=CAO��3DA�BKHHKSEJC�PSAHRAEPAI�?DA?GHEOP��=@=LPA@�DANA�
OANRAO�=O�=�QOABQH�NAIEJ@AN�KB�PDA�EILKNP=J?A�KB�LNAL=N=PEKJ�EJ�PDA�SNEPEJC�LNK?AOO�

�� #APANIEJA�UKQN�CAJAN=H�LQNLKOA��=NA�UKQ�PNUEJC�PK�EJBKNI��LANOQ=@A�
AJPANP=EJ��B=?EHEP=PA�EJPAN=?PEKJ��KN�IKPER=PA�=�NA=@AN�

�� #APANIEJA�UKQN�OLA?EBE?�LQNLKOA�	PDA�@AOENA@�KQP?KIA
�
�� ,=GA�OQNA�UKQN�LQNLKOA�EO�NA=HEOPE?�
�� ,=GA�OQNA�UKQN�PEIEJC�EO�=LLNKLNE=PA�
�� ,=GA�OQNA�UKQN�OKQN?AO�=NA�?NA@E>HA�
�� ,=GA�OQNA�PDA�IAOO=CA�NABHA?PO�LKOEPERAHU�KJ�UKQN�>QOEJAOO�
�� #APANIEJA�=Q@EAJ?A�OEVA�
�� #APANIEJA�=Q@EAJ?A�?KILKOEPEKJ�
�� #APANIEJA�=Q@EAJ?A�GJKSHA@CA�=J@�=S=NAJAOO�KB�PKLE?�

���  JPE?EL=PA�LNK>=>HA�NAOLKJOAO�
��� 2AHA?P�PDA�?KNNA?P�?D=JJAH�
��� ,=GA�OQNA�PDA�EJBKNI=PEKJ�LNKRE@A@�EO�=??QN=PA��APDE?=H��=J@�LANPEJAJP�

3DNKQCDKQP�PDEO�?D=LPAN�SA�SEHH�AT=IEJA�PDAOA�R=NEKQO�OPALO�EJ�CNA=PAN�@AP=EH�

Determining Your Purpose

/NAL=N=PEKJ�BKN�PDA�SNEPEJC�LNK?AOO�EJRKHRAO�LQNLKOA��NAOA=N?D�=J@�EJRAOPEC=PEKJ�
NA=@EJC�=J@�=J=HUVEJC��=J@�=@=LP=PEKJ��(J�PDA�BENOP�OA?PEKJ�SA�?KJOE@AN�DKS�PK
@APANIEJA�PDA�LQNLKOA�KB�=�@K?QIAJP��=J@�DKS�PD=P�=S=NAJAOO�CQE@AO�PDA�SNEPAN�PK
ABBA?PERA�LNK@Q?P�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���



6DEHA�UKQ�I=U�>A�BNAA�PK�?NA=PA�@K?QIAJPO�PD=P�NALNAOAJP�UKQNOAHB�KN�UKQN
KNC=JEV=PEKJ��UKQN�AILHKUAN�SEHH�KBPAJ�D=RA�@ENA?P�EJLQP�EJPK�PDAEN�LQNLKOA�� HH�=?PO
KB�?KIIQJE?=PEKJ�D=RA�CAJAN=H�=J@�OLA?EBE?�LQNLKOAO��=J@�PDA�@ACNAA�PK�SDE?D�UKQ
?=J�E@AJPEBU�PDAOA�LQNLKOAO�SEHH�EJBHQAJ?A�DKS�ABBA?PERA�UKQN�SNEPEJC�EO�General
purposes� EJRKHRA�PDA�KRAN=HH�CK=H�KB�PDA�?KIIQJE?=PEKJ�EJPAN=?PEKJ��PK�EJBKNI�
LANOQ=@A��AJPANP=EJ��B=?EHEP=PA�EJPAN=?PEKJ��KN�IKPER=PA�=�NA=@AN��3DA�CAJAN=H
LQNLKOA�EJBHQAJ?AO�PDA�LNAOAJP=PEKJ�=J@�ATLA?P=PEKJ�BKN�BAA@>=?G��(J�=J
EJBKNI=PERA�IAOO=CAcPDA�IKOP�?KIIKJ�PULA�KB�SNEPEJC�EJ�>QOEJAOOcUKQ�SEHH�JAA@
PK�?KRAN�OARAN=H�LNA@E?P=>HA�AHAIAJPO�

_ 6DK
_ 6D=P
_ 6DAJ
_ 6DANA
_ 'KS
_ 6DU�	KLPEKJ=H


2KIA�AHAIAJPO�I=U�NA?AERA�IKNA�=PPAJPEKJ�PD=J�KPDANO��=J@�PDAU�@K�JKP�JA?AOO=NEHU
D=RA�PK�>A�=@@NAOOA@�EJ�PDA�KN@AN�UKQ�OAA�DANA��#ALAJ@EJC�KJ�PDA�J=PQNA�KB�UKQN
LNKFA?P��=O�=�SNEPAN�UKQ�SEHH�D=RA�=�@ACNAA�KB�EJLQP�KRAN�DKS�UKQ�KNC=JEVA�PDAI�

-KPA�PD=P�PDA�H=OP�EPAI�Why��EO�@AOECJ=PA@�=O�KLPEKJ=H��3DEO�EO�>A?=QOA�>QOEJAOO
SNEPEJC�OKIAPEIAO�JAA@O�PK�NALKNP�B=?PO�=J@�@=P=�K>FA?PERAHU��SEPDKQP�I=GEJC�=JU
EJPANLNAP=PEKJ�KN�LKEJPEJC�PK�=JU�?=QOAABBA?P�NAH=PEKJODEL��(J�KPDAN�>QOEJAOO
OEPQ=PEKJO��KB�?KQNOA��E@AJPEBUEJC�SDU�OKIAPDEJC�D=LLAJA@�KN�SDU�=�?ANP=EJ
@A?EOEKJ�EO�=@R=JP=CAKQO�SEHH�>A�PDA�AOOAJ?A�KB�PDA�?KIIQJE?=PEKJ�

(J�=@@EPEKJ�PK�EPO�CAJAN=H�LQNLKOA�	A�C���PK�EJBKNI��LANOQ=@A��AJPANP=EJ��KN�IKPER=PA
�
ARANU�LEA?A�KB�SNEPEJC�=HOK�D=O�=P�HA=OP�KJA�OLA?EBE?�LQNLKOA��SDE?D�EO�PDA�EJPAJ@A@
KQP?KIA��PDA�NAOQHP�PD=P�SEHH�D=LLAJ�KJ?A�UKQN�SNEPPAJ�?KIIQJE?=PEKJ�D=O�>AAJ
NA=@�

%KN�AT=ILHA��EI=CEJA�PD=P�UKQ�=NA�=J�AILHKUAA�EJ�=�OI=HH�?EPUgO�DKQOEJC�=QPDKNEPU
=J@�D=RA�>AAJ�=OGA@�PK�@N=BP�=�HAPPAN�PK�?EPU�NAOE@AJPO�=>KQP�N=@KJ��1=@KJ�EO�=
J=PQN=HHU�K??QNNEJC�N=@EK=?PERA�C=O�PD=P�D=O�>AAJ�?H=OOEBEA@�>U�PDA�4JEPA@�2P=PAO
$JRENKJIAJP=H�/NKPA?PEKJ� CAJ?U�=O�=�DA=HPD�D=V=N@��(J�PDA�?KQNOA�KB�=�NKQPEJA�PAOP�
N=@KJ�S=O�@APA?PA@�EJ�IEJEI=H�HARAHO�EJ�=J�=L=NPIAJP�>QEH@EJC�KLAN=PA@�>U�PDA
DKQOEJC�=QPDKNEPU��(P�LNAOAJPO�=�NAH=PERAHU�HKS�HARAH�KB�NEOG��>QP�>A?=QOA�PDA�EJ?E@AJP
S=O�NALKNPA@�EJ�PDA�HK?=H�JASOL=LAN��PDA�I=UKN�D=O�=OGA@�PDA�DKQOEJC�=QPDKNEPU
@ENA?PKN�PK�>A�LNK=?PERA�EJ�EJBKNIEJC�=HH�PDA�?EPU�NAOE@AJPO�KB�PDA�OEPQ=PEKJ�

�� 3DA�KRAN=HH�CK=H�KB�PDA
?KIIQJE?=PEKJ�EJPAN=?PEKJ��PK
EJBKNI��LANOQ=@A��AJPANP=EJ�
B=?EHEP=PA�EJPAN=?PEKJ��KN
IKPER=PA�=�NA=@AN�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



3DA�CAJAN=H�LQNLKOA�KB�UKQN�HAPPAN�EO�PK�EJBKNI��=J@�PDA�OLA?EBE?�LQNLKOA�EO�PK�D=RA�=
SNEPPAJ�NA?KN@�KB�EJBKNIEJC�=HH�?EPU�NAOE@AJPO�=>KQP�DKS�IQ?D�N=@KJ�S=O�BKQJ@�
SDAJ��=J@�SDANA��SDANA�PDAU�?=J�CAP�IKNA�EJBKNI=PEKJ�KJ�N=@KJ��=J@�PDA�@=PA�
PEIA��=J@�LH=?A�KB�PDA�IAAPEJC��1AOE@AJPO�I=U�NA=@�PDA�EJBKNI=PEKJ�=J@�=PPAJ@�KN
PDAU�I=U�JKP�ARAJ�NA=@�PDA�HAPPAN��!QP�KJ?A�PDA�HAPPAN�D=O�>AAJ�SNEPPAJ��OECJA@��=J@
@EOPNE>QPA@��UKQN�CAJAN=H�=J@�OLA?EBE?�LQNLKOAO�D=RA�>AAJ�=??KILHEODA@�

-KS�EI=CEJA�PD=P�UKQ�>ACEJ�PK�LH=J�UKQN�HAPPAN�>U�=LLHUEJC�PDA�=>KRA�HEOP�KB
AHAIAJPO��1A?=HH�PD=P�PDA�HAPPAN�EJBKNIO�NAOE@AJPO�KJ�PDNAA�?KQJPO��	�
�PDA�N=@KJ
BEJ@EJC��	�
�SDANA�PK�CAP�EJBKNI=PEKJ�=>KQP�N=@KJ��=J@�	�
�PDA�QL?KIEJC�IAAPEJC�
%KN�A=?D�KB�PDAOA�LEA?AO�KB�EJBKNI=PEKJ��PDA�AHAIAJPO�I=U�HKKG�HEGA�PDA�BKHHKSEJC�

�� 1=@KJ�%EJ@EJC

� 6DK��3DA�I=J=CAN�KB�PDA�=L=NPIAJP�>QEH@EJC�	CERA�J=IA

� 6D=P��#EO?KRANA@�=�N=@KJ�?KJ?AJPN=PEKJ�KB�����LE?K?QNEAO�LAN�HEPAN

	L"E�+
�=J@�NALKNPA@�EP�PK�PDA�DKQOEJC�=QPDKNEPU�@ENA?PKN��SDK
EJBKNIA@�PDA�?EPU�DA=HPD�EJOLA?PKN��AJRENKJIAJP=H�?KILHE=J?A
KBBE?A��=J@�I=UKN

� 6DAJ��#QNEJC�PDA�SAAG�KB�#A?AI>AN���
� 6DANA��(J�PDA�>=OAIAJP�KB�PDA�=L=NPIAJP�>QEH@EJC�HK?=PA@�=P�	CERA

=@@NAOO

� 'KS��(J�PDA�?KQNOA�KB�LANBKNIEJC�=�NKQPEJA�=JJQ=H�PAOP�SEPD�=

?KIIAN?E=HHU�=R=EH=>HA�@KEPUKQNOAHB�N=@KJ�PAOP�GEP

�� (JBKNI=PEKJ�=>KQP�N=@KJ

� 6DK�� ??KN@EJC�PK�PDA�?EPU�DA=HPD�EJOLA?PKN�=J@�AJRENKJIAJP=H
?KILHE=J?A�KBBE?AN

� 6D=P��1=@KJ�EO�=�J=PQN=HHU�K??QNNEJC�N=@EK=?PERA�C=O�PD=P�NAOQHPO
BNKI�PDA�>NA=G@KSJ�KB�QN=JEQI�EJ�OKEH��=�N=@KJ�PAOP�HARAH�=>KRA����
L"E�+�I=U�>A�?=QOA�BKN�?KJ?ANJ

� 6DAJ��1=@KJ�HARAHO�BHQ?PQ=PA�BNKI�PEIA�PK�PEIA��OK�BQNPDAN�PAOPEJC
SEHH�>A�@KJA��EJ�L=OP�UA=NO��PAOP�NAOQHPO�SANA�>AHKS�����L"E�+

� 6DANA��,KNA�EJBKNI=PEKJ�EO�=R=EH=>HA�BNKI�PDA�4�2��$JRENKJIAJP=H
/NKPA?PEKJ� CAJ?U�KN�PDA�OP=PA�N=@KJ�KBBE?A

� 'KS��!U�LDKJA��I=EH��KN�KJ�PDA�(JPANJAP�	LNKRE@A�BQHH�?KJP=?P
EJBKNI=PEKJ�BKN�>KPD�OKQN?AO


� 6DU��3K�>A?KIA�>APPAN�EJBKNIA@�=J@�=RKE@�IEOQJ@ANOP=J@EJCO
=>KQP�N=@KJ��EPO�DA=HPD�NEOGO��=J@�PDA�IA=JEJC�KB�N=@KJ�PAOP�NAOQHPO

�� "EPU�IAAPEJC�=>KQP�N=@KJ

� 6DK�� HH�?EPU�NAOE@AJPO�=NA�SAH?KIA

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



Figure 5.1

Communication about health
care concerns requires careful
planning and preparation.

© 2010 Jupiterimages
Corporation

� 6D=P�� PPAJ@�=J�EJBKNI=PEKJ=H�IAAPEJC�SDANA�PDA�I=UKN��@ENA?PKN
KB�PDA�DKQOEJC�=QPDKNEPU��?EPU�DA=HPD�EJOLA?PKN��=J@�?EPU
AJRENKJIAJP=H�?KILHE=J?A�KBBE?AN�SEHH�OLA=G�=J@�=JOSAN�MQAOPEKJO

� 6DAJ��,KJ@=U��)=JQ=NU����=P���L�I�
� 6DANA��"EPU�D=HH�?KIIQJEPU�NKKI
� 6DU��3K�>A?KIA�>APPAN�EJBKNIA@�=J@�=RKE@�IEOQJ@ANOP=J@EJCO

=>KQP�N=@KJ��EPO�DA=HPD�NEOGO��=J@�PDA�IA=JEJC�KB�N=@KJ�PAOP�NAOQHPO

.J?A�UKQ�D=RA�H=E@�KQP�PDAOA�AHAIAJPO�KB�UKQN�EJBKNI=PERA�HAPPAN��UKQ�D=RA�=J
KQPHEJA�BNKI�SDE?D�EP�SEHH�>A�A=OU�PK�SNEPA�PDA�=?PQ=H�HAPPAN�

8KQN�ABBKNP�OANRAO�=O�=�SNEPPAJ�NA?KN@�KB
?KNNAOLKJ@AJ?A�EJBKNIEJC�PDAI�PD=P�N=@KJ�S=O
@APA?PA@��SDE?D�I=U�>A�KJA�KB�PDA�OLA?EBE?�KN�LNEI=NU
LQNLKOAO�� �OA?KJ@=NU�LQNLKOA�I=U�>A�PK�EJ?NA=OA
=PPAJ@=J?A�=P�PDA�PKSJ�D=HH�IAAPEJC��>QP�UKQ�SEHH�JAA@
BAA@>=?G�BNKI�PD=P�ARAJP�PK�@APANIEJA�PDA�ABBA?PERAJAOO
KB�UKQN�ABBKNP�

-KS�EI=CEJA�PD=P�EJOPA=@�KB�>AEJC�=�DKQOEJC�=QPDKNEPU
AILHKUAA��UKQ�=NA�=�?EPU�NAOE@AJP�SDK�NA?AERAO�PD=P
EJBKNI=PERA�HAPPAN��=J@�UKQ�D=LLAJ�PK�KLAN=PA�=
>QOEJAOO�=O�=�?ANPEBEA@�N=@KJ�IEPEC=PEKJ�?KJPN=?PKN��8KQ
I=U�@A?E@A�PK�>QEH@�KJ�PDEO�EJBKNI=PEKJ�=J@�@ARAHKL�=
LANOQ=OERA�IAOO=CA��8KQ�I=U�@N=BP�=�HAPPAN�PK�PDA
DKIAKSJANO�=J@�H=J@HKN@O�EJ�PDA�JAECD>KNDKK@�JA=N
PDA�>QEH@EJC�EJ�MQAOPEKJ��3K�I=GA�UKQN�IAOO=CA
LANOQ=OERA��UKQ�I=U�BK?QO�KJ�PDA�LAN?ALPEKJ�PD=P
N=@E=PEKJ�EO�EJDANAJPHU�@=JCANKQO�=J@�PD=P�JK�=IKQJP�KB
N=@KJ�D=O�>AAJ�@A?H=NA@�O=BA��8KQ�I=U�?EPA�ATPANJ=H
=QPDKNEPEAO�PD=P�EJ@E?=PA�N=@KJ�EO�=�?KJPNE>QPEJC�B=?PKN
PK�OARAN=H�DA=HPD�=EHIAJPO��=J@�ARAJ�=LLA=H�PK�AIKPEKJO
SEPD�LDN=OAO�HEGA�dLNKPA?P�UKQN�?DEH@NAJe�=J@�dLA=?A�KB�IEJ@�e�8KQN�HAPPAN�SEHH
LNK>=>HU�AJ?KQN=CA�NA=@ANO�PK�?DA?G�SEPD�PDA�OP=PA�N=@KJ�KBBE?A�PK�RANEBU�PD=P�UKQ
=NA�=�?ANPEBEA@�?KJPN=?PKN��@AO?NE>A�PDA�OANRE?AO�UKQ�LNKRE@A��=J@�EJ@E?=PA�PD=P
BNEAJ@HU�L=UIAJP�PANIO�?=J�>A�=NN=JCA@�

Credibility, Timing, and Audience

 P�PDEO�LKEJP�EJ�PDA�@EO?QOOEKJ��SA�JAA@�PK�REOEP�PDA�?KJ?ALP�KB�?NA@E>EHEPU�
Credibility � ��KN�PDA�LAN?ALPEKJ�KB�EJPACNEPU�KB�PDA�IAOO=CA�>=OA@�KJ�=J�=OOK?E=PEKJ
SEPD�PDA�OKQN?A��EO�?AJPN=H�PK�=JU�?KIIQJE?=PEKJ�=?P��(B�PDA�=Q@EAJ?A�LAN?AERAO�PDA

�� 0Q=HEPEAO��?=L=>EHEPEAO��KN�LKSAN
PK�AHE?EP�BNKI�PDA�=Q@EAJ?A
>AHEAB�EJ�KJAgO�?D=N=?PAN�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



HAPPAN�=O�D=REJC�LNAOAJPA@�PDA�EJBKNI=PEKJ�EJ�=J�EIL=NPE=H�=J@�K>FA?PERA�S=U�
LAN?AERAO�PDA�DA=HPD�EJOLA?PKNgO�=J@�AJRENKJIAJP=H�?KILHE=J?A�KBBE?ANgO�ATLANPEOA
EJ�PDA�BEAH@�=O�NAHAR=JP�PK�PDA�PKLE?��=J@�CAJAN=HHU�NAC=N@O�PDA�DKQOEJC�=QPDKNEPU�EJ�=
LKOEPERA�HECDP��PDAU�SEHH�>A�HEGAHU�PK�=??ALP�UKQN�EJBKNI=PEKJ�=O�=??QN=PA��(B�
DKSARAN��PDA�=Q@EAJ?A�@KAO�JKP�=OOK?E=PA�PNQOP�=J@�NAHE=>EHEPU�SEPD�UKQN�IAOO=CA�EJ
L=NPE?QH=N�=J@�PDA�?EPU�CKRANJIAJP�EJ�CAJAN=H��UKQ�I=U�=JPE?EL=PA�=�HERAHU
@EO?QOOEKJ�=P�PDA�?EPU�D=HH�IAAPEJC�

(J�PDA�O=IA�S=U��EB�PDA�NA=@EJC�=Q@EAJ?A�LAN?AERAO�PDA�N=@KJ�IEPEC=PEKJ
?KJPN=?PKNgO�HAPPAN�=O�=�LKKN�O=HAO�LEP?D�SEPDKQP�PDAEN�>AOP�EJPANAOP�KN�O=BAPU�EJ�IEJ@�
PDAU�I=U�JKP�NAOLKJ@�LKOEPERAHU�PK�EPO�IAOO=CA�=J@�>A�QJHEGAHU�PK�?KJP=?P�DEI�=>KQP
=JU�LKOOE>HA�N=@KJ�LNK>HAIO�EJ�PDAEN�DKIAO��(B��DKSARAN��PDA�O=HAO�HAPPAN�OMQ=NAHU
=@@NAOOAO�PDA�JAA@O�KB�PDA�=Q@EAJ?A�=J@�ABBA?PERAHU�LANOQ=@AO�PDAI��PDA�?KJPN=?PKN
I=U�HKKG�BKNS=N@�PK�=�>QOU�OA=OKJ�

1APQNJEJC�PK�PDA�KNECEJ=H�DKQOEJC�=QPDKNEPU�O?AJ=NEK��@E@�UKQ�?KJOE@AN�DKS�UKQN
HAPPAN�IECDP�>A�NA?AERA@��KN�PDA�BA=N�EP�I=U�D=RA�CAJAN=PA@�EJ�PDA�=Q@EAJ?A��(J�NA=H
HEBA�UKQ�@KJgP�CAP�=�OA?KJ@�?D=J?A��>QP�EJ�KQN�=?=@AIE?�OAPPEJC��SA�?=J�CK�>=?G�=J@
P=GA�IKNA�PEIA�KJ�KQN�=OOECJIAJP��QOEJC�PDA�PSAHRAEPAI�?DA?GHEOP�SA�LNAOAJPA@
A=NHEAN��(I=CEJA�PD=P�UKQ�=NA�PDA�I=UKN�KN�PDA�DKQOEJC�=QPDKNEPU�@ENA?PKN��!ABKNA
UKQ�=OOECJ�=J�AILHKUAA�PK�OAJ@�=�HAPPAN�PK�EJBKNI�NAOE@AJPO�=>KQP�PDA�N=@KJ�BEJ@EJC�
P=GA�=�IKIAJP�PK�?KJOE@AN�DKS�NA=HEOPE?�UKQN�LQNLKOA�EO�� O�=�?EPU�KBBE?E=H��UKQ�I=U
S=JP�PDA�HAPPAN�PK�OANRA�=O�=�NA?KN@�PD=P�NAOE@AJPO�SANA�EJBKNIA@�KB�PDA�N=@KJ
BEJ@EJC��>QP�SEHH�PD=P�>A�PDA�KJHU�KQP?KIA��6EHH�LAKLHA�>A�ARAJ�IKNA�?KJ?ANJA@�EJ
NAOLKJOA�PK�PDA�HAPPAN�PD=J�PDAU�SANA�SDAJ�PDA�EPAI�S=O�LQ>HEODA@�EJ�PDA
JASOL=LAN��6KQH@�=�LANOQ=OERA�HAPPAN�OANRA�PDA�?EPUgO�LQNLKOAO�>APPAN�PD=J�=J
EJBKNI=PERA�KJA�

 JKPDAN�?KJOE@AN=PEKJ�EO�PDA�PEIEJC��.J�PDA�KJA�D=J@��EP�I=U�>A�EILKNP=JP�PK�CAP
PDA�HAPPAN�OAJP�=O�MQE?GHU�=O�LKOOE>HA��=O�PDA�JASOL=LAN�NALKNP�I=U�D=RA�=HNA=@U
=NKQOA@�?KJ?ANJO�PD=P�PDA�HAPPAN�SEHH�DAHL�?=HI��.J�PDA�KPDAN�D=J@��CERAJ�PD=P�PDA
N=@KJ�S=O�@EO?KRANA@�EJ�IE@#A?AI>AN��I=JU�LAKLHA�=NA�LNK>=>HU�?=QCDP�QL�EJ
DKHE@=U�?AHA>N=PEKJO��(B�PDA�HAPPAN�EO�I=EHA@�@QNEJC�PDA�SAAG�KB�"DNEOPI=O��EP�I=U�JKP
CAP�PDA�=PPAJPEKJ�EP�@AOANRAO�� BPAN�)=JQ=NU����ARANUKJA�SEHH�>A�L=UEJC�IKNA
=PPAJPEKJ�PK�PDAEN�I=EH�=O�PDAU�=JPE?EL=PA�PDA�=NNER=H�KB�P=TNAH=PA@�@K?QIAJPO�KN
ARAJ�PDA�@NA=@A@�?NA@EP�?=N@�OP=PAIAJP��(B�PDA�I=UKN�D=O�O?DA@QHA@�PDA�?EPU�D=HH
IAAPEJC�BKN�)=JQ=NU����LAKLHA�I=U�>A�QJD=LLU�EB�PDAU�KJHU�HA=NJ�=>KQP�PDA�IAAPEJC
=P�PDA�H=OP�IEJQPA�� HOK�?KJOE@AN�UKQN�OP=BB��EB�I=JU�KB�PDAI�SEHH�>A�CKJA�KRAN�PDA
DKHE@=UO��PDANA�I=U�JKP�>A�AJKQCD�OP=BB�EJ�LH=?A�PK�NAOLKJ@�PK�LDKJA�?=HHO�PD=P�SEHH
HEGAHU�?KIA�EJ�NAOLKJOA�PK�PDA�HAPPAN��ARAJ�PDKQCD�PDA�HAPPAN�=@REOAO�NAOE@AJPO�PK
?KJP=?P�PDA�OP=PA�N=@KJ�KBBE?A�=J@�PDA�$JRENKJIAJP=H�/NKPA?PEKJ� CAJ?U�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



-ATP��DKS�?NA@E>HA�=NA�PDA�OKQN?AO�?EPA@�EJ�PDA�HAPPAN��(B�UKQ�=O�=�DKQOEJC�=QPDKNEPU
AILHKUAA�D=RA�>AAJ�=OGA@�PK�@N=BP�EP��PK�SDKI�ODKQH@�EP�CK�KJ?A�UKQ�D=RA�EP
SNEPPAJ��3DA�?EPU�DA=HPD�EJOLA?PKN�=J@�AJRENKJIAJP=H�?KILHE=J?A�KBBE?AN�=NA
IAJPEKJA@�=O�OKQN?AO��SEHH�PDAU�A=?D�NA=@�=J@�=LLNKRA�PDA�HAPPAN�>ABKNA�EP�EO�OAJP��(O
PDANA�OKIAKJA�=P�PDA�?KQJPU��OP=PA��KN�ARAJ�PDA�BA@AN=H�HARAH�SDK�?=J��KN�ODKQH@�
?DA?G�PDA�EJBKNI=PEKJ�>ABKNA�EP�EO�OAJP�

3DA�JATP�EPAI�KJ�PDA�?DA?GHEOP�EO�PK�I=GA�OQNA�PDA�IAOO=CA�NABHA?PO�LKOEPERAHU�KJ
UKQN�>QOEJAOO��(J�KQN�DULKPDAPE?=H�?=OA��PDA�d>QOEJAOOe�EO�?EPU�CKRANJIAJP��3DA
HAPPAN�ODKQH@�=?GJKSHA@CA�PD=P�?EPU�KBBE?E=HO�=J@�AILHKUAAO�=NA�OANR=JPO�KB�PDA
P=TL=UANO��d6A�=NA�DANA�PK�OANRA�UKQe�ODKQH@�>A�ATLNAOOA@��EB�JKP�EJ�OK�I=JU�SKN@O�
EJ�PDA�PKJA�KB�PDA�HAPPAN�

3DA�JATP�PDNAA�EPAIO�KJ�PDA�?DA?GHEOP�=NA�=OOK?E=PA@�SEPD�PDA�=Q@EAJ?A�LNKBEHA�
=Q@EAJ?A�OEVA��?KILKOEPEKJ��GJKSHA@CA��=J@�=S=NAJAOO�KB�PDA�PKLE?��2EJ?A�UKQN
HAPPAN�EO�>AEJC�OAJP�PK�=HH�?EPU�NAOE@AJPO��UKQ�HEGAHU�D=RA�=�@=P=>=OA�BNKI�SDE?D�UKQ
?=J�A=OEHU�PAHH�DKS�I=JU�NA=@ANO�?KJOPEPQPA�UKQN�=Q@EAJ?A��6D=P�=>KQP�=Q@EAJ?A
?KILKOEPEKJ��6D=P�AHOA�@K�UKQ�GJKS�=>KQP�PDA�?EPUgO�NAOE@AJPO��6D=P�LAN?AJP=CA�KB
DKQOADKH@O�EJ?HQ@AO�?DEH@NAJ��6D=P�EO�PDA�A@Q?=PEKJ�HARAH�KB�IKOP�KB�PDA�NAOE@AJPO�
 NA�PDANA�I=JU�NAOE@AJPO�SDKOA�BENOP�H=JCQ=CA�EO�JKP�$JCHEOD��EB�OK��ODKQH@�UKQN
HAPPAN�>A�PN=JOH=PA@�EJPK�=JU�KPDAN�H=JCQ=CAO��6D=P�EO�PDA�N=JCA�KB�EJ?KIA�HARAHO�EJ
PDA�?EPU��'KS�SAHH�EJBKNIA@�=NA�?EPU�NAOE@AJPO�=>KQP�N=@KJ��'=O�N=@KJ�>AAJ�=J
EOOQA�EJ�=JU�KPDAN�>QEH@EJCO�EJ�PDA�?EPU�EJ�NA?AJP�UA=NO��3DA�=JOSANO�PK�PDAOA
MQAOPEKJO�SEHH�DAHL�@APANIEJA�DKS�@AP=EHA@�PDA�EJBKNI=PEKJ�EJ�UKQN�HAPPAN�ODKQH@
>A�

%EJ=HHU��=JPE?EL=PA�LNK>=>HA�NAOLKJOAO�� HPDKQCD�PDA�HAPPAN�EO�EJPAJ@A@�PK�EJBKNI�
?KQH@�EP�>A�IEOEJPANLNAPA@�=O�=J�=PPAILP�PK�d?KRAN�QLe�=J�QJ=??ALP=>HA�?KJ@EPEKJ�EJ
?EPU�DKQOEJC��(B�PDA�HK?=H�JASOL=LAN�SANA�PK�NALNEJP�PDA�HAPPAN��SKQH@�PDA�I=UKN�>A
QLOAP��(O�PDANA�OKIAKJA�EJ�LQ>HE?�NAH=PEKJO�SDK�SEHH�>A�@KEJC�IA@E=�EJPANREASO�=P
PDA�O=IA�PEIA�PDA�HAPPAN�CKAO�KQP��6EHH�PDA�NAHA=OA�KB�EJBKNI=PEKJ�>A�?KKN@EJ=PA@�
=J@�EB�OK�>U�SDKI�

.JA�=@@EPEKJ=H�LKEJP�PD=P�@AOANRAO�IAJPEKJ�EO�PDA�JKPEKJ�KB�@A?EOEKJ�I=GANO��$RAJ�EB
UKQN�KRAN=HH�CK=H�EO�PK�EJBKNI�KN�LANOQ=@A��PDA�>=OE?�IEOOEKJ�EO�PK�OEILHU
?KIIQJE?=PA��$OP=>HEODEJC�=�?KJJA?PEKJ�EO�=�BQJ@=IAJP=H�=OLA?P�KB�PDA
?KIIQJE?=PEKJ�=Q@EAJ?A��=J@�EB�UKQ�?=J�?KNNA?PHU�P=NCAP�GAU�@A?EOEKJ�I=GANO�UKQ
EJ?NA=OA�UKQN�K@@O�BKN�I=GEJC�PDA�?KJJA?PEKJ�SEPD�PDKOA�UKQ�EJPAJ@�PK�EJBKNI�KN
LANOQ=@A��6DK�SEHH�KLAJ�PDA�I=EH��KN�AI=EH��6DK�SEHH�=?P�QLKJ�EP��3DA�>APPAN�UKQ
?=J�=JOSAN�PDKOA�MQAOPEKJO��PDA�IKNA�LNA?EOA�UKQ�?=J�>A�EJ�UKQN�SNEPEJC�ABBKNPO�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



(J�OKIA�S=UO�PDEO�EO�OEIEH=N�PK�=OGEJC�UKQN�LNKBAOOKN�PK�SNEPA�=�HAPPAN�KB
NA?KIIAJ@=PEKJ�BKN�UKQ��>QP�PK�=@@NAOO�EP�PK�dPK�SDKI�EP�I=U�?KJ?ANJ�e�(B�UKQ�?=J
LNKRE@A�=�LNEI=NU�?KJP=?P�J=IA�BKN�PDA�HAPPAN�KB�NA?KIIAJ@=PEKJ�EP�SEHH�EJ?NA=OA�EPO
LNK>=>HA�EIL=?P�KJ�PDA�AR=HQ=PEKJ�LNK?AOO��(B�UKQN�CK=H�EO�PK�CAP�=�O?DKH=NODEL�KN�=
FK>�KBBAN��UKQ�S=JP�PK�P=GA�PDA�JA?AOO=NU�OPALO�PK�EJ?NA=OA�UKQN�LKOEPERA�EIL=?P�KJ
PDA�=Q@EAJ?A�

Communication Channels

/QNLKOA�EO�?HKOAHU�=OOK?E=PA@�SEPD�?D=JJAH��6A�JAA@�PK�?KJOE@AN�PDA�LQNLKOA�SDAJ
?DKKOEJC�=�?D=JJAH��%NKI�OKQN?A�PK�NA?AERAN��IAOO=CA�PK�?D=JJAH��BAA@>=?G�PK
?KJPATP��AJRENKJIAJP��=J@�EJPANBANAJ?A��=HH�AECDP�?KILKJAJPO�LH=U�=�NKHA�EJ�PDA
@UJ=IE?�LNK?AOO��6DEHA�SNEPEJC�KBPAJ�BK?QOAO�KJ�=J�QJ@ANOP=J@EJC�KB�PDA�NA?AERAN
	=O�SAgRA�@EO?QOOA@
�=J@�@ABEJEJC�PDA�LQNLKOA�KB�PDA�IAOO=CA��PDA�?D=JJAHcKN�PDA
dDKSe�EJ�PDA�?KIIQJE?=PEKJ�LNK?AOOc@AOANRAO�OLA?E=H�IAJPEKJ�

2K�B=N��SA�D=RA�@EO?QOOA@�=�OEILHA�=J@�PN=@EPEKJ=H�?D=JJAH�KB�SNEPPAJ
?KIIQJE?=PEKJ��PDA�D=N@?KLU�HAPPAN�I=EHA@�EJ�=�OP=J@=N@�>QOEJAOO�AJRAHKLA�=J@
OAJP�>U�LKOP=H�I=EH��!QP�EJ�PK@=UgO�>QOEJAOO�AJRENKJIAJP��PDEO�?D=JJAH�EO�>A?KIEJC
EJ?NA=OEJCHU�N=NA�=O�AHA?PNKJE?�?D=JJAHO�>A?KIA�IKNA�SE@AHU�=R=EH=>HA�=J@
=??ALPA@�

6DAJ�EO�EP�=LLNKLNE=PA�PK�OAJ@�=J�EJOP=JP�IAOO=CA�	(,
�KN�PATP�IAOO=CA�RANOQO�=
?KJRAJPEKJ=H�AI=EH�KN�B=T��6D=P�EO�PDA�@EBBANAJ?A�>APSAAJ�=�HAPPAN�=J@�=�IAIK�
!APSAAJ�=�NALKNP�=J@�=�LNKLKO=H��6NEPEJC�EPOAHB�EO�PDA�?KIIQJE?=PEKJ�IA@EQI��>QP
A=?D�KB�PDAOA�OLA?EBE?�?D=JJAHO�D=O�EPO�KSJ�OPNAJCPDO��SA=GJAOOAO��=J@�QJ@ANOPKK@
ATLA?P=PEKJO�PD=P�=NA�OQII=NEVA@�EJ3=>HA������6NEPPAJ�"KIIQJE?=PEKJ�"D=JJAHO��

3=>HA����6NEPPAJ�"KIIQJE?=PEKJ�"D=JJAHO

Channel Strengths Weaknesses Expectations When to Choose

(,�KN
3ATP
,AOO=CA

_ 5ANU�B=OP
_ &KK@�BKN

N=LE@
AT?D=JCAO
KB�OI=HH
=IKQJPO�KB
EJBKNI=PEKJ

_ (JATLAJOERA

_ (JBKNI=H
_ -KP�OQEP=>HA�BKN

H=NCA�=IKQJPO�KB
EJBKNI=PEKJ

_  >>NARE=PEKJO�HA=@
PK
IEOQJ@ANOP=J@EJCO

0QE?G
NAOLKJOA

_ (JBKNI=H�QOA
=IKJC
LAANO�=P
OEIEH=N
HARAHO
SEPDEJ�=J
KNC=JEV=PEKJ

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



Channel Strengths Weaknesses Expectations When to Choose

_ 8KQ�JAA@�=
B=OP�
EJATLAJOERA
?KJJA?PEKJ
SEPD�=
?KHHA=CQA
KRAN�=�OI=HH
EOOQA�=J@
HEIEPA@
=IKQJP�KB
EJBKNI=PEKJ

Channel Strengths Weaknesses Expectations When to Choose

$I=EH

_ %=OP
_ &KK@�BKN

NAH=PERAHU�B=OP
AT?D=JCAO�KB
EJBKNI=PEKJ

_ d2Q>FA?Pe�HEJA
=HHKSO
?KILEH=PEKJ�KB
I=JU
IAOO=CAO�KJ
KJA�OQ>FA?P�KN
LNKFA?P

_ $=OU�PK
@EOPNE>QPA�PK
IQHPELHA
NA?ELEAJPO

_ (JATLAJOERA

_ ,=U�DEP
dOAJ@e
LNAI=PQNAHU

_ ,=U�>A
KRANHKKGA@
KN�@AHAPA@
SEPDKQP
>AEJC�NA=@

_ d1ALHU�PK
=HHe�ANNKN

_ d%KNS=N@e
ANNKN

_ +=NCA
=PP=?DIAJPO
I=U�?=QOA
PDA�AI=EH�PK
>A�?=QCDP�EJ
NA?ELEAJPgO
OL=I�BEHPAN

-KNI=HHU�=
NAOLKJOA�EO
ATLA?PA@
SEPDEJ���
DKQNO�
=HPDKQCD
JKNIO�R=NU�>U
OEPQ=PEKJ�=J@
KNC=JEV=PEKJ=H
?QHPQNA

_ 8KQ�JAA@�PK
?KIIQJE?=PA
>QP�PEIA�EO
JKP�PDA�IKOP
EILKNP=JP
?KJOE@AN=PEKJ

_ 8KQ�JAA@�PK
OAJ@
=PP=?DIAJPO
	LNKRE@A@
PDAEN�BEHA�OEVA
EO�JKP�PKK�>EC


%=T _ %=OP
_ 1A?AEREJC

EOOQAO�	A�C��

-KNI=HHU��=
HKJC�	IQHPELHA
L=CA
�B=T�EO�JKP
ATLA?PA@

_ 8KQ�S=JP�PK
OAJ@�=

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



Channel Strengths Weaknesses Expectations When to Choose

_ /NKRE@AO
@K?QIAJP=PEKJ

PDA
NA?AEREJC
I=?DEJA
I=U�>A�KQP
KB�L=LAN�KN
PKJAN


_ +KJC
@EOP=J?A
PAHALDKJA
?D=NCAO
=LLHU

_ 3N=JOEPEKJ=H
PAHALDKJA
>=OA@
PA?DJKHKCU
HKOEJC
LKLQH=NEPU
PK�KJHEJA
EJBKNI=PEKJ
AT?D=JCA

@K?QIAJP
SDKOA�BKNI=P
IQOP�NAI=EJ
EJP=?P�=O
LNAOAJPA@�
OQ?D�=O�=
IA@E?=H
LNAO?NELPEKJ
KN�=�OECJA@
SKNG�KN@AN

_  HHKSO�QOA�KB
HAPPANDA=@�PK
NALNAOAJP
UKQN
?KIL=JU

,AIK

_ .BBE?E=H�>QP
HAOO�BKNI=H
PD=J�=�HAPPAN

_ "HA=NHU�ODKSO
SDK�OAJP�EP�
SDAJ��=J@�PK
SDKI

_ ,AIKO�OAJP
PDNKQCD�A
I=EHO�?=J
CAP�@AHAPA@
SEPDKQP
NAREAS

_  PP=?DIAJPO
?=J�CAP
NAIKRA@�>U
OL=I�BEHPANO

-KNI=HHU�QOA@
EJPANJ=HHU�EJ
=J
KNC=JEV=PEKJ
PK
?KIIQJE?=PA
@ENA?PERAO
BNKI
I=J=CAIAJP
KJ�LKHE?U�=J@
LNK?A@QNA��KN
@K?QIAJP=PEKJ

8KQ�JAA@�PK�?KIIQJE?=PA�=
CAJAN=H�IAOO=CA�SEPDEJ�=J
KNC=JEV=PEKJ

+APPAN

_ %KNI=H
_ +APPANDA=@

NALNAOAJPO
UKQN�?KIL=JU

_ ,=U�CAP
BEHA@�KN
PDNKSJ
=S=U�QJNA=@

2LA?EBE?
BKNI=PO
=OOK?E=PA@
SEPD�OLA?EBE?
LQNLKOAO

8KQ�JAA@�PK�EJBKNI�
LANOQ=@A��@AHERAN�>=@�JASO
KN�JAC=PERA�IAOO=CA��=J@
@K?QIAJP�PDA
?KIIQJE?=PEKJ

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���



Channel Strengths Weaknesses Expectations When to Choose

=J@�=@@O
?NA@E>EHEPU

_ "KOP�=J@
PEIA
EJRKHRA@�EJ
LNEJPEJC�
OPQBBEJC�
OA=HEJC�
=BBETEJC
LKOP=CA��=J@
PN=RAH
PDNKQCD�PDA
LKOP=H
OUOPAI

1ALKNP
2ECJEBE?=JP�PEIA�BKN
LNAL=N=PEKJ�=J@�LNK@Q?PEKJ

1AMQENAO�ATPAJOERA�NAOA=N?D
=J@�@K?QIAJP=PEKJ

2LA?EBE?
BKNI=PO�BKN
OLA?EBE?
LQNLKOAO�
CAJAN=HHU
NALKNPO�=NA�PK
EJBKNI

8KQ�JAA@�PK�@K?QIAJP�PDA
NAH=PEKJODEL	O
�>APSAAJ�H=NCA
=IKQJPO�KB�@=P=�PK�EJBKNI�=J
EJPANJ=H�KN�ATPANJ=H�=Q@EAJ?A

/NKLKO=H
2ECJEBE?=JP�PEIA�BKN
LNAL=N=PEKJ�=J@�LNK@Q?PEKJ

1AMQENAO�ATPAJOERA�NAOA=N?D
=J@�@K?QIAJP=PEKJ

2LA?EBE?
BKNI=PO�BKN
OLA?EBE?
LQNLKOAO�
CAJAN=HHU
LNKLKO=HO�=NA
PK�LANOQ=@A

8KQ�JAA@�PK�LANOQ=@A�=J
=Q@EAJ?A�SEPD�?KILHAT
=NCQIAJPO�=J@�@=P=

!U�?DKKOEJC�PDA�?KNNA?P�?D=JJAH�BKN�=�IAOO=CA��UKQ�?=J�O=RA�UKQNOAHB�I=JU
DA=@=?DAO�=J@�EJ?NA=OA�PDA�HEGAHEDKK@�PD=P�UKQN�SNEPEJC�SEHH�>A�NA=@��QJ@ANOPKK@�
=J@�=?PA@�QLKJ�EJ�PDA�I=JJAN�UKQ�EJPAJ@A@�

.QN�@EO?QOOEKJ�KB�?KIIQJE?=PEKJ�?D=JJAHO�SKQH@�JKP�>A�?KILHAPA�SEPDKQP
IAJPEKJEJC�PDA�EOOQAO�KB�LNER=?U�=J@�OA?QNEPU�EJ�AHA?PNKJE?�?KIIQJE?=PEKJO��3DA
 IANE?=J�,=J=CAIAJP� OOK?E=PEKJ IANE?=J�,=J=CAIAJP� OOK?E=PEKJ��	����
�
Electronic monitoring & surveillance survey: Over half of all employers combined fire
workers for e-mail & Internet abuse��1APNEARA@�BNKIDPPL���LNAOO�=I=JAP�KNC�LNAOO
NAHA=OAO���������AHA?PNKJE?IKJEPKNEJCOQNRAEHH=J?AOQNRAUAOPEI=PAO�PD=P�=>KQP
PSK�PDEN@O�KB�AILHKUANO�IKJEPKN�PDAEN�AILHKUAAOg�AHA?PNKJE?�?KIIQJE?=PEKJO�KN
(JPANJAP�QOA��6DAJ�UKQ�?=HH�=J@�HA=RA�=�RKE?A�IAOO=CA�BKN�=�BNEAJ@�KN�?KHHA=CQA�=P
SKNG��@K�UKQ�GJKS�SDANA�UKQN�IAOO=CA�EO�OPKNA@��3DANA�S=O�=�PEIA�SDAJ�PDA

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���

http://press.amanet.org/press-releases/177/2007-electronic-monitoring-surveillance-survey
http://press.amanet.org/press-releases/177/2007-electronic-monitoring-surveillance-survey


IAOO=CA�I=U�D=RA�>AAJ�OPKNA@�KJ�=J�=J=HKC�?=OOAPPA�EJ�=J�=JOSANEJC�I=?DEJA��KN
ARAJ�KJ�=�OI=HH�LEJG�D=J@SNEPPAJ�JKPA�SDE?D�=�OA?NAP=NU�@ALKOEPA@�EJ�UKQN�BNEAJ@gO
EJ>KT��3K@=U�PDA�dSDANAe�EO�ENNAHAR=JP��=O�PDA�EJ>KT�EO�@ECEP=H�=J@�?=J�>A�=??AOOA@
BNKI�=HIKOP�=JUSDANA�KJ�PDA�LH=JAP��3D=P�=HOK�IA=JO�PDA�IAOO=CA�UKQ�HABP��SEPD
PDA�NALNAOAJP=PEKJ�KB�UKQN�RKE?A��?=J�>A�BKNS=N@A@�RE=�AI=EH�=O�=J�=PP=?DIAJP�PK
=JUKJA�� JU�PEIA�UKQ�OAJ@�=J�(,��PATP��KN�AI=EH�KN�HA=RA�=�RKE?A�IAOO=CA��UKQN
IAOO=CA�EO�OPKNA@�KJ�IKNA�PD=J�KJA�OANRAN��=J@�EP�?=J�>A�EJPAN?ALPA@�KN�BKNS=N@A@
PK�LANOKJO�KPDAN�PD=J�PDA�EJPAJ@A@�NA?AERAN�� NA�UKQ�NA=@U�BKN�UKQN�IAOO=CA�PK�>A
>NK=@?=OP�PK�PDA�SKNH@��#K�UKQN�SKN@O�NALNAOAJP�UKQ�=J@�UKQN�>QOEJAOO�EJ�=
LKOEPERA�HECDP�

Newsweek?KHQIJEOP�)AJJEBAN�.N@K[AV�N=EOAO�PDEO�MQAOPEKJ�SDAJ�ODA�SNEPAO��d%KN
@AOG�FK?GAUO�ARANUSDANA��EP�D=O�>A?KIA�=O�NKQPEJA�=O�=�PKQN�KB�PDA�KBBE?AOQLLHU
?HKOAP��PDA�?KJOAJP�BKNI�=PPAOPEJC�PD=P�UKQ�QJ@ANOP=J@�=J@�=??ALP�PD=P�=JU�AI=EHO
UKQ�SNEPA��(JPANJAP�OEPAO�UKQ�REOEP�KN�>QOEJAOO�UKQ�?KJ@Q?P�KJ�UKQN�AILHKUANgO
?KILQPAN�JAPSKNG�=NA�OQ>FA?P�PK�EJOLA?PEKJ�e.N@K[AV��)��	������)QHU���
�The
technologist: They canÕt hide their pryinÕ eyes��1APNEARA@�BNKI
DPPL���SSS�JASOSAAG�?KI�E@�������  O�UKQ�QOA�,U2L=?A��QL@=PA�UKQN�%=?A>KKG
L=CA��CAP�+EJGA@(J��3SEPPAN��PATP��=J@�(,��UKQ�HA=RA�=J�AHA?PNKJE?�PN=EH�KB�d>NA=@
?NQI>Oe�PD=P�IANCA�LANOKJ=H�=J@�LNKBAOOEKJ=H�OLDANAO��KLAJEJC�QL�OECJEBE?=JP
EOOQAO�KB�LNER=?U��(J�KQN�@EO?QOOEKJ�SA�=@@NAOO�NAOA=N?D�BKN�OLA?EBE?�>QOEJAOO
@K?QIAJP�LNK@Q?PEKJ��=J@�=HH�PDA�AHA?PNKJE?�NAOA=N?D�?KJ@Q?PA@�EO�OQ>FA?P�PK
NAREAS��6DEHA�PDA�?=OA�H=S�EO�ARKHREJC�=O�PDA�PA?DJKHKCU�SA�QOA�PK�EJPANB=?A
ATL=J@O��EP�EO�SEOA�PK�?KJOE@AN�PD=P�=JUPDEJC�UKQ�SNEPA�KN�NA?KN@�?=J�=J@�SEHH�>A
OPKNA@�BKN�H=PAN�NAPNEAR=H�>U�LAKLHA�BKN�SDKI�UKQN�IAOO=CA�S=O�JKP�EJEPE=HHU
EJPAJ@A@�

(J�PANIO�KB�SNEPEJC�LNAL=N=PEKJ��UKQ�ODKQH@�NAREAS�=JU�AHA?PNKJE?�?KIIQJE?=PEKJ
>ABKNA�UKQ�OAJ@�EP��2LAHHEJC�=J@�CN=II=PE?=H�ANNKNO�SEHH�JAC=PERAHU�EIL=?P�UKQN
?NA@E>EHEPU��6EPD�SNEPPAJ�@K?QIAJPO�SA�KBPAJ�P=GA�PEIA�=J@�?=NA�PK�CAP�EP�NECDP�PDA
BENOP�PEIA��>QP�PDA�OLAA@�KB�(,��PATP��KN�AI=EH�KBPAJ�@AHAPAO�PDEO�EILKNP=JP�NAREAS
?U?HA�KB�SNEPPAJ�SKNGO��)QOP�>A?=QOA�PDA�@K?QIAJP�UKQ�LNAL=NA�EJ�(,�EO�KJHU�KJA
OAJPAJ?A�HKJC�@KAOJgP�IA=J�EP�?=JgP�>A�IEOQJ@ANOPKK@�KN�ATLKOA�UKQ�PK�HE=>EHEPU�
3=GA�PEIA�SDAJ�LNAL=NEJC�UKQN�SNEPPAJ�IAOO=CAO��NAC=N@HAOO�KB�PDAEN�EJPAJ@A@
LNAOAJP=PEKJ��=J@�NAREAS�UKQN�SKNG�>ABKNA�UKQ�?HE?G�dOAJ@�e

KEY TAKEAWAY

"DKKOA�PDA�IKOP�ABBA?PERA�?D=JJAH�BKN�UKQN�@K?QIAJP�=J@�?KJOE@AN�PDA
LKOOE>HA�N=IEBE?=PEKJO�KB�SD=P�UKQ�D=RA�SNEPPAJ�>ABKNA�UKQ�OAJ@�EP�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

���� �/H=JJEJC�"DA?GHEOP�BKN�!QOEJAOO�,AOO=CAO ���

http://www.newsweek.com/id/143737


EXERCISES
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5.3 Research and Investigation: Getting Started

LEARNING OBJECTIVES
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SEPDEJ�PDA�=HHKPPA@�PEIA�>ABKNA�PDA�@A=@HEJA��8KQ�IECDP�S=JP�PK�NAREOEP�UKQN
LQNLKOA�=J@�=OG�UKQNOAHB��DKS�OLA?EBE?�EO�IU�PKLE?�

(I=CEJA�PD=P�UKQ�SKNG�BKN�=�HK?=H�OGU@EREJC�PN=EJEJC�B=?EHEPU��8KQN�>KOO�D=O
=OOAI>HA@�=�HEOP�KB�LAKLHA�SDK�IECDP�>A�?=J@E@=PAO�BKN�OGU@EREJC�=J@�=OGO�UKQ�PK
SNEPA�=�HAPPAN�PK�PDAI��8KQN�CAJAN=H�LQNLKOA�EO�PK�LANOQ=@A��=J@�UKQN�OLA?EBE?
LQNLKOA�EO�PK�EJ?NA=OA�PDA�JQI>AN�KB�OPQ@AJPO�AJNKHHA@�EJ�?H=OOAO��8KQgRA�@A?E@A@
PD=P�OGU@EREJC�EO�UKQN�PKLE?�=NA=�=J@�UKQ�=NA�CKEJC�PK�PAHH�UKQN�=Q@EAJ?A�DKS
ATDEH=N=PEJC�PDA�ATLANEAJ?A�EO��@EO?QOO�PDA�DEOPKNU�=J@�>=OE?�AMQELIAJP��?KRAN�PDA
>=OE?�NAMQENAIAJPO�JA?AOO=NU�PK�CK�KJ�=�BENOP�FQIL��=J@�LNKRE@A�NABANAJ?A
EJBKNI=PEKJ�KJ�SDANA�UKQN�=Q@EAJ?A�?KQH@�CK�PK�HA=NJ�IKNA�	HEJGO�=J@�6A>�OEPAO�
BKN�AT=ILHA
�

!QP�=P�PDEO�LKEJP�UKQ�IECDP�BEJ@�PD=P�=�KJAL=CA�HAPPAN�OEILHU�EO�JKP�AJKQCD�OL=?A
BKN�PDA�NAMQENA@�?KJPAJP��1=PDAN�PD=J�ATL=J@�PDA�HAPPAN�PK�PSK�L=CAO�=J@�NEOG�HKOEJC
PDA�NA=@AN��?KJOE@AN�UKQN�=Q@EAJ?A�=J@�SD=P�PDAU�IECDP�S=JP�PK�HA=NJ��'KS�?=J�UKQ
J=NNKS�UKQN�PKLE?�PK�>APPAN�?KJOE@AN�PDAEN�JAA@O�� O�UKQ�A@EP�UKQN�PKLE?�
?KJOE@ANEJC�SD=P�PDA�AOOAJPE=H�EJBKNI=PEKJ�EO�=J@�SD=P�?=J�>A�?QP��UKQgHH�?KIA�PK
BK?QO�KJ�PDA�GAU�LKEJPO�J=PQN=HHU�=J@�NA@Q?A�PDA�LNAOOQNA�KJ�UKQNOAHB�PK�?KRAN�PKK
IQ?D�EJBKNI=PEKJ�EJ�=�HEIEPA@�OL=?A�AJRENKJIAJP�

/AND=LO�OP=NPEJC�SEPD�=�PAOPEIKJU�=>KQP�=�?HEAJPgO�BENOP�FQIL��BKHHKSA@�>U�>=OE?
AMQELIAJP�=J@�PN=EJEJC�JAA@A@��=J@�BEJ=HHU�=�NABANAJ?A�PK�UKQN�KNC=JEV=PEKJ�I=U
DAHL�UKQ�@ABEJA�UKQN�@K?QIAJP��6DEHA�PDA�DEOPKNU�I=U�>A�B=O?EJ=PEJC��=J@�I=U
OANRA�=O�=�PKLE?�EJ�EPOAHB�BKN�=JKPDAN�@=U��EP�I=U�=@@�PKK�IQ?D�EJBKNI=PEKJ�EJ�PDEO
LANOQ=OERA�HAPPAN��8KQN�OLA?EBE?�LQNLKOA�I=U�>A�PK�EJ?NA=OA�AJNKHHIAJP��>QP�UKQN
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CAJAN=H�CK=H�SEHH�>A�PK�?KIIQJE?=PA�CKK@SEHH�=J@�AOP=>HEOD�?KIIQJE?=PEKJ��(B�UKQ
?=J�CAP�UKQN�=Q@EAJ?A�PK�REAS�OGU@EREJC�EJ�=�LKOEPERA�HECDP�=J@�?KJOE@AN�PDA
ATLANEAJ?A�BKN�PDAIOAHRAO��KN�LAKLHA�PDAU�GJKS��UKQ�D=RA�=??KILHEODA@�UKQN
CAJAN=H�LQNLKOA�

Focus on Key Points

 O�=�@EBBANAJP�AT=ILHA��HAPgO�EI=CEJA�PD=P�UKQ�=NA�PDA�KBBE?A�I=J=CAN�BKN�=�LAP
>K=N@EJC�B=?EHEPU�PD=P�?=NAO�BKN�@KCO�=J@�?=PO�SDEHA�PDAEN�KSJANO�=NA�=S=U��3DA
CAJAN=H�I=J=CAN�D=O�=OGA@�UKQ�PK�@N=BP�=�IAIK�PK�NAIEJ@�AILHKUAAO�=>KQP�O=BAPU
LN=?PE?AO��8KQN�CAJAN=H�LQNLKOA�EO�PSKBKH@��PK�EJBKNI�AILHKUAAO�=>KQP�O=BAPU
?KJ?ANJO�=J@�PK�IKPER=PA�PDAI�PK�AJC=CA�EJ�O=BA�SKNG�LN=?PE?AO��8KQN�OLA?EBE?
LQNLKOA�EO�=HOK�PSKBKH@��PK�LNARAJP�AILHKUAAO�BNKI�>AEJC�EJFQNA@�KN�EJBA?PA@�SEPD
@EOA=OAO�KJ�PDA�FK>��=J@�PK�NA@Q?A�PDA�NEOG�KB�PDA�=JEI=H�L=PEAJPO�>AEJC�EJFQNA@�KN
>A?KIEJC�OE?G�SDEHA�EJ�UKQN�?=NA�

8KQ�=NA�=J�KBBE?A�I=J=CAN��JKP�=�RAPANEJ=NU�KN�IA@E?=H�LNKBAOOEKJ=H��=J@�?HA=NHU
PDANA�=NA�RKHQIAO�SNEPPAJ�=>KQP�=JEI=H�EJFQNEAO�=J@�EHHJAOOAO��JKP�PK�IAJPEKJ�AJPENA
O?DKKHO�@ARKPA@�PK�PA=?DEJC�IA@E?EJA�PK�@K?PKNO�SDK�?=NA�BKN�DQI=J�L=PEAJPO��(J�=
ODKNP�IAIK�UKQ�?=JJKP�DKLA�PK�?KRAN�=HH�LKOOE>HA�AT=ILHAO�KB�EJFQNU�KN�EHHJAOO�
(JOPA=@��BK?QO�KJ�PDA�BKHHKSEJC�>AD=REKNO�=J@�OEPQ=PEKJO�UKQ�K>OANRA�

_ #K�AILHKUAAO�S=OD�PDAEN�D=J@O�PDKNKQCDHU�>ABKNA�=J@�=BPAN�?KJP=?P
SEPD�A=?D�=JEI=H�

_  NA�D=J@S=ODEJC�B=?EHEPEAO�GALP�?HA=J�=J@�OQLLHEA@�SEPD�OK=L�=J@
L=LAN�PKSAHO�

_ 6DAJ�?HA=JEJC�PDA�=JEI=HOg�?=CAO��@K�AILHKUAAO�SA=N�=LLNKLNE=PA
LNKPA?PEKJ�OQ?D�=O�CHKRAO�

_ 6D=P�EO�PDA�LNK?A@QNA�BKN�@EOLKOEJC�KB�=JEI=H�S=OPA��=J@�@K�=HH
AILHKUAAO�GJKS�=J@�BKHHKS�PDA�LNK?A@QNA�

_ 6DAJ�=J�=JEI=H�EO�>AEJC�PN=JOBANNA@�BNKI�KJA�?=CA�PK�=JKPDAN��=NA
PDANA�AJKQCD�OP=BB�IAI>ANO�LNAOAJP�PK�LNKRE@A�>=?GQL�=OOEOP=J?A�EJ
?=OA�PDA�=JEI=H�>A?KIAO�QJNQHU�

_ 6D=P�ODKQH@�=J�AILHKUAA�@K�EB�DA�KN�ODA�EO�>EPPAJ�KN�O?N=P?DA@�
_ 6D=P�EB�=J�=JEI=H�ATDE>EPO�OECJO�KB�>AEJC�EHH�
_ '=RA�PDANA�>AAJ�=JU�NA?AJP�EJ?E@AJPO�PD=P�N=EOA@�?KJ?ANJO�=>KQP

O=BAPU�

.J?A�UKQ�D=RA�LKOA@�=J@�=JOSANA@�MQAOPEKJO�HEGA�PDAOA��EP�ODKQH@�>A�A=OEAN�PK
J=NNKS�@KSJ�PDA�EJBKNI=PEKJ�OK�PD=P�PDA�NAOQHP�EO�=�NA=OKJ=>HU�>NEAB��A=OU�PK�NA=@
IAIK�PD=P�SEHH�CAP�AILHKUAAOg�=PPAJPEKJ�=J@�LANOQ=@A�PDAI�PK�=@KLP�O=BA�SKNG
LN=?PE?AO�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ
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Planning Your Investigation for Information

-KS�HAPgO�EI=CEJA�PD=P�UKQ�SKNG�BKN�=�OI=HH�=??KQJPEJC�BENI�SDKOA�LNAOE@AJP�SKQH@
HEGA�PK�OP=NP�OAJ@EJC�=�IKJPDHU�JASOHAPPAN�PK�?HEAJPO�=J@�LNKOLA?PERA�?HEAJPO��'A�EO
=S=NA�KB�JASOHAPPAN�LNK@Q?PEKJ�OANRE?A�RAJ@KNO�PD=P�LNKRE@A�JASOHAPPANO�PK
NALNAOAJP�=�L=NPE?QH=N�=??KQJPEJC�BENI��'A�D=O�=OGA@�UKQ�PK�?KILEHA�=�HEOP�KB�OQ?D
OANRE?AO��PDAEN�LNE?AO�=J@�LN=?PE?AO��OK�PD=P�PDA�BENI�?=J�?DKKOA�KJA�PK�AILHKU�

(B�UKQ�=NA�=HANP��UKQ�SEHH�>ACEJ�UKQN�LH=JJEJC�EIIA@E=PAHU��SDEHA�UKQN�?KJRANO=PEKJ
SEPD�PDA�LNAOE@AJP�EO�OPEHH�CKEJC�KJ��=O�UKQ�SEHH�JAA@�IKNA�EJBKNI=PEKJ�>ABKNA�UKQ
?=J�C=QCA�PDA�O?KLA�KB�PDA�=OOECJIAJP�� LLNKTEI=PAHU�DKS�I=JU�JASOHAPPAN
RAJ@KNO�@KAO�UKQN�LNAOE@AJP�S=JP�PK�GJKS�=>KQPcEO�PDNAA�KN�BKQN�AJKQCD��6KQH@
PSAJPU�>A�PKK�I=JU��(O�PDANA�=�OAP�>Q@CAP�BECQNA�PD=P�PDA�JASOHAPPAN�?KOP�IQOP�JKP
AT?AA@��'KS�OKKJ�@KAO�UKQN�NALKNP�JAA@�PK�>A�@KJA�

.J?A�UKQ�D=RA�PDAOA�@AP=EHO��UKQ�SEHH�>A�=>HA�PK�LH=J�SDAJ�=J@�SDANA�PK�C=PDAN�PDA
JAA@A@�EJBKNI=PEKJ��3DA�OI=NPAOP�LH=?A�PK�>ACEJ�EO�NECDP�EJ�UKQN�KBBE?A��(B�PDA
LNAOE@AJP�D=O�=JU�AT=ILHAO�KB�JASOHAPPANO�DA�D=O�OAAJ�BNKI�KPDAN�>QOEJAOOAO��UKQ
?=J�AT=IEJA�PDAI�=J@�JKPA�PDA�?KJP=?P�EJBKNI=PEKJ�KB�PDA�?KIL=JEAO�PD=P
LNK@Q?A@�PDAI��8KQ�I=U�=HOK�D=RA�=J�KLLKNPQJEPU�PK�=OG�?KSKNGANO�EB�PDAU�GJKS�KN
ARAJ�D=RA�?KLEAO�KB�=JU�OQ?D�JASOHAPPANO�

 OOQIEJC�PD=P�UKQN�LNAOE@AJP�S=JPO�PK�?KJOE@AN�IKNA�PD=J�FQOP�=�?KQLHA�KB�RAJ@KNO�
UKQ�SEHH�JAA@�PK�ATL=J@�UKQN�OA=N?D��3DA�JATP�HKCE?=H�LH=?A�PK�HKKG�EO�PDA�(JPANJAP�
(J�OKIA�?KIL=JEAO��AILHKUAAO�D=RA�BQHH�(JPANJAP�=??AOO�BNKI�PDAEN�KBBE?A
?KILQPANO��KPDAN�?KIL=JEAO�LNKRE@A�KJHU�=�BAS�PANIEJ=HO�SEPD�(JPANJAP�=??AOO�
2KIA�SKNGLH=?AO�=HHKS�JK�(JPANJAP�=??AOO��EB�PDEO�EO�PDA�?=OA��UKQ�?=J�REOEP�UKQN
JA=NAOP�LQ>HE?�HE>N=NU�

 O�=JUKJA�SDK�D=O�OLAJP�=J�AJPENA�ARAJEJC�=EIHAOOHU�6A>�OQNBEJC�?=J�=PPAOP��PDA
(JPANJAP�EO�=�CNA=P�LH=?A�PK�BEJ@�HK=@O�=J@�HK=@O�KB�EJPANAOPEJC�>QP�ENNAHAR=JP
EJBKNI=PEKJ��*JKSEJC�SD=P�MQAOPEKJO�UKQ�=NA�OAAGEJC�PK�=JOSAN�SEHH�DAHL�UKQ�OP=U
BK?QOA@�KJ�UKQN�NALKNPgO�PKLE?��=J@�GJKSEJC�PDA�O?KLA�KB�PDA�NALKNP�SEHH�DAHL�UKQ�PK
@A?E@A�DKS�IQ?D�NAOA=N?D�PEIA�PK�LH=J�EJ�UKQN�O?DA@QHA�

Staying Organized

.J?A�UKQ�KLAJ�QL�=�6A>�>NKSOAN�OQ?D�=O�&KKCHA�=J@�PULA�EJ�=�OA=N?D�L=N=IAPAN�HEGA
dJASOHAPPAN�LNK@Q?PEKJ�e�UKQ�SEHH�D=RA�=�SA=HPD�KB�EJBKNI=PEKJ�PK�HKKG�=P��,Q?D�KB
EP�I=U�>A�ENNAHAR=JP��>QP�ARAJ�PDA�EJBKNI=PEKJ�PD=P�BEPO�SEPD�UKQN�LNKFA?P�SEHH�>A�OK
IQ?D�PD=P�UKQ�SEHH�>A�?D=HHAJCA@�PK�GAAL�PN=?G�KB�EP�
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/AND=LO�PDA�IKOP�REP=H�OPN=PACU�BKN�OP=UEJC�KNC=JEVA@�SDEHA�@KEJC�KJHEJA�NAOA=N?D�EO
PK�KLAJ�=�>H=JG�L=CA�EJ�UKQN�SKN@�LNK?AOOKN�=J@�PEPHA�EP�d2KQN?AO�e�$=?D�PEIA�UKQ
BEJ@�=�6A>�L=CA�PD=P�?KJP=EJO�SD=P�UKQ�>AHEARA�I=U�>A�QOABQH�=J@�NAHAR=JP
EJBKNI=PEKJ��?KLU�PDA�41+�=J@�L=OPA�EP�KJ�PDEO�2KQN?AO�L=CA��4J@AN�PDA�41+��?KLU
=J@�L=OPA�=�L=N=CN=LD�KN�PSK�=O�=J�AT=ILHA�KB�PDA�EJBKNI=PEKJ�UKQ�BKQJ@�KJ�PDEO
6A>�L=CA��$NN�KJ�PDA�OE@A�KB�HEOPEJC�PKK�I=JU�OKQN?AO��EB�EJ�@KQ>P�=>KQP�=�OKQN?A��HEOP
EP�BKN�PDA�PEIA�>AEJCcUKQ�?=J�=HS=UO�@EO?=N@�EP�H=PAN��'=REJC�PDAOA�OKQN?A�41+O�=J@
OJELLAPO�KB�EJBKNI=PEKJ�=HH�EJ�KJA�LH=?A�SEHH�O=RA�UKQ�=�CNA=P�@A=H�KB�PEIA�=J@�I=JU
DA=@=?DAO�H=PAN�KJ�

 O�UKQ�ATLHKNA�R=NEKQO�6A>�OEPAO�KB�?KIL=JEAO�PD=P�LNKRE@A�JASOHAPPAN�LNK@Q?PEKJ
OANRE?AO��UKQ�SEHH�JK�@KQ>P�AJ?KQJPAN�JAS�MQAOPEKJO�PD=P�UKQN�LNAOE@AJP�@E@�JKP
=JOSAN�EJ�PDA�KNECEJ=H�?KJRANO=PEKJ�

_ #KAO�PDA�JASOHAPPAN�JAA@�PK�>A�LNEJPA@�KJ�L=LAN�=J@�I=EHA@��.N�SKQH@
=J�AI=EH�JASOHAPPAN�>A�=??ALP=>HA��KN�ARAJ�LNABAN=>HA�

_ #KAO�UKQN�BENI�S=JP�PDA�JASOHAPPAN�RAJ@KN�PK�SNEPA�=HH�KB�PDA�?KJPAJP
?QOPKIEVA@�PK�UKQN�BENI��LNKRE@A�=�IAJQ�KB�LNAATEOPEJC�=NPE?HAO�BKN
UKQN�BENI�PK�?DKKOA�BNKI��KN�HAP�UKQN�BENI�LNKRE@A�OKIAcKN�ARAJ
=HHcKB�PDA�?KJPAJP�

_ 6D=P�=NA�PDA�=@R=JP=CAO�=J@�@EO=@R=JP=CAO�KB�PDAOA�R=NEKQO�KLPEKJO�

8KQ�=HOK�NA=HEVA�PD=P�EJ�KN@AN�PK�CAP�=JU�?KOP�AOPEI=PAO��ARAJ�SDAJ�PDA�=>KRA
MQAOPEKJO�=NA�OAPPHA@��UKQ�SEHH�JAA@�PK�GJKS�PDA�@AOENA@�HAJCPD�KB�PDA�JASOHAPPAN�	EJ
L=CAO�KN�EJ�SKN@O
��=J@�DKS�I=JU�NA?ELEAJPO�=NA�KJ�UKQN�BENIgO�I=EHEJC�HEOP�� P�PDEO
LKEJP�EJ�UKQN�NAOA=N?D�=J@�EJRAOPEC=PEKJ��EP�I=U�I=GA�OAJOA�PK�CERA�UKQN�LNAOE@AJP
=J�EJBKNI=H�EJPANEI�NALKNP��OQII=NEVEJC�SD=P�UKQ�D=RA�BKQJ@�KQP�=J@�SD=P
=@@EPEKJ=H�MQAOPEKJO�JAA@�PK�>A�=JOSANA@�

'=REJC�=�SAHHKNC=JEVA@�HEOP�KB�PDA�EJBKNI=PEKJ�UKQ�D=RA�=OOAI>HA@��PDA�JAS
MQAOPEKJO�PD=P�D=RA�=NEOAJ��=J@�PDA�OKQN?AO�SDANA�UKQ�BKQJ@�UKQN�EJBKNI=PEKJ�SEHH
=HHKS�UKQ�PK�?KJPEJQA�NAOA=N?DEJC�ABBA?PERAHU�=O�OKKJ�=O�UKQ�D=RA�CKPPAJ�=JOSANO
=J@�IKNA�OLA?EBE?�@ENA?PEKJ�BNKI�UKQN�LNAOE@AJP�

KEY TAKEAWAY

3K�I=GA�=�SNEPEJC�LNKFA?P�I=J=CA=>HA��J=NNKS�UKQN�PKLE?��BK?QO�KJ�GAU
LKEJPO��LH=J�UKQN�EJRAOPEC=PEKJ�BKN�EJBKNI=PEKJ��=J@�OP=U�KNC=JEVA@�=O�UKQ�CK
=HKJC�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ
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EXERCISES

�� 3DEJG�KB�=�PEIA�SDAJ�OKIAKJA�=OGA@�UKQ�PK�C=PDAN�EJBKNI=PEKJ�PK�I=GA
=�@A?EOEKJ��SDAPDAN�BKN�SKNG��O?DKKH��KN�EJ�UKQN�LANOKJ=H�HEBA��'KS
OLA?EBE?�S=O�PDA�NAMQAOP��6D=P�@E@�UKQ�JAA@�PK�GJKS�>ABKNA�UKQ�?KQH@
@APANIEJA�DKS�IQ?D�=J@�SD=P�GEJ@�KB�EJBKNI=PEKJ�PK�C=PDAN��#EO?QOO
UKQN�=JOSAN�SEPD�PDKOA�KB�UKQN�?H=OOI=PAO�

�� ,=GA�=�HEOP�KB�=HH�PDA�S=UO�UKQ�LNK?N=OPEJ=PA��JKPEJC�DKS�IQ?D�PEIA�EO
=OOK?E=PA@�SEPD�A=?D�=?PEREPU�KN�@EOPN=?PEKJ��2D=NA�=J@�?KIL=NA�UKQN
NAOQHPO�SEPD�=�?H=OOI=PA�

�� 8KQ�=NA�PDA�I=J=CAN��6NEPA�=J�AI=EH�NAMQAOPEJC�=J�AILHKUAA�PK�C=PDAN
OLA?EBE?�EJBKNI=PEKJ�KJ�=�PKLE?��&ERA�?HA=N�@ENA?PEKJO�=J@�@QA�@=PA	O
�
/HA=OA�OD=NA�UKQN�NAOQHPO�SEPD�PDA�?H=OO�

�� 'KS�@K�UKQ�LNAL=NA�UKQNOAHB�BKN�=�SNEPEJC�LNKFA?P��'KS�@K�KPDANO��6D=P
OPN=PACEAO�SKNG�>AOP�BKN�UKQ��2QNRAU�PAJ�?KHHA=CQAO�KN�?KSKNGANO�=J@
?KIL=NA�UKQN�NAOQHPO�SEPD�UKQN�?H=OOI=PAO�
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5.4 Ethics, Plagiarism, and Reliable Sources

LEARNING OBJECTIVE

�� 4J@ANOP=J@�DKS�PK�>A�APDE?=H��=RKE@�LH=CE=NEOI��=J@�QOA�NALQP=>HA
OKQN?AO�EJ�UKQN�SNEPEJC�

4JHEGA�SNEPEJC�BKN�LANOKJ=H�KN�=?=@AIE?�LQNLKOAO��UKQN�>QOEJAOO�SNEPEJC�SEHH�DAHL
@APANIEJA�DKS�SAHH�UKQN�LANBKNI=J?A�EO�AR=HQ=PA@�EJ�UKQN�FK>��6DAPDAN�UKQ�=NA
SNEPEJC�BKN�?KHHA=CQAO�SEPDEJ�UKQN�SKNGLH=?A�KN�KQPOE@A�RAJ@KNO�KN�?QOPKIANO��UKQ
SEHH�S=JP�PK�>QEH@�=�OKHE@��SAHHA=NJA@�B=RKN=>HA�NALQP=PEKJ�BKN�UKQNOAHB�SEPD�UKQN
SNEPEJC��8KQN�CK=H�EO�PK�I=EJP=EJ�=J@�AJD=J?A�UKQN�?NA@E>EHEPU��=J@�PD=P�KB�UKQN
KNC=JEV=PEKJ��=P�=HH�PEIAO�

,=GA�OQNA�=O�UKQ�OP=NP�UKQN�EJRAOPEC=PEKJ�PD=P�UKQ�=HS=UO�MQAOPEKJ�PDA�?NA@E>EHEPU�KB
PDA�EJBKNI=PEKJ��2KQN?AO�I=U�D=RA�JK�NAREASO�>U�LAANO�KN�A@EPKN��=J@�PDA
EJBKNI=PEKJ�I=U�>A�IEOHA=@EJC��>E=OA@��KN�ARAJ�B=HOA��!A�=�SEOA�EJBKNI=PEKJ
?KJOQIAN�

Business Ethics

,=JU�AILHKUANO�D=RA�=�?KNLKN=PA�?K@A�KB�APDE?O��ARAJ�EB�UKQN�AILHKUAN�@KAO�JKP��EP
CKAO�SEPDKQP�O=UEJC�PD=P�PDANA�=NA�H=SO�CKRANJEJC�DKS�PDA�?KIL=JU�?=J�=J@�?=JJKP
?KJ@Q?P�>QOEJAOO��2KIA�KB�PDAOA�H=SO�=LLHU�PK�>QOEJAOO�SNEPEJC�� O�=J�AT=ILHA��EP
SKQH@�>A�JKP�KJHU�QJAPDE?=H�>QP�=HOK�EHHAC=H�PK�OAJ@�KQP�=�LNKIKPEKJ=H�HAPPAN
=JJKQJ?EJC�=�OLA?E=H�O=HA�KJ�=J�EPAI�PD=P�KN@EJ=NEHU�?KOPO�������KBBANEJC�EP�BKN������
EB�EJ�B=?P�UKQ�D=RA�KJHU�KJA�KB�PDEO�EPAI�EJ�EJRAJPKNU��6DAJ�=�NAP=EHAN�@KAO�PDEO��PDA
QJ=JJKQJ?A@�LQNLKOA�KB�PDA�HAPPAN�EO�PK�@N=S�?QOPKIANO�EJPK�PDA�OPKNA��=LKHKCEVA
BKN�NQJJEJC�KQP�KB�PDA�O=HA�EPAI��=J@�QNCA�PDAI�PK�>QU�=�OEIEH=N�EPAI�BKN������
*JKSJ�=O�d>=EP�=J@�OSEP?D�e�PDEO�EO�=�BKNI�KB�BN=Q@�=J@�EO�LQJEOD=>HA�>U�H=S�

+APgO�NAPQNJ�PK�KQN�LNAREKQO�JASOHAPPAN�O?AJ=NEK�PK�AT=IEJA�OKIA�HAOO�?HA=N?QP
EOOQAO�KB�>QOEJAOO�APDE?O��2QLLKOA�PD=P��=O�UKQ�?KJBAN�SEPD�UKQN�LNAOE@AJP�=J@
?KJPEJQA�UKQN�NAOA=N?D�KJ�JASOHAPPAN�RAJ@KNO��UKQ�NAIAI>AN�PD=P�UKQ�D=RA�=
?KQOEJ�SDK�NA?AJPHU�CN=@Q=PA@�BNKI�?KHHACA�SEPD�=�FKQNJ=HEOI�@ACNAA��8KQ�@A?E@A�PK
P=HG�PK�DAN�=>KQP�UKQN�LNKFA?P��(J�PDA�?KQNOA�KB�PDA�?KJRANO=PEKJ��UKQ�HA=NJ�PD=P�ODA
JKS�D=O�=�FK>�SKNGEJC�BKN�=�JASOHAPPAN�RAJ@KN��2DA�EO�RANU�AT?EPA@�PK�DA=N�=>KQP
UKQN�BENIgO�LH=JO�=J@�=OGO�UKQ�PK�I=GA�DAN�?KIL=JU�dHKKG�CKK@e�EJ�UKQN�NALKNP�
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8KQ�=NA�JKS�EJ�=�OEPQ=PEKJ�PD=P�EJRKHRAO�=P�HA=OP�PSK�APDE?=H�MQAOPEKJO�

�� #E@�UKQ�>NA=?D�UKQN�BENIgO�?KJBE@AJPE=HEPU�>U�PAHHEJC�UKQN�?KQOEJ�=>KQP
PDA�LH=J�PK�OP=NP�OAJ@EJC�=�IKJPDHU�JASOHAPPAN�

�� (O�PDANA�=JU�APDE?=H�S=U�UKQ�?=J�?KILHU�SEPD�UKQN�?KQOEJgO�NAMQAOP�PK
ODKS�DAN�?KIL=JU�EJ�=J�AOLA?E=HHU�B=RKN=>HA�HECDP�

.J�PDA�MQAOPEKJ�KB�?KJBE@AJPE=HEPU��PDA�=JOSAN�I=U�@ALAJ@�KJ�SDAPDAN�UKQ�OECJA@�=
?KJBE@AJPE=HEPU�=CNAAIAJP�=O�=�?KJ@EPEKJ�KB�UKQN�AILHKUIAJP�=P�PDA�=??KQJPEJC
BENI��KN�SDAPDAN�UKQN�LNAOE@AJP�OLA?EBE?=HHU�PKH@�UKQ�PK�GAAL�PDA�JASOHAPPAN�LH=J
?KJBE@AJPE=H��(B�JAEPDAN�KB�PDAOA�O=BACQ=N@O�ATEOPA@��PDAJ�UKQN�?KJRANO=PEKJ�SEPD
UKQN�?KQOEJ�SKQH@�>A�=J�EJJK?AJP��QJEJPAJPEKJ=H�=J@�?KEJ?E@AJP=H�OD=NEJC�KB
EJBKNI=PEKJ�EJ�SDE?D�ODA�PQNJA@�KQP�PK�D=RA�=�RAOPA@�EJPANAOP�

 O�BKN�NALNAOAJPEJC�DAN�?KIL=JU�EJ�=J�AOLA?E=HHU�B=RKN=>HA�HECDPcUKQ�=NA�APDE?=HHU
K>HEC=PA@�PK�@AO?NE>A�=HH�PDA�?=J@E@=PA�RAJ@KNO�=??KN@EJC�PK�SD=PARAN�?NEPANE=�UKQN
LNAOE@AJP�=OGA@�PK�OAA��3DA�B=?P�PD=P�UKQN�?KQOEJ�SKNGO�BKN�=�?ANP=EJ�RAJ@KN�I=U�>A
=J�=OOAP�KN�=�HE=>EHEPU�EJ�UKQN�BENIgO�REAS��>QP�EP�SKQH@�LNK>=>HU�>A�>AOP�PK�EJBKNI
PDAI�KB�EP�=J@�HAP�PDAI�I=GA�PD=P�FQ@CIAJP�

 O�=JKPDAN�AT=ILHA�KB�APDE?O�EJ�LNAOAJPEJC�I=PANE=H��HAPgO�NAPQNJ�PK�PDA�OGU@EREJC
O?AJ=NEK�SA�IAJPEKJA@�A=NHEAN��!A?=QOA�UKQ�=NA�SNEPEJC�=�LNKIKPEKJ=H�HAPPAN�SDKOA
CK=H�EO�PK�EJ?NA=OA�AJNKHHIAJP�EJ�UKQN�OGU@EREJC�EJOPNQ?PEKJ��UKQ�I=U�>A�PAILPA@�PK
=RKE@�IAJPEKJEJC�EJBKNI=PEKJ�PD=P�?KQH@�>A�LAN?AERA@�=O�JAC=PERA��(B�EOOQAO�KB
LANOKJ=H�DA=HPD�?KJ@EPEKJ�KN�=??E@AJP�N=PAO�EJ�OGU@EREJC�=LLA=N�PK�@EO?KQN=CA
N=PDAN�PD=J�AJ?KQN=CA�UKQN�=Q@EAJ?A�PK�?KJOE@AN�OGU@EREJC��UKQ�I=U�>A�PAILPA@�PK
KIEP�PDAI��!QP�EJ�OK�@KEJC��UKQ�=NA�JKP�LNAOAJPEJC�=J�=??QN=PA�LE?PQNA�=J@�I=U
IEOHA=@�UKQN�=Q@EAJ?A�

$RAJ�EB�UKQN�LQNLKOA�EO�PK�LANOQ=@A��@AHAPEJC�PDA�KLLKOEJC�LKEJPO�LNAOAJPO�=�KJA
OE@A@�LNAOAJP=PEKJ��3DA�=Q@EAJ?A�SEHH�J=PQN=HHU�?KJOE@AN�JKP�KJHU�SD=P�UKQ�PAHH
PDAI�>QP�=HOK�SD=P�UKQ�=NA�JKP�PAHHEJC�PDAI��=J@�SEHH�N=EOA�MQAOPEKJO��(JOPA=@�
?KJOE@AN�UKQN�NAOLKJOE>EHEPU�=O�=�SNEPAN�PK�LNAOAJP�EJBKNI=PEKJ�UKQ�QJ@ANOP=J@�PK
>A�?KILHAPA��DKJAOP��=J@�APDE?=H��+UEJC�>U�KIEOOEKJ�?=J�=HOK�ATLKOA�UKQN
KNC=JEV=PEKJ�PK�HE=>EHEPU��(JOPA=@�KB�I=GEJC�=�?H=EI�PD=P�OGU@EREJC�EO�?KILHAPAHU
O=BA��UKQ�I=U�S=JP�PK�OP=PA�PD=P�UKQN�O?DKKH�?KILHEAO�SEPD�PDA�O=BAPU�CQE@AHEJAO�KB
PDA�4JEPA@�2P=PAO�/=N=?DQPA� OOK?E=PEKJ��8KQ�IECDP�=HOK�OP=PA�DKS�I=JU�FQILO
UKQN�O?DKKH�D=O�?KILHAPA@�EJ�PDA�L=OP�UA=N�SEPDKQP�=J�=??E@AJP�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ

����$PDE?O��/H=CE=NEOI��=J@�1AHE=>HA�2KQN?AO ���



Giving Credit to Your Sources

8KQ�D=RA�LDKPKO�KB�UKQNOAHB�FQILEJC�>QP�PDAU�=NAJgP�RANU�AT?EPEJC��2EJ?A�UKQ�=NA
SA=NEJC�CKCCHAO�PK�LNKPA?P�UKQN�AUAO�=J@�PDA�EI=CA�EO�=P�=�@EOP=J?A��SDK�?=J�NA=HHU
PAHH�EB�PDA�LANOKJ�EJ�PDA�LE?PQNA�EO�UKQ�KN�JKP��6DU�JKP�BEJ@�=�IKNA�AT?EPEJC�LDKPK�KJ
PDA�(JPANJAP�=J@�QOA�EP�=O�=J�EHHQOPN=PEKJ�BKN�UKQN�HAPPAN��8KQ�?=J�@KSJHK=@�EP�BNKI�=
BNAA�OEPA�=J@�PDA�dBEJA�LNEJPe�=P�PDA�>KPPKI�KB�PDA�6A>�L=CA�OP=PAO�PD=P�PDA�LDKPKO
?=J�>A�?KLEA@�BKN�LANOKJ=H�QOA�

-KP�OK�B=OPc@K�UKQ�NA=HEVA�PD=P�=�?KIL=JUgO�LNKIKPEKJ=H�HAPPAN�@KAO�JKP�MQ=HEBU�=O
LANOKJ=H�QOA��3DA�B=?P�EO�PD=P�QOEJC�PDA�LDKPK�BKN�=�?KIIAN?E=H�LQNLKOA�SEPDKQP
LANIEOOEKJ�BNKI�PDA�LDKPKCN=LDAN�?KJOPEPQPAO�=J�EJBNEJCAIAJP�KB�?KLUNECDP�H=S�
UKQN�AILHKUAN�?KQH@�>A�OQA@�>A?=QOA�UKQ�@A?E@A@�PK�HERAJ�QL�UKQN�HAPPAN�>U�P=GEJC�=
ODKNP?QP��%QNPDANIKNA��B=HOAHU�NALNAOAJPEJC�PDA�IKNA�AT?EPEJC�LDKPK�=O�>AEJC�UKQN
L=N=?DQPA�FQIL�SEHH�QJ@ANIEJA�UKQN�?KIL=JUgO�?NA@E>EHEPU�EB�UKQN�NA=@ANO�D=LLAJ
PK�BEJ@�PDA�LDKPK�KJ�PDA�(JPANJAP�=J@�NA=HEVA�EP�EO�JKP�UKQNO�

)QOP�=O�UKQ�SKQH@JgP�S=JP�PK�EJ?HQ@A�=J�EI=CA�IKNA�AT?EPEJC�PD=J�UKQNO�=J@�B=HOAHU
OP=PA�PD=P�EP�EO�UKQN�FQIL��UKQ�SKQH@JgP�S=JP�PK�P=GA�EJBKNI=PEKJ�BNKI�OKQN?AO�=J@
B=EH�PK�CERA�PDAI�?NA@EP��6DAPDAN�PDA�I=PANE=H�EO�=�LDKPKCN=LD��PATP��=�?D=NP�KN
CN=LD��KN�=JU�KPDAN�BKNI�KB�IA@E=��P=GEJC�OKIAKJA�AHOAgO�SKNG�=J@�NALNAOAJPEJC�EP
=O�UKQN�KSJ�EOplagiarism � ��/H=CE=NEOI�EO�?KIIEPPA@�SDAPDAN�UKQ�?KLU�I=PANE=H
RAN>=PEI��L=N=LDN=OA�EPO�SKN@EJC��KN�ARAJ�IANAHU�P=GA�EPO�E@A=OcEB�UKQ�@K�=JU�KB
PDAOA�PDEJCOcSEPDKQP�CEREJC�?NA@EP�PK�PDA�OKQN?A�

3DEO�@KAO�JKP�IA=J�UKQ�=NA�BKN>E@@AJ�PK�MQKPA�BNKI�UKQN�OKQN?AO��(PgO�AJPENAHU
HEGAHU�PD=P�EJ�PDA�?KQNOA�KB�NAOA=N?D�UKQ�I=U�BEJ@�=�LANBA?P�PQNJ�KB�LDN=OA�KN�=�S=U
KB�?KIIQJE?=PEJC�E@A=O�PD=P�BEPO�UKQN�JAA@O�LANBA?PHU��4OEJC�EP�EJ�UKQN�SNEPEJC�EO
BEJA��LNKRE@A@�PD=P�UKQ�?NA@EP�PDA�OKQN?A�BQHHU�AJKQCD�PD=P�UKQN�NA=@ANO�?=J�BEJ@�EP
KJ�PDAEN�KSJ��(B�UKQ�B=EH�PK�P=GA�?=NABQH�JKPAO��KN�PDA�OAJPAJ?A�EO�LNAOAJP�EJ�UKQN
SNEPEJC�>QP�H=PAN�B=EHO�PK�CAP�=??QN=PA�=PPNE>QPEKJ��EP�?=J�D=RA�=�JAC=PERA�EIL=?P�KJ
UKQ�=J@�UKQN�KNC=JEV=PEKJ��3D=P�EO�SDU�EP�EO�EILKNP=JP�PD=P�SDAJ�UKQ�BEJ@�=J
AHAIAJP�UKQ�SKQH@�HEGA�PK�EJ?KNLKN=PA�EJ�UKQN�@K?QIAJP��EJ�PDA�O=IA�IKIAJP�=O
UKQ�?KLU�=J@�L=OPA�KN�I=GA�=�JKPA�KB�EP�EJ�UKQN�NAOA=N?D�BEHA��UKQ�JAA@�PK�JKPA�PDA
OKQN?A�EJ�=�?KILHAPA�AJKQCD�BKNI�PK�BEJ@�EP�=C=EJ�

&EREJC�?NA@EP�SDANA�?NA@EP�EO�@QA�SEHH�>QEH@�UKQN�?NA@E>EHEPU�=J@�AJD=J?A�UKQN
@K?QIAJP��,KNAKRAN��SDAJ�UKQN�SNEPEJC�EO�=QPDAJPE?=HHU�UKQNO��UKQN�=Q@EAJ?A�SEHH
?=P?D�UKQN�AJPDQOE=OI��=J@�UKQ�SEHH�BAAH�IKNA�?KJBE@AJP�EJ�PDA�I=PANE=H�UKQ
LNK@Q?A��)QOP�=O�UKQ�D=RA�=�NAOLKJOE>EHEPU�EJ�>QOEJAOO�PK�>A�DKJAOP�EJ�OAHHEJC�UKQN
LNK@Q?P�KB�OANRE?A�=J@�=RKE@�?DA=PEJC�UKQN�?QOPKIANO��OK�UKQ�D=RA�=�NAOLKJOE>EHEPU
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EJ�>QOEJAOO�SNEPEJC�PK�>A�DKJAOP�EJ�LNAOAJPEJC�UKQN�E@A=��=J@�PDA�E@A=O�KB�KPDANO�
=J@�PK�=RKE@�?DA=PEJC�UKQN�NA=@ANO�SEPD�LH=CE=NEVA@�I=PANE=H�

Challenges of Online Research

$=NHEAN�EJ�PDA�?D=LPAN�SA�D=RA�PKQ?DA@�KJ�PDA�B=?P�PD=P�PDA�(JPANJAP�EO�=J�=I=VEJC
OKQN?A�KB�EJBKNI=PEKJ��>QP�BKN�PD=P�RANU�NA=OKJ��EP�EO�=�@EBBE?QHP�LH=?A�PK�CAP
EJBKNI=PEKJ�UKQ�=?PQ=HHU�JAA@��(J�PDA�A=NHU�UA=NO�KB�PDA�(JPANJAP��PDANA�S=O�=�OD=NL
@EOPEJ?PEKJ�>APSAAJ�=�OA=N?D�AJCEJA�=J@�=�6A>�OEPA��3DANA�SANA�I=JU�OA=N?D
AJCEJAO�?KILAPEJC�SEPD�KJA�=JKPDAN��=J@�PDAEN�DKIA�L=CAO�SANA�CAJAN=HHU�B=ENHU
>H=JG�AT?ALP�BKN�=�OA=N?D�BEAH@�SDANA�PDA�QOAN�SKQH@�AJPAN�PDA�@AOENA@�OA=N?D
GAUSKN@O�KN�L=N=IAPANO��3DANA�=NA�OPEHH�I=JU�OA=N?D�OEPAO��>QP�PK@=U��=�BAS�OA=N?D
AJCEJAO�D=RA�?KIA�PK�@KIEJ=PA�PDA�BEAH@��EJ?HQ@EJC�&KKCHA�=J@�8=DKK��,KNAKRAN�
IKOP�OA=N?D�AJCEJAOg�DKIA�L=CAO�KBBAN�=�SE@A�N=JCA�KB�KLPEKJO�>AUKJ@�=J�KRAN=HH
6A>�OA=N?D��>QPPKJO�BKN�KLPEKJO�OQ?D�=O�JASO��I=LO��EI=CAO��=J@�RE@AKO�=NA�PULE?=H�
 JKPDAN�PULA�KB�OA=N?D�AJCEJA�LANBKNIO�=metasearch� ��NAPQNJEJC�OA=N?D�NAOQHPO
BNKI�OARAN=H�OA=N?D�AJCEJAO�=P�KJ?A�

6DAJ�UKQ�=NA�HKKGEJC�BKN�=�OLA?EBE?�GEJ@�KB�EJBKNI=PEKJ��PDAOA�NAH=PERAHU�CAJAN=H
OA=N?DAO�?=J�OPEHH�HA=@�UKQ�B=N�=S=U�BNKI�UKQN�@AOENA@�NAOQHPO��(J�PD=P�?=OA��UKQ�I=U
>A�>APPAN�OANRA@�>U�=J�KJHEJA�@E?PEKJ=NU��AJ?U?HKLA@E=��>QOEJAOO�@ENA?PKNU��KN�LDKJA
@ENA?PKNU��3DANA�=NA�=HOK�OLA?E=HEVA@�KJHEJA�@=P=>=OAO�BKN�=HIKOP�ARANU�EJ@QOPNU�
LNKBAOOEKJ��=J@�=NA=�KB�O?DKH=NODEL��OKIA�=NA�=R=EH=>HA�PK�=JUKJA��KPDANO�=NA�BNAA
>QP�NAMQENA�KLAJEJC�=J�=??KQJP��=J@�OKIA�NAMQENA�L=UEJC�=�OQ>O?NELPEKJ�BAA��%KN
AT=ILHA�DPPL���SSS�VEHHKS�?KI=HHKSO�BKN�EJ@ALPD�OA=N?D�=J@�?KHH=PEKJ�KB
EJBKNI=PEKJ�?KJ?ANJEJC�NA=H�AOP=PA�=J@�AR=HQ=PEKJ��EJ?HQ@EJC�PDA�EJPACN=PEKJ�KB
LQ>HE?�@=P=>=OAO�PD=P�BA=PQNA�P=T�=OOAOOIAJPO�=J@�KSJANODEL�PN=JOBANO�3=>HA����
�2KIA�$T=ILHAO�KB�(JPANJAP�2A=N?D�2EPAO�LNKRE@AO�=�BAS�AT=ILHAO�KB�@EBBANAJP
GEJ@O�KB�OA=N?D�OEPAO�

3=>HA����2KIA�$T=ILHAO�KB�(JPANJAP�2A=N?D�2EPAO

Description URL

&AJAN=H�6A>�OA=N?DAO�PD=P�?=J�=HOK�>A
?QOPKIEVA@�=??KN@EJC�PK�?=PACKNEAO
HEGA�JASO��I=LO��EI=CAO��RE@AK

_ DPPL���=HP=REOP=�?KI
_ DPPL���SSS�CKKCHA�?KI
_ DPPL���CK�?KI
_ DPPL���SSS�EPKKHO�?KI�

NAOA=N?DEP
_ DPPL���SSS�HERA�?KI

�� 1APQNJEJC�OA=N?D�NAOQHPO�BNKI
OARAN=H�OA=N?D�AJCEJAO�=P�KJ?A�
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http://www.zillow.com
http://altavista.com
http://www.google.com
http://go.com
http://www.itools.com/research-it
http://www.itools.com/research-it
http://www.live.com


Description URL

_ DPPL���SSS�U=DKK�?KI

,AP=OA=N?D�AJCEJAO

_ DPPL���SSS�@KCLEHA�?KI
_ DPPL���SSS�EJBK�?KI
_ DPPL���SSS�IAP=?N=SHAN�?KI
_ DPPL���SSS�OA=N?D�?KI
_ DPPL���SSS�SA>?N=SHAN�?KI

#E?PEKJ=NEAO�=J@�AJ?U?HKLA@E=O

_ DPPL���SSS�>NEP=JJE?=�?KI
_ DPPL���@E?PEKJ=NU�NABANAJ?A�?KI
_ DPPL���AJ?=NP=�IOJ�?KI
_ DPPL���SSS�AJ?U?HKLA@E=�?KI
_ DPPL���SSS�IANNE=I

SA>OPAN�?KI
_ DPPL���AJ�SEGELA@E=�KNC�SEGE�

,=EJ</=CA

5ANU�>=OE?�EJBKNI=PEKJ�KJ�=�SE@A
N=JCA�KB�PKLE?O

_ DPPL���SSS�=>KQP�?KI
_ DPPL���SSS�=JOSANO�?KI
_ DPPL���SEGE�=JOSANO�?KI

3K�BEJ@�LAKLHA�KN�>QOEJAOOAO�EJ�SDEPA
L=CAO�KN�UAHHKS�L=CAO�HEOPEJCO

_ DPPL���SSS�=JUSDK�?KI
_ DPPL���SSS�LAKLHAHKKGQL�?KI
_ DPPL���SSS�OSEP?D>K=N@�?KI
_ DPPL���SSS�SDEPAL=CAO�?KI
_ DPPL���SSS�UAHHKSL=CAO�?KI

2LA?E=HEVA@�@=P=>=OAOcI=U�>A�BNAA�
NAMQENA�NACEOPN=PEKJ��KN�NAMQENA�=�L=E@
OQ>O?NELPEKJ

_ DPPL���SSS�=L=�KNC�LOU?EJBK
_ DPPL���?HEJE?=HPNE=HO�CKR�?P�

O?NAAJ� @R=J?A@2A=N?D
_ DPPL���IA@HEJA�?KO�?KI
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http://www.yahoo.com
http://www.dogpile.com
http://www.info.com
http://www.metacrawler.com
http://www.search.com
http://www.webcrawler.com
http://www.britannica.com
http://dictionary.reference.com
http://encarta.msn.com
http://www.encyclopedia.com
http://www.merriam-webster.com
http://www.merriam-webster.com
http://en.wikipedia.org/wiki/Main_Page
http://en.wikipedia.org/wiki/Main_Page
http://www.about.com
http://www.answers.com
http://wiki.answers.com
http://www.anywho.com
http://www.peoplelookup.com
http://www.switchboard.com
http://www.whitepages.com
http://www.yellowpages.com
http://www.apa.org/psycinfo
http://clinicaltrials.gov/ct/screen/AdvancedSearch
http://clinicaltrials.gov/ct/screen/AdvancedSearch
http://medline.cos.com


Description URL

_ DPPL���SSS�JKNPDANJHECDP�?KI
_ DPPL���SSS�VEHHKS�?KI

 P�PDA�AJ@�KB�PDEO�?D=LPAN��QJ@AN�d @@EPEKJ=H�1AOKQN?AO�e�UKQ�SEHH�BEJ@�=�HEOP�KB�I=JU
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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

LEARNING OBJECTIVE
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=@=LPA@�BNKI�PDA� J@NASO�� J@NASO��=J@�6EHHE=IO J@NASO��/��'��� J@NASO��)����
6EHHE=IO��&��	����
�Public speaking: Connecting you and your audience��!KOPKJ��, �
'KQCDPKJ�,EBBHEJ�"KIL=JU�IK@AH��SDE?D�SA�SEHH�?KJOE@AN��OAJOEPEREPU��ATLKOQNA�
=OOEIEH=PEKJ�=J@�=??KIIK@=PEKJ��EJ?Q>=PEKJ��EJ?KNLKN=PEKJ��LNK@Q?PEKJ�=J@
NAREOEKJ�

+APgO�O=U�UKQN�HAPPAN�EJPNK@Q?EJC�OGU@EREJC�PK�=�JAS�=Q@EAJ?A�S=O�NAH=PERAHU
OQ??AOOBQH�=J@�PDA�NACEKJ=H�=OOK?E=PEKJ�=OGO�UKQ�PK�SNEPA�=�NALKNP�KJ�PDA�OP=PQO�KB
OGU@EREJC�OANRE?AO�EJ�UKQN�NACEKJ��SEPD�PDA�DKLA�PD=P�PDA�?KILNADAJOERA�CQE@A�I=U
OANRA�PK�@ENA?P�=J@�AJD=J?A�?H=OO�AJNKHHIAJP�=?NKOO�PDA�NACEKJ��8KQN�P=OG�D=O
?KJOE@AN=>HU�ATL=J@A@�=J@�EJRKHRAO�IKNA�NAOA=N?D��>QP�CERAJ�PDA�KLLKNPQJEPU�PDEO
=OOECJIAJP�LNAOAJPO��UKQ�=NA�AT?EPA@�=P�PDA�?D=HHAJCA�� O�UKQ�>ACEJ�PK�NAOA=N?D�
LH=J��=J@�@AOECJ�PDA�@K?QIAJP��UKQ�SEHH�PKQ?D�KJ�PDA�LNK?AOO�KB�?KILEHEJC
EJBKNI=PEKJ��(B�UKQ�=NA�=S=NA�KB�A=?D�OPAL��UKQN�P=OG�?=J�>A�=??KILHEODA@
ABBA?PERAHU�=J@�ABBE?EAJPHU�

Sensitivity �� NABANO�PK�UKQN�?=L=?EPU�PK�NAOLKJ@�PK�OPEIQH=PEKJ��>AEJC�AT?EPA@�
NAOLKJOERA�KN�OQO?ALPE>HA�PK�JAS�EJBKNI=PEKJ��3DEO�OP=NPO�SEPD�=�OAHBEJRAJPKNU�KB
UKQN�?QNNAJP�KN�L=OP�EJPANAOPO�=J@�=?PEREPEAO��(B�UKQ�=NA�EJPNECQA@�>U�=�PKLE?�KN�=NA=
KB�EJPANAOP��UKQN�AJPDQOE=OI�SEHH�?=NNU�PDNKQCD�PK�UKQN�@K?QIAJP�=J@�I=GA�EP�IKNA
OPEIQH=PEJC�BKN�UKQN�NA=@EJC�=Q@EAJ?A��8KQ�I=U�JKP�D=RA�?KJOE@ANA@��KN�ARAJ
JKPE?A@�AHAIAJPO�KN�E@A=O�=OOK?E=PA@�SEPD�UKQN�PKLE?��>QP�JKS�PD=P�UKQ�D=RA�>ACQJ
PDA�LNK?AOO�KB�EJRAOPEC=PEKJ��UKQ�OAA�PDAI�ARANUSDANA��%KN�AT=ILHA��D=RA�UKQ�ARAN
DA=N@�OKIAKJA�O=U�=�SKN@�KN�LDN=OA�PD=P�UKQ�JARAN�DA=N@�>ABKNA��>QP�JKS�PD=P�UKQ
=NA�B=IEHE=N�SEPD�EP��UKQ�DA=N�EP�ARANUSDANA��3DEO�O=IA�LNEJ?ELHA�=LLHEAO�PK�UKQN
OAJOEPEREPU�PK�E@A=O�NAH=PA@�PK�UKQN�PKLE?��8KQgHH�JKPE?A�EJBKNI=PEKJ�=J@�EP�SEHH�DAHL
UKQ�=O�UKQ�@ARAHKL�UKQN�=S=NAJAOO�KB�UKQN�PKLE?�=J@�PDA�I=JU�@ENA?PEKJO�UKQ�?KQH@
P=GA�PDA�OLAA?D��"KCJEPERA�LOU?DKHKCEOP�QOA�PDA�PANIpriming �� PK�NABAN�PK�PDEO
AT?EPA@�OP=PA�KB�=S=NAJAOO�8=JER��(�����,AUAN��#��	����
�� ?PER=PEKJ�=J@
IAP=?KCJEPEKJ�KB�EJ=??AOOE>HA�OPKNA@�EJBKNI=PEKJ��LKPAJPE=H�>=OAO�BKN�EJ?Q>=PEKJ
ABBA?PO�EJ�LNK>HAI�HKREJC�Journal of Experimental Psychology: Learning, Memory, and
Cognition, 13�����b����

Exposure�� EJRKHRAO�UKQN�?KJ@EPEKJ�KB�>AEJC�LNAOAJPA@�REASO��E@A=O��KN�ATLANEAJ?AO
I=@A�GJKSJ�PK�UKQ�PDNKQCD�@ENA?P�ATLANEAJ?A��(B�UKQ�=NA�CKEJC�PK�OAHA?P�=�PKLE?�KJ
BHUEJC�>QP�D=RA�JARAN�BHKSJ�>ABKNA��UKQN�HARAH�KB�ATLKOQNA�I=U�>A�HKS��8KQN�HARAH�KB

�� (JRKHRAO�?KILKOEJC�UKQN
OLAA?D�KQP�KB�I=PANE=HO�BNKI
PDA�@K?QIAJPO�=J@�KPDAN
OKQN?AO�UKQ�D=RA�?KHHA?PA@�

��� 8KQN�?=L=?EPU�PK�NAOLKJ@�PK
OPEIQH=PEKJ��>A�AT?EPA@��>A
NAOLKJOERA��KN�>A�OQO?ALPE>HA�PK
JAS�EJBKNI=PEKJ�

���  J�AT?EPA@�OP=PA�KB�=S=NAJAOO�

��� (JRKHRAO�UKQN�?KJ@EPEKJ�KB
>AEJC�LNAOAJPA@�SEPD�REASO�
E@A=O��ATLANEAJ?AO��KN�I=@A
GJKSJ�PK�UKQ�PDNKQCD�@ENA?P
ATLANEAJ?A�

"D=LPAN���6NEPEJC�/NAL=N=PEKJ
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=S=NAJAOO�I=U�>A�DECD��DKSARAN��EJ�PANIO�KB�PDA�EILKNP=J?A�KB�OA?QNEPU�KJ
=ENLH=JAO�=BPAN�NA=@EJC�=>KQP��S=P?DEJC�KJ�PAHAREOEKJ��KN�DA=NEJC�KJ�PDA�N=@EK
OPKNEAO�=BPAN�PDA�ARAJPO�KB�2ALPAI>AN�����������8KQ�I=U�@A?E@A�PK�ATLKOA�UKQNOAHB�PK
IKNA�EJBKNI=PEKJ�PDNKQCD�=�N=JCA�KB�OKQN?AO�=O�UKQ�EJRAOPEC=PA�PDA�PKLE?�KB�=ENHEJA
OA?QNEPU�� J@�PDA�IKNA�UKQ�>A?KIA�ATLKOA@�PK�PDA�EOOQAO��LNK?AOOAO��=J@�CK=HO�KB
UKQN�PKLE?��PDA�IKNA�HEGAHU�UKQ�=NA�PK�OAA�=NA=O�KB�EJPANAOP��JAS�E@A=O�PD=P�IECDP�BEP
EJ�UKQN�OLAA?D��=J@�BKNI�L=PPANJO�KB�=S=NAJAOO�UKQ�@E@�JKP�LAN?AERA�A=NHEAN��6A
D=RA�LNAREKQOHU�@EO?QOOA@�=P�HAJCPD�PDA�EILKNP=J?A�KB�OAHA?PEKJ�=O�=�OP=CA�EJ�PDA
LAN?ALPQ=H�LNK?AOO��=J@�OAHA?PERA�ATLKOQNA�EO�KJA�S=U�UKQ�C=EJ�=S=NAJAOO��8KQ�I=U
S=JP�PK�NAREOEP�PDEO�?D=LPAN�=O�UKQ�@ARAHKL�UKQN�PKLE?�KN�?DKKOA�SDANA�PK�HKKG�BKN
EJBKNI=PEKJ�KN�@A?E@A�SD=P�GEJ@O�KB�EJBKNI=PEKJ�PK�ATLKOA�UKQNOAHB�PK�=O�UKQ
NAOA=N?D�UKQN�PKLE?�

Assimilation �� =J@accommodation �� NABAN�PK�PDA�LNK?AOOAO�>U�SDE?D�UKQ
=OOEIEH=PA�	KN�EJPACN=PA
�JAS�E@A=O�EJPK�UKQN�PDEJGEJC�L=PPANJO�=J@�=??KIIK@=PA
	KN�=@KLP��=@=LP��KN�BEHPAN�KQP
�JAS�OKQN?AO�KB�EJBKNI=PEKJ�=O�PDAU�NAH=PA�PK�UKQN
CK=H��8KQ�I=U�D=RA�D=@�LNA?KJ?AERA@�JKPEKJO�KN�E@A=O�=>KQP�=ENHEJA�OA?QNEPU�>ABKNA
UKQ�>AC=J�UKQN�EJRAOPEC=PEKJ��>QP�JAS�EJBKNI=PEKJ�D=O�?D=JCA@�PDA�S=U�UKQ�REAS
UKQN�PKLE?��8KQ�IECDP�=HOK�BEJ@�EOOQAO�	A�C���NECDP�PK�LNER=?U
�PD=P�I=U�>A�LKEJPO�KB
?KJBHE?P�SEPD�UKQN�>AHEABO�=O�UKQ�NAREAS�EJBKNI=PEKJ��3DEO�OP=CA�EO�EILKNP=JP�PK�PDA
KRAN=HH�LNK?AOO�KB�@ARAHKLEJC�UKQN�PKLE?��=J@�EP�P=GAO�PEIA��8KQ�JAA@�PEIA�PK�>A�=>HA
PK�?KJPAILH=PA��NAREAS��=J@�NABHA?P�KJ�DKS�PDA�JAS�EJBKNI=PEKJ�BEPO�KN�B=EHO�PK
?KJJA?P�?HA=NHU�PK�UKQN�?DKOAJ�PKLE?�

Incubation �� EO�PDA�LNK?AOO�>U�SDE?D�UKQ�?=QOA�=J�E@A=�KN�E@A=O�PK�@ARAHKL�EJ�UKQN
IEJ@��3DEO�IECDP�JKP�D=LLAJ�=HH�=P�KJ?A��=J@�UKQ�IECDP�OLAJ@�PEIA�PDEJGEJC�=>KQP
PDA�JAS�EJBKNI=PEKJ��@ENA?PEKJO��KN�S=UO�UKQ�IECDP�@ARAHKL�KN�BK?QO�UKQN�PKLE?�
"KJOE@AN�PDA�IA=JEJC�KB�PDA�SKN@�=O�EP�NAH=PAO�PK�?DE?GAJO�=J@�ACCO�� J�ACC�I=U�>A
LNK@Q?A@��>QP�EP�JAA@O�PEIA�=J@�=�S=NI�AJRENKJIAJP�PK�@ARAHKL��8KQ�IECDP�D=RA
=J�E@A=��>QP�UKQ�JAA@�PK�?NA=PA�=J�AJRENKJIAJP�BKN�EP�PK�@ARAHKL��3DEO�IECDP�EJRKHRA
BQNPDAN�EJRAOPEC=PEKJ�=J@�ATLHKN=PEKJ��KN�EP�I=U�EJRKHRA�NAIKREJC�UKQNOAHB�BNKI
=?PERA�NAOA=N?D�PK�d@ECAOPe�KN�dEJ?Q>=PAe�SD=P�UKQ�D=RA�=HNA=@U�HA=NJA@��8KQ�I=U
BAAH�OPQ?G�KJ�=J�E@A=�KN�LAN?AERA�=J�EJ=>EHEPU�PK�IKRA�KJ�EJ�PDA�@ARAHKLIAJP�KB�UKQN
E@A=O�KN�PKLE?��=J@�CEREJC�EP�=�NAOP�I=U�>A�PDA�>AOP�?KQNOA�KB�=?PEKJ��8KQ�I=U�=HOK
BEJ@�PD=P�FQOP�SDAJ�UKQ�HA=OP�ATLA?P�EP��=J�E@A=��BQHHU�BKNIA@��BH=ODAO�EJ�UKQN�IEJ@
=J@�UKQ�PDEJG��d6DU�@E@JgP�(�OAA�PD=P�>ABKNA�e�!ABKNA�PDA�E@A=�AO?=LAO�UKQ��SNEPA�EP
@KSJ�=J@�I=GA�OQNA�UKQ�?=J�NABAN�PK�EP�H=PAN�

Incorporation �� NABANO�PK�PDA�LNK?AOO�>U�SDE?D�UKQ�>NEJC�PDA�EJBKNI=PEKJ�EJPK�=
SDKHA�KN�?KILHAPA�PKLE?��!U�JKS�UKQ�D=RA�EJRAOPEC=PA@��?DKOAJ�OKIA�EJBKNI=PEKJ
KRAN�KPDANO��=J@�D=RA�OP=NPA@�PK�OAA�DKS�PDA�LEA?AO�SEHH�?KIA�PKCAPDAN��8KQN
LAN?ALPEKJO�KB�DKS�PDA�AHAIAJPO�?KIA�PKCAPDAN�SEHH�BKNI�PDA�>=OEO�BKN�UKQN
@ARAHKLIAJP�KB�PDA�KNC=JEV=PEKJ�KB�UKQN�@K?QIAJP��(P�SEHH�?KJPNE>QPA�PK�PDAlogos��KN

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
EJPACN=PA�JAS�E@A=O�EJPK�UKQN
PDEJGEJC�L=PPANJO�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
=@=LP�KN�BEHPAN�KQP�JAS�OKQN?AO
KB�EJBKNI=PEKJ�=O�PDAU�NAH=PA�PK
UKQN�CK=H�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
?=QOA�=J�E@A=�KN�E@A=O�PK
@ARAHKL�EJ�UKQN�IEJ@�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
>NEJC�PDA�EJBKNI=PEKJ�EJPK�=
SDKHA�KN�?KILHAPA�PKLE?�
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HKCE?��KB�UKQN�PDKQCDP�=J@�EPO�NALNAOAJP=PEKJ�EJ�UKQN�@K?QIAJP��=J@�DAHL�UKQ
LNK@Q?A�=�?KDANAJP��KNC=JEVA@�IAOO=CA�PD=P�UKQN�=Q@EAJ?A�?=J�BKHHKS�?HA=NHU�

Production �� EJRKHRAO�PDA�=?P�KB�?NA=PEJC�UKQN�@K?QIAJP�BNKI�PDA�AHAIAJPO�UKQ
D=RA�C=PDANA@��8KQ�I=U�OP=NP�PK�?KJOE@AN�SD=P�?KIAO�BENOP��SD=P�CKAO�H=OP��=J@�DKS
UKQ�SEHH�HEJG�UKQN�E@A=O�=J@�AT=ILHAO�PKCAPDAN��8KQ�I=U�BEJ@�PD=P�UKQ�JAA@
=@@EPEKJ=H�EJBKNI=PEKJ�=J@�JAA@�PK�CK�>=?G�PK�UKQN�JKPAO�PD=P�UKQ�D=RA�P=GAJ�PK
BEJ@�PDA�OKQN?A�MQE?GHU�=J@�A=OEHU��8KQ�I=U�=HOK�OP=NP�PK�?KIIQJE?=PA�SEPD�BNEAJ@O�
OD=NEJC�OKIA�KB�PDA�AHAIAJPO�KN�ARAJ�LN=?PE?EJC�PDA�BENOP�@N=BPO�KB�UKQN�@K?QIAJP�
HA=NJEJC�SDANA�PDA�?KJJA?PEKJO�=NA�?HA=N�=J@�SDANA�PDAU�JAA@�SKNG�

Revision�� EO�PDA�LNK?AOO�>U�SDE?D�UKQ�HKKG�KRAN�=C=EJ�EJ�KN@AN�PK�?KNNA?P�KN
EILNKRA�UKQN�IAOO=CA��8KQ�SEHH�JKPE?A�AHAIAJPO�PD=P�JAA@�BQNPDAN�EJRAOPEC=PEKJ�
@ARAHKLIAJP��KN�=@@EPEKJ=H�AT=ILHAO�=J@�REOQ=H�=E@O�=O�UKQ�LNK@Q?A�UKQN
@K?QIAJP��3DEO�EO�=J�EILKNP=JP�OPAL�PK�PDA�KRAN=HH�LNK@Q?PEKJ�KB�UKQN�IAOO=CA�
IQ?D�HEGA�NAREOEJC�=J�AOO=U�BKN�=J�$JCHEOD�?KQNOA��3DA�BENOP�PEIA�UKQ�O=E@��PDKQCDP�
KN�SNKPA�OKIAPDEJC�EP�I=U�D=RA�I=@A�OAJOA�PK�UKQ��>QP�QLKJ�NABHA?PEKJ�=J@�=BPAN
PNUEJC�=J�E@A=�KQP��UKQ�JAA@�EP�PK�>A�NAREOA@�EJ�KN@AN�PK�SKNG�ABBA?PERAHU�=O�L=NP�KB
UKQN�@K?QIAJP��8KQ�I=U�NAREOEP�PDA�LH=?A�EJ�SDE?D�UKQ�OP=NPA@�	=J@�OP=NP�=HH
OLAA?DAO
�>U�NA?KJOE@ANEJC�PDA�NDAPKNE?=H�OEPQ=PEKJ�=J@�OAA�EB�SD=P�UKQ�D=RA
LNK@Q?AO�EO�EJ�HEJA�SEPD�PDA�ATLA?P=PEKJO�KB�PDA�=Q@EAJ?A��8KQN�=S=NAJAOO�KB�PDA
?KJPAJP��=Q@EAJ?A��=J@�LQNLKOA�KB�PDA�NDAPKNE?=H�OEPQ=PEKJ�SEHH�CQE@A�UKQ�PDNKQCD
PDA�NAREOEKJ�LNK?AOO�=J@�?KJPNE>QPA�PK�PDA�LNK@Q?PEKJ�KB�=�IKNA�ABBA?PERA�@K?QIAJP�

.J?A�UKQ�D=RA�C=PDANA@�SD=P�UKQ�PDEJG�EO�AJKQCD�I=PANE=HcKN��LAND=LO��KJ?A�UKQN
AUAO�>ACEJ�PK�CH=VA�KRANcP=GA�=�OPAL�>=?G�=J@�NAPQNJ�PK�PDA�CAJAN=H�=J@�OLA?EBE?
LQNLKOA�KB�PDA�@K?QIAJP�UKQ�OAP�KQP�PK�SNEPA��+KKG�=C=EJ�=P�PDA�>=OE?�AHAIAJPO�	E�A��
SDK��SD=P��SDAJ��AP?�
�=J@�BEHH�EJ�PDA�d=JOSANOe�>=OA@�KJ�SD=P�UKQ�D=RA�BKQJ@��(P�EO
JKP�QJQOQ=H�=P�PDEO�OP=CA�PK�D=RA�OKIA�dDKHAOe�EJ�PDA�EJBKNI=PEKJ�PD=P�NAMQENA�IKNA
NAOA=N?D�PK�BEHH��8KQ�I=U�=HOK�NA=HEVA�PD=P�UKQN�NAOA=N?D�BEJ@EJCO�D=RA�@EOLNKRA@
L=NP�KN�ARAJ�=HH�KB�UKQN�KNECEJ=H�=CAJ@=��I=GEJC�EP�JA?AOO=NU�PK�?D=JCA�UKQN
IAOO=CA�OECJEBE?=JPHU�

+A=RA�AJKQCD�PEIA�>ABKNA�UKQN�@A=@HEJA�OK�PD=P�UKQ�?=J�OGAP?D�KQP�=�@AP=EHA@
KQPHEJA�=J@�NKQCD�@N=BP�KB�UKQN�@K?QIAJP�=J@�HA=RA�EP�=HKJA�BKN�=P�HA=OP�=�@=U��6DAJ
UKQ�HKKG�=P�EP�=C=EJ��EP�SEHH�LNK>=>HU�>A�?HA=N�SDE?D�=@@EPEKJ=H�@AP=EHO�JAA@�IKNA
OQLLKNP��=J@�UKQ�?=J�LANBKNI�P=NCAPA@�NAOA=N?D�PK�BEHH�EJ�PDKOA�C=LO�

��� (JRKHRAO�PDA�=?P�KB�?NA=PEJC
UKQN�OLAA?D�BNKI�PDA�AHAIAJPO
UKQ�D=RA�C=PDANA@��UKQ�I=U
OP=NP�PK�?KJOE@AN�SD=P�?KIAO
BENOP��SD=P�CKAO�H=OP��=J@�DKS
UKQ�SEHH�HEJG�UKQN�E@A=O�=J@
AT=ILHAO�PKCAPDAN�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ�HKKG
KRAN�UKQN�OLAA?D�=C=EJ�EJ
KN@AN�PK�?KNNA?P�KN�EILNKRA�EP�
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KEY TAKEAWAY

!A�IEJ@BQH�KB�UKQN�NAOQHP�=J@�UKQN�PEIA�BN=IA�=O�UKQ�?KJ@Q?P�UKQN�NAOA=N?D
=J@�EJRAOPEC=PEKJ�� HHKS�AJKQCD�PEIA�PK�HAP�PDA�SNEPEJC�NAOP�>ABKNA�UKQ
NAPQNJ�PK�EP�=J@�I=GA�NAREOEKJO�

EXERCISES

�� "DKKOA�=�PKLE?�NAH=PA@�PK�=�?=NAAN�PD=P�EJPANAOPO�UKQ�=J@�PDEJG�=>KQP
DKS�UKQ�SKQH@�NAOA=N?D�PD=P�PKLE?�KJ�PDA�(JPANJAP��2AP�=�PEIAN�BKN
BEBPAAJ�IEJQPAO��1A=@U��OAP��CK�� P�PDA�AJ@�KB�BEBPAAJ�IEJQPAO��NAREAS�PDA
OKQN?AO�UKQ�D=RA�NA?KN@A@�EJ�UKQN�HEOP�=J@�PDEJG�=>KQP�PDA�EJBKNI=PEKJ
UKQ�D=RA�BKQJ@��'KS�SAHH�@E@�UKQ�QOA�UKQN�HEIEPA@�PEIA��"KQH@�UKQ�@K
>APPAN�JATP�PEIA��3NU�EP�=C=EJ�

�� "KILHAPA�=J�(JPANJAP�OA=N?D�KB�UKQN�J=IA�=J@�NALKNP�UKQN�BEJ@EJCO�PK
PDA�?H=OO�

�� "KILHAPA�=J�(JPANJAP�OA=N?D�KB�UKQN�B=RKNEPA�LNK@Q?P�KN�OANRE?A�=J@
NALKNP�UKQN�BEJ@EJCO�PK�PDA�?H=OO�

�� 8KQgRA�>AAJ�=OOECJA@�PK�=�I=NGAPEJC�PA=I�P=OGA@�PK�AJC=CA�=J�=Q@EAJ?A
FQOP�HEGA�UKQ��,=GA�=�HEOP�KB�SD=P�OANRE?AO�KN�LNK@Q?PO�UKQN�P=NCAP
=Q@EAJ?A�SKQH@�BEJ@�=PPN=?PERA��/E?G�KJA�=J@�@ARAHKL�=�OHKC=J�PD=P�EO
OQNA�PK�CAP�=PPAJPEKJ��2D=NA�UKQN�NAOQHPO�SEPD�PDA�?H=OO�
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5.6 Reading and Analyzing

LEARNING OBJECTIVES

�� 4J@ANOP=J@�@EBBANAJP�PULAO�KB�NA=@EJC�=J@�=J=HUVEJC�PD=P�>QOEJAOO
@K?QIAJPO�AJ?KQJPAN�

�� #AIKJOPN=PA�DKS�PK�SNEPA�BKN�OGEIIEJC�=J@�BKN�=J=HUPE?=H�NA=@EJC�EJ�=P
HA=OP�KJA�SNEPPAJ�@K?QIAJP�KB�A=?D�GEJ@�

6DAJ�UKQ�NA=@��@K�UKQ�NA=@�A=?D�=J@�ARANU�SKN@��#K�UKQ�OGEI�KRAN�PDA�@K?QIAJP
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Chapter 6

Writing
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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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PK�PDA�PEIA�	?DNKJKHKCE?=H

KNC=JEV=PEKJ=H�L=PPANJ�SEPD�PDA
@EOPEJ?PEKJ�KB�OPALO�KN�LD=OAO�PD=P
HA=@�PK�=�?KILHAPA�AJ@�CK=H��3DEO
EO�KBPAJ�NABANNA@�PK�=O�PDA�dDKS
PKe�KNC=JEV=PEKJ=H�L=PPANJ�

%NKI�?KJ?ALPEKJ�PK�@AOECJ�
I=JQB=?PQNEJC�PK�L=?G=CEJC��PK
PN=JOLKNP=PEKJ�=J@�EJOLA?PEKJ��PK
O=HAO�=J@�O=HAO�OQLLKNP��HAPgO
AT=IEJA�DKS�PDA�JAS
PN=JOLKNP=PEKJ�OUOPAI�B=?EHEP=PAO
EJ?NA=OA@�ABBE?EAJ?U�EJ�@AHERANU�PK
I=NGAP�=J@�LNK@Q?P�OQLLKNP�

����/KEJP
/=PPANJ

2PNQ?PQNEJC�UKQN�@K?QIAJP�EJ�=
OANEAO�KB�LKEJPO�=HHKSO�BKN�PDA
LNAOAJP=PEKJ�KB�@ERANOA�=OOANPEKJO
PK�>A�=HECJA@�EJ�=�?KDAOERA
=NCQIAJP�SEPD�?HA=N�OQLLKNP�

3DA�3N=JO IANE?=�3N=JOLKNP=PEKJ
2UOPAI�KBBANO�OARAN=H�=@R=JP=CAO�
OA?QNEPU��OLAA@��ABBE?EAJ?U��=J@�?KOP
NA@Q?PEKJ�

����#ABEJEPEKJ

2PNQ?PQNEJC�UKQN�@K?QIAJP�SEPD�=
CQE@EJC�@ABEJEPEKJ�=HHKSO�BKN�=
?HA=N�EJPNK@Q?PEKJ�KB�PANIO�=J@
?KJ?ALPO�SDEHA�NA@Q?EJC�PDA
HEGAHEDKK@�KB�IEOEJPANLNAP=PEKJ�

3DA�3N=JO IANE?=�3N=JOLKNP=PEKJ
2UOPAI�?=J�>A�@ABEJA@�>U�EPO
LQNLKOA��EPO�EJPACN=PA@�?KILKJAJPO�
=J@�EPO�EIL=?P�KJ�PDA�OA?QNA
IKRAIAJP�KB�CKK@O�=J@�OANRE?AO
=?NKOO�?KIIKJ�>KN@ANO�

����3AOPEIKJE=H

2PNQ?PQNEJC�UKQN�@K?QIAJP
=NKQJ@�=�PAOPEIKJU��KN�BENOP
LANOKJ�=??KQJP�KB�=J�ATLANEAJ?A�
?=J�>A�=J�ABBA?PERA�S=U�PK�I=GA�=J

 ??KN@EJC�PK�,O��7��KSJAN�KB
(JPAN"KQJPNU�3N=@EJC�"KIL=JU��EP
LNAREKQOHU�PKKG����SAAGO�PK�EILKNP�
?HA=N��=J@�@AHERAN�=�LNK@Q?P�BNKI
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Organizing
Principle

Explanation of Process Example

=>OPN=?P�?KJ?ALP�?HA=NAN�PK�=J
=Q@EAJ?A�

,ATE?K�PK�PDA�4JEPA@�2P=PAO��=J@�=J
=@@EPEKJ=H�BKQN�SAAGO�PK�P=GA
@AHERANU�EJ�"=J=@=��-KS�PDA�LNK?AOO
P=GAO�HAOO�PD=J�PSK�SAAGO�

����"ANAIKJE=H
	$RAJPO�
"ANAIKJEAO��KN
"AHA>N=PEKJO


2PNQ?PQNEJC�UKQN�@K?QIAJP�>U
BK?QOEJC�KJ�PDA�BKHHKSEJC�

�� 3D=JGEJC
@ECJEP=NEAO�=J@
NALNAOAJP=PERAO

�� 3DA�EILKNP=J?A�KB
PDA�ARAJP

�� 3DA�NAH=PEKJODEL
KB�PDA�ARAJP�PK�PDA
=Q@EAJ?A

�� 3D=JGEJC�PDA
=Q@EAJ?A�BKN
L=NPE?EL=PEKJ�EJ
PDA�ARAJP�
?ANAIKJU��KN
?AHA>N=PEKJ

3D=JGEJC�PDA�NALNAOAJP=PERAO�
>QEH@ANO��=J@�ARANUKJA�EJRKHRA@
SEPD�PDA�?KJOPNQ?PEKJ�KB�PDA
3N=JO IANE?=�3N=JOLKNP=PEKJ
2UOPAI��3DA�N=EHNK=@�SEHH�QJEPA
 IANE?=��=J@�>NEJC�QO�?HKOAN�EJ
PANIO�KB�PN=@A��?KIIQJE?=PEKJ��=J@
B=IEHU��3D=JG�UKQ�BKN�L=NPE?EL=PEJC
EJ�PK@=UgO�@A@E?=PEKJ�

Outlines

"D=J?AO�=NA�UKQ�D=RA�HA=NJA@�PDA�>=OE?�LNEJ?ELHAO�KB�KQPHEJEJC�EJ�$JCHEOD�SNEPEJC
?KQNOAO��=Joutline � EO�=�BN=IASKNG�PD=P�KNC=JEVAO�I=EJ�E@A=O�=J@�OQ>KN@EJ=PA
E@A=O�EJ�=�DEAN=N?DE?=H�OANEAO�KB�NKI=J�JQIAN=HO�=J@�=HLD=>APE?=H�HAPPANO��3DA�NECDP
?KHQIJ�KB3=>HA������.QPHEJA���LNAOAJPO�=�CAJANE?�KQPHEJA�EJ�=�?H=OOE?=H�OPUHA��(J�PDA
HABP�?KHQIJ��PDA�PDNAA�I=EJ�OPNQ?PQN=H�AHAIAJPO�KB�=J�EJBKNI=PERA�@K?QIAJP�=NA
PEA@�PK�PDA�KQPHEJA��8KQN�P=OG�EO�PK�BEHH�EJ�PDA�NECDP�?KHQIJ�KQPHEJA�SEPD�PDA�=?PQ=H
E@A=O�=J@�LKEJPO�UKQ�=NA�I=GEJC�EJ�UKQN�SNEPEJC�LNKFA?P��%AAH�BNAA�PK�=@=LP�=J@
P=EHKN�EP�PK�UKQN�JAA@O��@ALAJ@EJC�KJ�PDA�OLA?EBE?O�KB�UKQN�NALKNP��HAPPAN��KN�KPDAN
@K?QIAJP�

��  �BN=IASKNG�PD=P�KNC=JEVAO
I=EJ�E@A=O�=J@�OQ>KN@EJ=PA
E@A=O�EJ�=�DEAN=N?DE?=H�OANEAO�
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3=>HA����.QPHEJA��

Introduction Main Idea

!K@U

(��,=EJ�E@A=��/KEJP��

2Q>LKEJP��

 ���OLA?EBE?�EJBKNI=PEKJ��

 ���OLA?EBE?�EJBKNI=PEKJ��

((��,=EJ�E@A=��/KEJP��

2Q>LKEJP��

!���OLA?EBE?�EJBKNI=PEKJ��

!���OLA?EBE?�EJBKNI=PEKJ��

!K@U

(((��,=EJ�E@A=��/KEJP��

2Q>LKEJP��

"���OLA?EBE?�EJBKNI=PEKJ��

"���OLA?EBE?�EJBKNI=PEKJ��

"KJ?HQOEKJ 2QII=NU��,=EJ�LKEJPO��b�

3=>HA������.QPHEJA���LNAOAJPO�=J�=HPANJ=PA�KQPHEJA�BKNI�PD=P�I=U�>A�IKNA�OQEP=>HA
BKN�>NEAB�@K?QIAJPO�HEGA�HAPPANO�=J@�AI=EHO��8KQ�?=J�QOA�PDEO�BKNI=P�=O�=�IK@AH�KN
IK@EBU�EP�=O�JAA@A@�
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3=>HA����.QPHEJA��

� (JPNK@Q?PEKJ&AJAN=H�LQNLKOA��OP=PAIAJP��KN�PDAOEO�OP=PAIAJP

/KEJP���

/KEJP���� !K@U

/KEJP���

� "KJ?HQOEKJ2QII=NEVA�I=EJ�LKEJPO

Paragraphs

/=N=CN=LDO�=NA�DKS�SA�L=?G=CA�EJBKNI=PEKJ�EJ�>QOEJAOO�?KIIQJE?=PEKJ��=J@�PDA
IKNA�ABBE?EAJP�PDA�L=?G=CA��PDA�A=OEAN�PDA�IA=JEJC�?=J�>A�@AHERANA@�

8KQ�I=U�SEOD�PK�PDEJG�KB�A=?D�L=N=CN=LD�=O�=�OI=HH�AOO=U�SEPDEJ�=�H=NCAN
EJBKNI=PEKJ�LH=PBKNI��@ABEJA@�>U�=�CQE@EJC�PDAOEO�=J@�=J�KNC=JEVEJC�LNEJ?ELHA��3DA
OP=J@=N@�BERAL=N=CN=LD�AOO=U�BKNI=P�QOA@�KJ�?KHHACA�PANI�L=LANO�EO�IENNKNA@�EJ
EJ@ERE@Q=H�L=N=CN=LDO��.BPAJ�?KHHACA�AOO=UO�D=RA�IEJEIQI�KN�I=TEIQI�SKN@
?KQJPO��>QP�L=N=CN=LDO�D=N@HU�ARAN�D=RA�AOP=>HEODA@�HEIEPO��$=?D�L=N=CN=LD�BK?QOAO
KJ�KJA�?AJPN=H�E@A=��(P�?=J�>A�=O�HKJC�KN�=O�ODKNP�=O�EP�JAA@O�PK�>A�PK�CAP�PDA�IAOO=CA
=?NKOO��>QP�NAIAI>AN�UKQN�=Q@EAJ?A�=J@�=RKE@�HKJC��@N=SJKQP�L=N=CN=LDO�PD=P
I=U�HKOA�UKQN�NA=@ANgO�=PPAJPEKJ�

)QOP�=O�=�@K?QIAJP�CAJAN=HHU�D=O�=J�EJPNK@Q?PEKJ��>K@U��=J@�?KJ?HQOEKJ��OK�@KAO�=
L=N=CN=LD��$=?D�L=N=CN=LD�D=O�KJA�E@A=��PDKQCDP��KN�LQNLKOA�PD=P�EO�OP=PA@�EJ�=J
EJPNK@Q?PKNU�OAJPAJ?A��3DEO�EO�BKHHKSA@�>U�KJA�KN�IKNA�OQLLKNPEJC�OAJPAJ?AO�=J@
?KJ?HQ@A@�SEPD�=�OQII=NU�OP=PAIAJP�=J@�PN=JOEPEKJ�KN�HEJG�PK�PDA�JATP�E@A=��KN
L=N=CN=LD��+APgO�=@@NAOO�A=?D�EJ�PQNJ�

_ 3DAtopic sentence� OP=PAO�PDA�I=EJ�PDAOEO��LQNLKOA��KN�PKLE?�KB�PDA
L=N=CN=LD��EP�@ABEJAO�PDA�OQ>FA?P�I=PPAN�PK�>A�=@@NAOOA@�EJ�PD=P
L=N=CN=LD�

_ Body sentences� OQLLKNP�PDA�PKLE?�OAJPAJ?A�=J@�NAH=PA�?HA=NHU�PK�PDA
OQ>FA?P�I=PPAN�KB�PDA�L=N=CN=LD�=J@�KRAN=HH�@K?QIAJP��3DAU�I=U�QOA
=J�KNC=JEVEJC�LNEJ?ELHA�OEIEH=N�PK�PD=P�KB�PDA�@K?QIAJP�EPOAHB
	?DNKJKHKCU��?KJPN=OP��OL=PE=H
�KN�EJPNK@Q?A�=�NAH=PA@�KNC=JEVEJC
LNEJ?ELHA�	LKEJP�>U�LKEJP��LNK?AOO�KN�LNK?A@QNA
�

_ 3DAconclusion sentence� >NEJCO�PDA�L=N=CN=LD�PK�=�?HKOA��EP�I=U�@K
PDEO�EJ�=JU�KB�OARAN=H�S=UO��(P�I=U�NAEJBKN?A�PDA�L=N=CN=LDgO�I=EJ
LKEJP��OQII=NEVA�PDA�NAH=PEKJODELO�=IKJC�PDA�>K@U�OAJPAJ?AO��=J@�KN
OANRA�=O�=�PN=JOEPEKJ�PK�PDA�JATP�L=N=CN=LD�

�� 2AJPAJ?A�PD=P�OP=PAO�PDA�I=EJ
PDAOEO��LQNLKOA��KN�OQ>FA?P�KB
PDA�L=N=CN=LD�

�� 2AJPAJ?AO�PD=P�OQLLKNP�PDA
PKLE?�OAJPAJ?A�=J@�NAH=PA
?HA=NHU�PK�PDA�OQ>FA?P�I=PPAN�KB
PDA�L=N=CN=LD�=J@�KRAN=HH
@K?QIAJP�

�� 2AJPAJ?A�PD=P�>NEJCO�PDA
L=N=CN=LD�PK�=�?HKOA�
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Effective Sentences

6A�D=RA�P=HGA@�=>KQP�PDA�KNC=JEV=PEKJ�KB�@K?QIAJPO�=J@�L=N=CN=LDO��>QP�SD=P
=>KQP�PDA�KNC=JEV=PEKJ�KB�OAJPAJ?AO��8KQ�D=RA�LNK>=>HU�HA=NJA@�EJ�$JCHEOD�?KQNOAO
PD=P�A=?D�OAJPAJ?A�JAA@O�PK�D=RA�=�OQ>FA?P�=J@�=�RAN>��IKOP�OAJPAJ?AO�=HOK�D=RA�=J
K>FA?P��3DANA�=NA�BKQN�>=OE?�PULAO�KB�OAJPAJ?AO��@A?H=N=PERA��EILAN=PERA�
EJPANNKC=PERA��=J@�AT?H=I=PKNU��'ANA�=NA�OKIA�AT=ILHAO�

_ Declarative b�8KQ�=NA�EJREPA@�PK�FKEJ�QO�BKN�HQJ?D�
_ Imperative b�/HA=OA�FKEJ�QO�BKN�HQJ?D�
_ Interrogative b�6KQH@�UKQ�HEGA�PK�FKEJ�QO�BKN�HQJ?D�
_ Exclamatory b�(gI�OK�CH=@�UKQ�?=J�FKEJ�QO�

Declarative sentences� I=GA�=�OP=PAIAJP��SDANA=Ointerrogative sentences � =OG�=
MQAOPEKJ�Imperative sentences�� ?KJRAU�=�?KII=J@��=J@exclamatory
sentences�� ATLNAOO�=�OPNKJC�AIKPEKJ��(JPANNKC=PERA�=J@�AT?H=I=PKNU�OAJPAJ?AO�=NA
A=OU�PK�E@AJPEBU�>U�PDAEN�BEJ=H�LQJ?PQ=PEKJ��=�MQAOPEKJ�I=NG�=J@�=J�AT?H=I=PEKJ
LKEJP��NAOLA?PERAHU��(J�>QOEJAOO�SNEPEJC��@A?H=N=PERA�=J@�EILAN=PERA�OAJPAJ?AO�=NA
IKNA�BNAMQAJPHU�QOA@�

3DANA�=NA�=HOK�?KILKQJ@�=J@�?KILHAT�OAJPAJ?AO��SDE?D�I=U�QOA�PSK�KN�IKNA�KB�PDA
BKQN�>=OE?�PULAO�EJ�?KI>EJ=PEKJ�

�� Simple sentence��2=HAO�D=RA�EJ?NA=OA@�
�� Compound sentence��2=HAO�D=RA�EJ?NA=OA@�=J@�LNKBEPO�?KJPEJQA�PK�CNKS�
�� Complex sentence��2=HAO�D=RA�EJ?NA=OA@�=J@�SA�D=RA�PDA�O=HAO�OP=BB�PK

PD=JG�BKN�EP�
�� Compound complex sentence�� HPDKQCD�PDA�A?KJKIU�D=O�>AAJ�EJ

NA?AOOEKJ��O=HAO�D=RA�EJ?NA=OA@��=J@�SA�D=RA�O=HAO�OP=BB�PK�PD=JG�BKN�EP�

(J�KQN�OEILHA�OAJPAJ?A��dO=HAOe�OANRAO�=O�PDA�OQ>FA?P�=J@�dD=RA�EJ?NA=OA@e�OANRAO�=O
PDA�RAN>��3DA�OAJPAJ?A�?=J�OP=J@�=HKJA�>A?=QOA�EP�D=O�PDA�PSK�>=OE?�L=NPO�PD=P
?KJOPEPQPA�=�OAJPAJ?A��(J�KQN�?KILKQJ@�OAJPAJ?A�SA�D=RA�PSK�EJ@ALAJ@AJP�?H=QOAO
PD=P�?KQH@�OP=J@�=HKJA��PDAU�=NA�FKEJA@�>U�PDA�?KJFQJ?PEKJ�d=J@�e�(J�KQN�?KILHAT
OAJPAJ?A��SA�D=RA�=J�EJ@ALAJ@AJP�?H=QOA��SDE?D�?=J�OP=J@�KJ�EPO�KSJ��?KI>EJA@
SEPD�=�BN=CIAJP�	JKP�=�OAJPAJ?A
�KN�@ALAJ@AJP�?H=QOA�SDE?D��EB�EP�SANA�JKP�FKEJA@�PK
PDA�EJ@ALAJ@AJP�?H=QOA��SKQH@�JKP�I=GA�=JU�OAJOA��3DA�BN=CIAJP�d=J@�SA�D=RA�PDA
O=HAO�OP=BB�PK�PD=JGe�KJ�EPO�KSJ�SKQH@�D=RA�QO�=OGEJC�dBKN�SD=P�e�=O�PDA�OQ>FA?P�EO
=>OAJP��"KILHAT�?KILKQJ@�OAJPAJ?AO�?KI>EJA�=�IET�KB�EJ@ALAJ@AJP�=J@
@ALAJ@AJP�?H=QOAO��=J@�=P�HA=OP�KJA�KB�PDA�?H=QOAO�IQOP�>A�@ALAJ@AJP�

�� 2AJPAJ?A�PD=P�I=GAO�=
OP=PAIAJP�

�� 2AJPAJ?A�PD=P�=OGO�=�MQAOPEKJ�

��� 2AJPAJ?A�PD=P�?KJRAUO�=
?KII=J@�

��� 2AJPAJ?A�PD=P�ATLNAOOAO�=
OPNKJC�AIKPEKJ�
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3DA�=>EHEPU�PK�SNEPA�?KILHAPA��?KNNA?P�OAJPAJ?AO�EO�HEGA�=JU�KPDAN�OGEHHcEP�?KIAO
SEPD�LN=?PE?A��3DA�IKNA�SNEPEJC�UKQ�@K��=O�UKQ�I=GA�=J�ABBKNP�PK�QOA�?KNNA?P
CN=II=N��PDA�A=OEAN�EP�SEHH�>A?KIA��1A=@EJC�=Q@EAJ?AO��L=NPE?QH=NHU�EJ�=�>QOEJAOO
?KJPATP��SEHH�JKP�S=OPA�PDAEN�PEIA�KJ�LKKN�SNEPEJC�=J@�SEHH�IKRA�KJ��8KQN�?D=HHAJCA
=O�=J�ABBA?PERA�>QOEJAOO�SNEPAN�EO�PK�GJKS�SD=P�UKQ�=NA�CKEJC�PK�SNEPA�=J@�PDAJ�PK
I=GA�EP�?KIA�=?NKOO��RE=�SKN@O��OUI>KHO��=J@�EI=CAO��EJ�=�?HA=N�=J@�?KJ?EOA�I=JJAN�

2AJPAJ?AO�ODKQH@�=RKE@�>AEJC�R=CQA�=J@�BK?QO�KJ�OLA?EBE?�?KJPAJP��$=?D�OAJPAJ?A
ODKQH@�?KJRAU�=�?KILHAPA�PDKQCDP��=�R=CQA�OAJPAJ?A�B=EHO�PK�IAAP�PDEO�?NEPANE=��3DA
NA=@AN�EO�HABP�SKJ@ANEJC�SD=P�PDA�OAJPAJ?A�S=O�OQLLKOA@�PK�?KJRAU�

_ 5=CQA�b�6A�?=J�B=?EHEP=PA�OKHQPEKJO�EJ�LQNOQEP�KB�OQ??AOO�>U�HARAN=CEJC
KQN�?KNA�OPNAJCPDO�

_ 2LA?EBE?�b�!U�QOEJC�KQN�GJKSHA@CA��ATLANEAJ?A��=J@�?=L=>EHEPEAO��SA�?=J
=?DEARA�PDA�LNK@Q?PEKJ�P=NCAPO�BKN�PDA�?KIEJC�MQ=NPAN�

$BBA?PERA�OAJPAJ?AO�=HOK�HEIEP�PDA�N=JCA�=J@�O?KLA�KB�A=?D�?KILHAPA�PDKQCDP�
=RKE@EJC�JAA@HAOO�?KILHATEPU��2KIAPEIAO�SNEPANO�IEOP=GAJHU�AMQ=PA�HKJC��?KILHAT
OAJPAJ?AO�SEPD�AT?AHHAJ?A�=J@�OGEHH��"HA=N��?KJ?EOA��=J@�KBPAJ�>NEAB�OAJPAJ?AO�OANRA
PK�?KIIQJE?=PA�E@A=O�=J@�?KJ?ALPO�EJ�ABBA?PERA�=J@�ABBE?EAJP�S=UO�PD=P�?KILHAT�
D=N@PKBKHHKS�OAJPAJ?AO�@K�JKP�

_ Complex�� EN�PN=JOLKNP=PEKJ�BA=PQNAO�OLAA@�KB�@AHERANU�EJ�S=UO�BAS
KPDAN�BKNIO�KB�PN=JOLKNP=PEKJ�?=J�I=P?D��EJ?HQ@EJC�PN=?PKNPN=EHAN�=J@
N=EH��=J@�EO�NA=@EHU�=R=EH=>HA�PK�PDA�EJ@ERE@Q=H�?KJOQIAN�=J@�PDA
?KNLKN=PA�?HEAJP�=HEGA�

_ Clear�� EN�PN=JOLKNP=PEKJ�EO�=??AOOE>HA�=J@�B=OPAN�PD=J�N=EHNK=@�KN
PNQ?GEJC�

$BBA?PERA�OAJPAJ?AO�=NA�?KILHAPA��?KJP=EJEJC�=�OQ>FA?P�=J@�=�RAN>��(J?KILHAPA
OAJPAJ?AOc=HOK�GJKSJ�=O�OAJPAJ?A�BN=CIAJPOc@AIKJOPN=PA�=�B=EHQNA�PK�L=U
=PPAJPEKJ�PK�@AP=EH��3DAU�KBPAJ�EJREPA�IEOQJ@ANOP=J@EJC��SDE?D�EO�PDA�KLLKOEPA�KB�KQN
CK=H�EJ�>QOEJAOO�?KIIQJE?=PEKJ�

_ %N=CIAJPO�b� HPDKQCD�=EN�PN=JOLKNP=PEKJ�EO�B=OP��"KOPO�IKNA�PD=J
PNQ?GEJC�

_ "KILHAPA�b� HPDKQCD�=EN�PN=JOLKNP=PEKJ�EO�B=OP��EP�?KOPO�IKNA�PD=J
PNQ?GEJC�

$BBA?PERA�>QOEJAOO�SNEPEJC�=RKE@O�>QNA=Q?N=PE?�H=JCQ=CA�=J@�LDN=OA�PD=P�=NA�PDA
D=HHI=NG�KB�@A?KN=PEKJ��#A?KN=PEKJ�EO�=�NABHA?PEKJ�KB�NEPQ=H��=J@�NEPQ=H�D=O�EPO�NKHA��(B
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UKQ�=NA�PDA�CKRANJKN�KB�=�OP=PA��=J@�S=JP�PK�I=GA�=�NAOKHQPEKJ�@A?H=NEJC�PK@=U�=O
'(5� (#2� S=NAJAOO�#=U��UKQ�=NA�=HHKSA@�PK�OP=NP�PDA�@K?QIAJP�SEPD�d6DANA=Oe
>A?=QOA�KB�EPO�NEPQ=H�EILKNP=J?A��2EIEH=NHU��EB�UKQ�=NA�SNEPEJC�=�HAC=H�@K?QIAJP�
PN=@EPEKJ�?=HHO�BKN�?ANP=EJ�OP=J@=N@�LDN=OAO�OQ?D�=O�dGJKS�=HH�IAJ�>U�PDAOA
LNAOAJPO�e�'KSARAN��EJ�OP=J@=N@�>QOEJAOO�SNEPEJC��EP�EO�>AOP�PK�NABN=EJ�BNKI�QOEJC
>QNA=Q?N=PE?�LDN=OAO�=J@�NEPQ=HEOPE?�SKN@O�PD=P�@A?KN=PA�=J@�@EOPN=?P�PDA�NA=@AN
BNKI�UKQN�?HA=N��AOOAJPE=H�IA=JEJC��(B�PDA�?QOPKIAN��?HEAJP��KN�OQLLHEAN�@KAO�JKP
QJ@ANOP=J@�PDA�IAOO=CA�PDA�BENOP�PEIA��A=?D�BKHHKSQL�=PPAILP�PK�?H=NEBU�PDA
IA=JEJC�PDNKQCD�EJPAN=?PEKJ�EO�=�?KOP�3=>HA������!QNA=Q?N=PE?�/DN=OAO�=J@
2P=J@=N@� HPANJ=PERAO�LNAOAJPO�=�BAS�AT=ILHAO�KB�?KIIKJ�>QNA=Q?N=PE?�LDN=OAO
=J@�OP=J@=N@�$JCHEOD�=HPANJ=PERAO�

3=>HA����!QNA=Q?N=PE?�/DN=OAO�=J@�2P=J@=N@� HPANJ=PERAO

Bureaucratic Phrase Standard English Alternatives

 P�PDA�LNAOAJP�PEIA -KS��PK@=U

"KJ?ANJEJC�PDA�I=PPAN�KB1AC=N@EJC��=>KQP

#AOLEPA�PDA�B=?P�PD=P  HPDKQCD��SDEHA��ARAJ�PDKQCD

#QA�PK�PDA�B=?P�PD=P !A?=QOA��OEJ?A��=O

(ILHAIAJP�=J�EJRAOPEC=PEKJ
KB

%EJ@�KQP��EJRAOPEC=PA

(J=OIQ?D�=O !A?=QOA��OEJ?A��=O

(P�D=O�>AAJ�OQCCAOPA@
:J=IA�KB�LANOKJ�KN�KNC=JEV=PEKJ;�D=O�OQCCAOPA@��O=E@��KN
OP=PA@

(P�EO�>AHEARA@�PD=P
:J=IA�KB�LANOKJ�KN�KNC=JEV=PEKJ;�>AHEARAO��PDEJGO��KN�O=UO
PD=P

(P�EO�PDA�KLEJEKJ�KB�PDA
=QPDKN

(�>AHEARA��(�PDEJG��EJ�IU�KLEJEKJ

4JPEH�OQ?D�PEIA�=O 4JPEH��SDAJ

6EPD�PDA�AT?ALPEKJ�KB $T?ALP��=L=NP�BNKI

(J�KN=H�?KIIQJE?=PEKJ��NALAPEPEKJ�?=J�>A�=J�ABBA?PERA�OPN=PACU�PK�NAEJBKN?A�=
IAOO=CA��>QP�EJ�SNEPPAJ�?KIIQJE?=PEKJ�EP�=@@O�JAA@HAOO�HAJCPD�PK�=�@K?QIAJP�=J@
EIL=ENO�?H=NEPU�

"D=LPAN���6NEPEJC

����.NC=JEV=PEKJ ���



_ 1A@QJ@=JP�b�(J�PDEO�@=U�=J@�=CA�=EN�PN=JOLKNP=PEKJ�>U�=EN�?=NNEAN�EO�PDA
?HA=N�SEJJAN�KRAN�=HPANJ=PERA�IK@AO�KB�?KJRAU=J?A�BKN�OLAA@�=J@
IAAPEJC�PECDP�@A=@HEJAO�

_ "HA=N�b�3K@=U�=EN�PN=JOLKNP=PEKJ�EO�B=OPAN�PD=J�KPDAN�IAPDK@O�

6DAJ�=�SNEPAN�OP=PAO�PD=P�OKIAPDEJC�EO�=�dPNQA�B=?P�e�=�CNKQL�=?DEARA@�=�d?KJOAJOQO
KB�KLEJEKJ�e�KN�PD=P�PDA�dBEJ=H�KQP?KIAe�S=O�@A?H=NA@��PDA�SKN@�?DKE?AO�NABHA?P�=J
QJJA?AOO=NU�NA@QJ@=J?U�� �B=?P��?KJOAJOQO��KN�KQP?KIA�JAA@�JKP�>A�MQ=HEBEA@�SEPD
SKN@O�PD=P�OP=PA�OEIEH=N�?KJ?ALPO��(B�EP�EO�B=?P��EP�EO�PNQA�� �?KJOAJOQO��>U�@ABEJEPEKJ��EO
BKNIA@�EJ�=�CNKQL�BNKI�@ERANOA�KLEJEKJO�� J�KQP?KIA�EO�PDA�BEJ=H�NAOQHP��OK�=@@EJC
PDA�SKN@�dBEJ=He�NALA=PO�PDA�B=?P�QJJA?AOO=NEHU�

(J�>QOEJAOO�SNEPEJC�SA�OAAG�?HA=N�=J@�?KJ?EOA�SNEPEJC�PD=P�OLA=GO�BKN�EPOAHB�SEPD
HEPPHA�KN�JK�IEOEJPANLNAP=PEKJ��3DA�IKNA�?KILHAT�=�OAJPAJ?A�>A?KIAO��PDA�A=OEAN�EP
EO�PK�HKOA�PN=?G�KB�EPO�IA=JEJC��6DAJ�SA�?KJOE@AN�PD=P�EP�I=U�NA=@�>U�OKIAKJA�BKN
SDKI�$JCHEOD�EO�=�OA?KJ@�H=JCQ=CA��PDA�?KILHAT�OAJPAJ?A�>A?KIAO�ARAJ�IKNA
LNK>HAI=PE?��(B�SA�?KJOE@AN�EPO�PN=JOH=PEKJ��SA�=@@�=JKPDAN�H=UAN�KB�?KILHATEPU�PD=P
?=J�HA=@�PK�IEO?KIIQJE?=PEKJ��%EJ=HHU��ABBA?PERA�OAJPAJ?AO�BKHHKS�PDA�*(22�BKNIQH=
BKN�OQ??AOO��*AAL�(P�2EILHAc2EILHEBU�

Transitions

(B�UKQ�SANA�CKEJC�PK�>QEH@�=�DKQOA��UKQ�SKQH@�JAA@�=�OPNKJC�BKQJ@=PEKJ��"KQH@�UKQ
LQP�PDA�>A=IO�PK�DKH@�UKQN�NKKB�EJ�LH=?A�SEPDKQP�=JUPDEJC�PK�GAAL�PDAI�EJ�LH=?A��.B
?KQNOA�JKP��PDAU�SKQH@�B=HH�@KSJ�NECDP�=S=U��(J�PDA�O=IA�S=U��PDA�?KHQIJO�KN
>A=IO�=NA�HEGA�PDA�I=EJ�E@A=O�KB�UKQN�@K?QIAJP��3DAU�JAA@�PK�D=RA�?KJJA?PEKJO�PK
A=?D�KPDAN�OK�PD=P�PDAU�>A?KIA�EJPAN@ALAJ@AJP�=J@�OP=U�SDANA�UKQ�S=JP�PDAI�OK
PD=P�UKQN�DKQOA��KN�UKQN�SNEPEJC��@KAOJgP�?KIA�?N=ODEJC�@KSJ�

Transitions �� EJRKHRA�SKN@O�KN�REOQ=H�@ARE?AO�PD=P�DAHL�PDA�=Q@EAJ?A�BKHHKS�PDA
=QPDKNgO�E@A=O��?KJJA?P�PDA�I=EJ�LKEJPO�PK�A=?D�KPDAN��=J@�OAA�PDA�NAH=PEKJODELO
UKQgRA�?NA=PA@�EJ�PDA�EJBKNI=PEKJ�UKQ�=NA�LNAOAJPEJC��3DAU�=NA�KBPAJ�@AO?NE>A@�=O
>NE@CAO�>APSAAJ�E@A=O��PDKQCDP�KN�?KJ?ALPO��LNKRE@EJC�OKIA�OAJOA�KB�SDANA�UKQgRA
>AAJ�=J@�SDANA�UKQ�=NA�CKEJC�SEPD�UKQN�@K?QIAJP��3N=JOEPEKJO�CQE@A�PDA�=Q@EAJ?A
EJ�PDA�LNKCNAOOEKJ�BNKI�KJA�OECJEBE?=JP�E@A=��?KJ?ALP��KN�LKEJP�PK�PDA�JATP��3DAU�?=J
=HOK�ODKS�PDA�NAH=PEKJODELO�>APSAAJ�PDA�I=EJ�LKEJP�=J@�PDA�OQLLKNP�UKQ�=NA�QOEJC
PK�EHHQOPN=PA�UKQN�LKEJP��LNKRE@A�AT=ILHAO�BKN�EP��KN�NABAN�PK�KQPOE@A�OKQN?AO�3=>HA
�����3ULAO�KB�3N=JOEPEKJO�EJ�6NEPEJC�EO�=�OQII=NU�KB�BKQNPAAJ�@EBBANAJP�PULAO�KB
PN=JOEPEKJO��"KJOE@AN�PDAI�=O�UKQ�?KJPAILH=PA�DKS�PK�>NEJC�PKCAPDAN�UKQN
EJBKNI=PEKJ�=J@�I=GA�JKPAO�KJ�UKQN�KQPHEJA�

��� !NE@CAO�>APSAAJ�E@A=O�
PDKQCDPO�KN�?KJ?ALPO��SKN@O�
LDN=OAO��KN�REOQ=H�@ARE?AO�PD=P
DAHL�PDA�=Q@EAJ?A�BKHHKS�PDA
OLA=GANgO�E@A=O��?KJJA?P�PDA
I=EJ�LKEJPO�PK�A=?D�KPDAN��=J@
OAA�PDA�NAH=PEKJODELO�EJ�=
OLAA?D�

"D=LPAN���6NEPEJC

����.NC=JEV=PEKJ ���



3=>HA����3ULAO�KB�3N=JOEPEKJO�EJ�6NEPEJC

Type Definition Examples

���(JPANJ=H
/NAREASO

 J internal preview EO�=�>NEAB
OP=PAIAJP�NABANNEJC�PK�=�LKEJP�UKQ
=NA�CKEJC�PK�I=GA��(P�?=J�BKNA?=OP�KN
BKNAOD=@KS�=�I=EJ�LKEJP�EJ�UKQN
@K?QIAJP�

(B�SA�HKKG�=DA=@�PK��JATP�SAgHH
AT=IEJA��JKS�SA�?=J�BK?QO�KQN
=PPAJPEKJ�KJ��BENOP�SAgHH�HKKG�=P��PDAJ
SAgHH�AT=IEJA

���2ECJLKOPO

 signpost =HANPO�PDA�=Q@EAJ?A�UKQ
=NA�IKREJC�BNKI�KJA�PKLE?�PK�PDA
JATP��2ECJ�LKOPO�KN�OECJ=H�SKN@O
@N=S�=PPAJPEKJ�PK�PDAIOAHRAO�=J@
BK?QO�PDA�=Q@EAJ?AgO�=PPAJPEKJ�

2PKL�=J@�?KJOE@AN��SA�?=J�JKS
=@@NAOO��PQNJEJC�BNKI�PK��=JKPDAN�
PDEO�NAIEJ@O�IA�KB��(�SKQH@�HEGA�PK
AILD=OEVA

���(JPANJ=H
2QII=NEAO

 J internal summary >NEABHU
?KRANO�EJBKNI=PEKJ�KN�=HHQ@AO�PK
EJBKNI=PEKJ�EJPNK@Q?A@�LNAREKQOHU�
(P�?=J�NAIEJ@�=J�=Q@EAJ?A�KB�=
LNAREKQO�LKEJP�=J@�NAEJBKN?A
EJBKNI=PEKJ�?KRANA@�EJ�UKQN
@K?QIAJP�

 O�(�D=RA�O=E@��=O�SA�D=RA�OAAJ��=O
IAJPEKJA@�A=NHEAN��EJ�=JU�ARAJP��EJ
?KJ?HQOEKJ��EJ�KPDAN�SKN@O��EJ�ODKNP�
KJ�PDA�SDKHA��PDANABKNA��PK
OQII=NEVA��=O�=�NAOQHP��=O�D=O�>AAJ
JKPA@�LNAREKQOHU�

���2AMQAJ?A

 sequence transition KQPHEJAO�=
DEAN=N?DE?=H�KN@AN�KN�OANEAO�KB�OPALO
EJ�UKQN�@K?QIAJP��(P�?=J�EHHQOPN=PA
KN@AN�KN�OPALO�EJ�=�HKCE?=H�LNK?AOO�

%ENOPaOA?KJ@aPDEN@��BQNPDANIKNA�
JATP��H=OP��OPEHH��=HOK��=J@�PDAJ��>AOE@AO�
BEJ=HHU

���3EIA

 time transition BK?QOAO�KJ�PDA
?DNKJKHKCE?=H�=OLA?PO�KB�UKQN�KN@AN�
/=NPE?QH=NHU�QOABQH�EJ�=J�=NPE?HA
QPEHEVEJC�=�OPKNU��PDEO�PN=JOEPEKJ�?=J
EHHQOPN=PA�BKN�PDA�=Q@EAJ?A
LNKCNAOOEKJ�KB�PEIA�

!ABKNA��A=NHEAN��EIIA@E=PAHU��EJ�PDA
IA=JPEIA��EJ�PDA�L=OP��H=PAHU��H=PAN�
IA=JSDEHA��JKS��LNAOAJPHU��ODKNPHU�
OEIQHP=JAKQOHU��OEJ?A��OK�B=N��OKKJ�=O
HKJC�=O��=O�OKKJ�=O��=P�H=OP��=P�HAJCPD��=P
PD=P�PEIA��PDAJ��QJPEH��=BPANS=N@

��� @@EPEKJ

 J addition or additive transition
?KJPNE>QPAO�PK�=�LNAREKQO�LKEJP��3DEO
PN=JOEPEKJ�?=J�>QEH@�KJ�=�LNAREKQO
LKEJP�=J@�ATPAJ@�PDA�@EO?QOOEKJ�

 @@EPEKJ=HHU��JKP�PK�IAJPEKJ��EJ
=@@EPEKJ�PK��BQNPDANIKNA��AEPDAN�
JAEPDAN��>AOE@AO��KJ��EJ�B=?P��=O�=
I=PPAN�KB�B=?P��=?PQ=HHU��JKP�KJHU��>QP
=HOK��=O�SAHH�=O

��
2EIEH=NEPU

 transition by similarity @N=SO�=
L=N=HHAH�>APSAAJ�PSK�E@A=O��?KJ?ALPO
KN�AT=ILHAO��(P�?=J�EJ@E?=PA�=
?KIIKJ�=NA=�>APSAAJ�LKEJPO�BKN
PDA�=Q@EAJ?A�

(J�PDA�O=IA�S=U��>U�PDA�O=IA�PKGAJ�
AMQ=HHU��OEIEH=NHU��FQOP�=O�SA�D=RA
OAAJ��EJ�PDA�O=IA�RAEJ

��
"KIL=NEOKJ

 transition by comparison @N=SO
=�@EOPEJ?PEKJ�>APSAAJ�PSK�E@A=O�
?KJ?ALPO�KN�AT=ILHAO��(P�?=J

+EGA��EJ�NAH=PEKJ�PK��>ECCAN�PD=J��PDA
B=OPAOP��H=NCAN�PD=J��PD=J�=JU�KPDAN��EO
>ECCAN�PD=J��>KPD��AEPDANaKN��HEGASEOA
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Type Definition Examples

EJ@E?=PA�=�?KIIKJ�KN�@ERANCAJP
=NA=�>APSAAJ�LKEJPO�BKN�PDA
=Q@EAJ?A�

���"KJPN=OP

 transition by contrast @N=SO�=
@EOPEJ?PEKJ�KB�@EBBANAJ?A��KLLKOEPEKJ�
KN�ENNACQH=NEPU�>APSAAJ�PSK�E@A=O�
?KJ?ALPO�KN�AT=ILHAO��3DEO
PN=JOEPEKJ�?=J�EJ@E?=PA�=�GAU
@EOPEJ?PEKJ�>APSAAJ�LKEJPO�BKN�PDA
=Q@EAJ?A�

!QP��JAEPDANaJKN��DKSARAN�KJ�PDA
KPDAN�D=J@��=HPDKQCD��@AOLEPA��ARAJ
PDKQCD��EJ�?KJPN=OP��EJ�OLEPA�KB��KJ�PDA
?KJPN=NU�?KJRANOAHU��QJHEGA��SDEHA
EJOPA=@��JARANPDAHAOO��JKJAPDAHAOO�
NAC=N@HAOO��OPEHH��PDKQCD��UAP��=HPDKQCD

Type Definition Examples

����"=QOA
=J@�$BBA?P�
1AOQHP

 transition by cause and
effect or result EHHQOPN=PAO�=
NAH=PEKJODEL�>APSAAJ�PSK
E@A=O��?KJ?ALPO�KN�AT=ILHAO
=J@�I=U�BK?QO�KJ�PDA
KQP?KIA�KN�NAOQHP��(P�?=J
EHHQOPN=PA�=�NAH=PEKJODEL
>APSAAJ�LKEJPO�BKN�PDA
=Q@EAJ?A�

 O�=�NAOQHP��>A?=QOA�
?KJOAMQAJPHU��BKN�PDEO
LQNLKOA��=??KN@EJCHU��OK�
PDAJ��PDANABKNA��PDANAQLKJ�
PDQO��PK�PDEO�AJ@��BKN�PDEO
NA=OKJ��=O�=�NAOQHP��>A?=QOA��
PDANABKNA��?KJOAMQAJPHU��=O�=
?KJOAMQAJ?A��=J@�PDA
KQP?KIA�S=O

���
$T=ILHAO

 transition by example
EHHQOPN=PAO�=�?KJJA?PEKJ
>APSAAJ�=�LKEJP�=J@�=J
AT=ILHA�KN�AT=ILHAO��8KQ
I=U�BEJ@�REOQ=H�=E@O�SKNG�SAHH
SEPD�PDEO�PULA�KB�PN=JOEPEKJ�

(J�B=?P��=O�SA�?=J�OAA��=BPAN
=HH��ARAJ��BKN�AT=ILHA��BKN
EJOP=J?A��KB�?KQNOA�
OLA?EBE?=HHU��OQ?D�=O��EJ�PDA
BKHHKSEJC�AT=ILHA��PK
EHHQOPN=PA�IU�LKEJP

����/H=?A

 place transition NABANO�PK�=
HK?=PEKJ��KBPAJ�EJ�=�OL=PE=HHU
KNC=JEVA@�AOO=U��KB�KJA�LKEJP
KB�AILD=OEO�PK�=JKPDAN�
 C=EJ��REOQ=H�=E@O�SKNG�SAHH
SDAJ�@EO?QOOEJC�LDUOE?=H
HK?=PEKJ�SEPD�PDA�NA=@EJC
=Q@EAJ?A�

KLLKOEPA�PK��PDANA��PK�PDA�HABP�
PK�PDA�NECDP��=>KRA��=@F=?AJP
PK��AHOASDANA��B=N��B=NPDAN�KJ�
>AHKS��>AUKJ@��?HKOAN�PK�
DANA��JA=N��JA=N>U��JATP�PK

���
"H=NEBE?=PEKJ

 clarification transition
NAOP=PAO�KN�BQNPDAN�@ARAHKLO�=
I=EJ�E@A=�KN�LKEJP��(P�?=J�=HOK
OANRA�=O�=�OECJ=H�PK�=�GAU
LKEJP�

3K�?H=NEBU��PD=P�EO��(�IA=J��EJ
KPDAN�SKN@O��PK�LQP�EP�=JKPDAN
S=U�PD=P�EO�PK�O=U��PK�NALDN=OA
EP��EJ�KN@AN�PK�ATLH=EJ��PDEO
IA=JO

���
"KJ?AOOEKJ

 concession transition
EJ@E?=PAO�GJKSHA@CA�KB
?KJPN=NU�EJBKNI=PEKJ��(P�?=J

6A�?=J�OAA�PD=P�SDEHA�
=HPDKQCD�EP�EO�PNQA�PD=P�
CN=JPA@�PD=P��SDEHA�EP�I=U

"D=LPAN���6NEPEJC
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Type Definition Examples

=@@NAOO�=�LAN?ALPEKJ�PDA
=Q@EAJ?A�I=U�DKH@�=J@�=HHKS
BKN�?H=NEBE?=PEKJ�

=LLA=N�PD=P��J=PQN=HHU��KB
?KQNOA��(�?=J�OAA�PD=P��(�=@IEP
PD=P�SDEHA

KEY TAKEAWAY

.NC=JEV=PEKJ�EO�PDA�GAU�PK�?HA=N�SNEPEJC��.NC=JEVA�UKQN�@K?QIAJP�QOEJC�GAU
AHAIAJPO��=J�KNC=JEVEJC�LNEJ?ELHA��=J@�=J�KQPHEJA��.NC=JEVA�UKQN�L=N=CN=LDO
=J@�OAJPAJ?AO�OK�PD=P�UKQN�=Q@EAJ?A�?=J�QJ@ANOP=J@�PDAI��=J@�QOA
PN=JOEPEKJO�PK�IKRA�BNKI�KJA�LKEJP�PK�PDA�JATP�
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EXERCISES

�� 6D=P�BQJ?PEKJO�@KAO�KNC=JEV=PEKJ�OANRA�EJ�=�@K?QIAJP��"=J�PDAU�>A
LKOEPERA�KN�JAC=PERA��$TLH=EJ�=J@�@EO?QOO�SEPD�=�?H=OOI=PA�

�� "NA=PA�=J�KQPHEJA�BNKI�=�O=ILHA�=NPE?HA�KN�@K?QIAJP��#K�UKQ�JKPE?A�=J
KNC=JEV=PEKJ=H�L=PPANJ��$TLH=EJ�=J@�@EO?QOO�SEPD�=�?H=OOI=PA�

�� 6DE?D�KB�PDA�BKHHKSEJC�OAJPAJ?AO�=NA�CKK@�AT=ILHAO�KB�?KNNA?P
=J@�?HA=N�>QOEJAOO�$JCHEOD��%KN�OAJPAJ?AO�JAA@EJC�EILNKRAIAJP�
@AO?NE>A�SD=P�EO�SNKJC�=J@�SNEPA�=�OAJPAJ?A�PD=P�?KNNA?PO�PDA
LNK>HAI��#EO?QOO�UKQN�=JOSANO�SEPD�UKQN�?H=OOI=PAO�

=� ,=NHUO�D=O�>AAJ�?DKOAJ�PK�NA?AERA�=�LNKIKPEKJ�JATP�IKJPD�
>� !A?=QOA�DAN�SKNG�EO�ATAILH=NU�
?�  P�OQ?D�PEIA�=O�EP�>A?KIAO�BA=OE>HA��EP�EO�PDA�EJPAJPEKJ�KB�KQN

@AL=NPIAJP�PK�B=?EHEP=PA�=�HQJ?D�IAAPEJC�PK�?KJCN=PQH=PA
,=NHUO

@�  O�=�NAOQHP�KB�>Q@CAP�=HHK?=PEKJ�=J=HUOEO�=J@�AT=IEJ=PEKJ�KB
KQN�BEJ=J?E=H�?KJ@EPEKJ��EP�EO�EJ@E?=PA@�PD=P�O=H=NU
?KILAJO=PEKJ�BKN�,=NHUO�?=J�>A�EJ?NA=OA@�PK�=�HEIEPA@
@ACNAA�

A� 6DAJ�SEHH�,=NHUOgO�LNKIKPEKJ�>A�KBBE?E=H�
B� (�=I�OK�AJREKQO�
C�  IKJC�PDKOA�NA?AEREJC�LNKIKPEKJO��,=NHUO��!K>��&ANI=EJA�

3ANNU��=J@� GEGK�
D� 3DA�LNAOE@AJP�=OGA@�=HH�PDKOA�NA?AEREJC�LNKIKPEKJO�?KIA�PK

PDA�IAAPEJC�
E� /HA=OA�=PPAJ@�=�IAAPEJC�BKN�=HH�AILHKUAAO�SDK�SEHH�>A

LNKIKPA@�JATP�IKJPD�
F� ,=NHUO�EJPAJ@O�PK�QOA�DAN�JAS�LKOEPEKJ�PK�IAJPKN�AILHKUAAO

FKEJEJC�PDA�BENI��SDE?D�SEHH�AJ?KQN=CA�?KIIEPIAJP�=J@�CKK@
SKNG�D=>EPO�

�� %EJ@�=J�AT=ILHA�KB�=�LKKN�OAJPAJ?A�KN�=�OLAHHEJC�KN�CN=II=N�ANNKN�PD=P
S=O�LQ>HEODA@�KJHEJA�KN�EJ�LNEJP�=J@�OD=NA�UKQN�BEJ@EJC�SEPD�PDA�?H=OO�
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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

�� #AIKJOPN=PA�UKQN�=>EHEPU�PK�LNAL=NA�=J@�LNAOAJP�EJBKNI=PEKJ�QOEJC�=
SNEPEJC�OPUHA�PD=P�SEHH�EJ?NA=OA�QJ@ANOP=J@EJC��NAPAJPEKJ��=J@�IKPER=PEKJ
PK�=?P�

8KQ�=NA�EJREPA@�PK�=�>QOEJAOO�@EJJAN�=P�=J�ATLAJOERA�NAOP=QN=JP�PD=P�D=O�>AAJ�PDA
PKLN=PA@�@EJEJC�AOP=>HEODIAJP�EJ�UKQN�PKSJ�BKN�@A?=@AO��8KQ�=NA�=S=NA�KB�PDA
NAOP=QN=JPgO�@NAOO�?K@A��SDE?D�BKN>E@O�?=OQ=H�=PPENA�OQ?D�=O�FA=JO��3ODENPO��=J@
OJA=GANO��6D=P�SEHH�UKQ�SA=N��(B�UKQ�S=JP�PK�BEP�EJ�SEPD�PDA�KPDAN�CQAOPO�=J@�I=GA�=
B=RKN=>HA�EILNAOOEKJ�KJ�UKQN�DKOPO��UKQ�SEHH�?DKKOA�=�CKK@�MQ=HEPU�OQEP�KN�@NAOO
	=J@�=LLNKLNE=PAHU�@NAOOU�ODKAO�=J@�=??AOOKNEAO
��8KQ�SEHH�=RKE@�?=HHEJC�QJ@QA
=PPAJPEKJ�PK�UKQNOAHB�SEPD�?HKPDEJC�PD=P�EO�KRANHU�BKNI=Hc=J�ARAJEJC�CKSJ�KN�=
PQTA@K��BKN�AT=ILHAcKN�PD=P�SKQH@�@EOPN=?P�BNKI�PDA�>QOEJAOO�LQNLKOA�KB�PDA
K??=OEKJ�>U�>AEJC�KRANHU�NARA=HEJC�KN�LNKRK?=PERA��8KQ�I=U�BAAH�PD=P�UKQN�BNAA@KI
PK�ATLNAOO�UKQNOAHB�>U�@NAOOEJC�=O�UKQ�LHA=OA�EO�>AEJC�NAOPNE?PA@��KN�UKQ�I=U
=LLNA?E=PA�PDA�KLLKNPQJEPU�PK�HKKG�UKQN�>AOP��$EPDAN�S=U��=@DANEJC�PK�PDAOA�OPUHA
?KJRAJPEKJO�SEHH�OANRA�UKQ�SAHH�EJ�=�>QOEJAOO�?KJPATP�

3DA�O=IA�EO�PNQA�EJ�>QOEJAOO�SNEPEJC��4JHEGA�OKIA�KPDAN
GEJ@O�KB�SNEPEJC�OQ?D�=O�LKAPNU�KN�BE?PEKJ��>QOEJAOO
SNEPEJC�EO�JKP�=J�KLLKNPQJEPU�BKN�OAHBATLNAOOEKJ�
(JOPA=@�EP�?=HHO�BKN�=�B=ENHU�?KJOANR=PERA�=J@�QJ=@KNJA@
OPUHA�Writing style �� ��=HOK�GJKSJ�=O�RKE?A�KN�PKJA��EO�PDA
I=JJAN�EJ�SDE?D�=�SNEPAN�=@@NAOOAO�PDA�NA=@AN��(P
EJRKHRAO�MQ=HEPEAO�KB�SNEPEJC�OQ?D�=O�RK?=>QH=NU�=J@
BECQNAO�KB�OLAA?D��LDN=OEJC��NDUPDI��OAJPAJ?A�OPNQ?PQNA�
=J@�L=N=CN=LD�HAJCPD��#ARAHKLEJC�=J�=LLNKLNE=PA
>QOEJAOO�SNEPEJC�OPUHA�SEHH�NABHA?P�SAHH�KJ�UKQ�=J@
EJ?NA=OA�UKQN�OQ??AOO�EJ�=JU�?=NAAN�

Formal versus Informal

3DANA�S=O�=�PEIA�SDAJ�I=JU�>QOEJAOO�@K?QIAJPO�SANA
SNEPPAJ�EJ�PDEN@�LANOKJ�PK�CERA�PDAI�PDA�EILNAOOEKJ�KB
K>FA?PEREPU��3DEO�BKNI=H�OPUHA�S=O�KBPAJ�L=OOERA�=J@
SKN@U��3K@=U�EP�D=O�CERAJ�S=U�PK�=?PERA��?HA=N��?KJ?EOA�SNEPEJC��OKIAPEIAO�GJKSJ�=O

���  HOK�GJKSJ�=O�RKE?A�KN�PKJA�
PDA�I=JJAN�EJ�SDE?D�=�SNEPAN
=@@NAOOAO�PDA�NA=@AN�

"D=LPAN���6NEPEJC
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d/H=EJ�$JCHEOD�e!=EHAU��$��/��	����
� Plain English at work: A
guide to business writing and speaking��-AS�8KNG��-8�
,?&N=S'EHH� O�>QOEJAOO�=J@�EJ@QOPNU�EJ?NA=OEJCHU
PN=@A�=?NKOO�>KN@ANO�=J@�H=JCQ=CAO��SNEPEJC�PA?DJEMQAO
PD=P�K>O?QNA�IA=JEJC�KN�EILA@A�QJ@ANOP=J@EJC�?=J
?=QOA�OANEKQO�LNK>HAIO��$BBE?EAJP�SNEPEJC�OPUHAO�D=RA
>A?KIA�PDA�JKNI��2PEHH��UKQ�SEHH�ATLANEAJ?A�EJ�UKQN�KSJ�SNEPEJC�ABBKNPO�PDEO�dKH@
O?DKKH�RANOQO�JAS�O?DKKHe�SNEPEJC�@A>=PA�KRAN�=>>NARE=PEKJO��?KJPN=?PEKJO��=J@�PDA
QOA�KB�EJBKNI=H�H=JCQ=CA�EJ�SD=P�S=O�KJ?A�?KJOE@ANA@�=�BKNI=H�>QOEJAOO�?KJPATP�
"KJOE@AN�PDA�BKHHKSEJC�?KIL=NEOKJ�KB�EJBKNI=H�RANOQO�BKNI=H�=J@�>QNA=Q?N=PE?
OPUHAO�

!QNA=Q?N=PE?�� PP=?DA@�EO�PDA�H=PAOP�@AHERANU�@=P=�NALNAOAJPA@�EJ�PKLKCN=LDE?=H
BKNIO�LQNOQ=JP�PK�PDA�@ENA?PERA� !"����KB�PDA�=EN�PN=JOLKNP=PEKJ�CQE@A�OQLLHEA@�>U
PDA�%A@AN=H� RE=PEKJ� @IEJEOPN=PEKJ�EJ�2ALPAI>AN�KB������

_ %KNI=H�b�/HA=OA�JKPA�PDA�=PP=?DA@�@AHERANU�@=P=�BKN�)QHU������
_ (JBKNI=H�b�'ANAgO�PDA�@AHERANU�@=P=�BKN�H=OP�IKJPD�

6DEHA�EP�EO�CAJAN=HHU�=CNAA@�PD=P�>QNA=Q?N=PE?�BKNIO�?=J�K>O?QNA�IA=JEJC��PDANA�EO�=
@A>=PA�KJ�PDA�QOA�KB�BKNI=H�RANOQO�EJBKNI=H�OPUHAO�EJ�>QOEJAOO�?KIIQJE?=PEKJ�
%KNI=H�OPUHAO�KBPAJ�NAMQENA�IKNA�@AP=EH��=@DANA�PK�NQHAO�KB�APEMQAPPA��=J@�=RKE@
ODKNP?QPO�HEGA�?KJPN=?PEKJO�=J@�BKHGOU�ATLNAOOEKJO��(JBKNI=H�OPUHAO�NABHA?P�ARANU@=U
OLAA?D�L=PPANJO�=J@�I=U�EJ?HQ@A�?KJPN=?PEKJO�=J@�?KHHKMQE=H�ATLNAOOEKJO��,=JU
I=J=CANO�LNABAN�JKP�PK�OAA�?KJPN=?PEKJO�EJ�=�BKNI=H�>QOEJAOO�?KJPATP��.PDANO�SEHH
LKEJP�KQP�PD=P�=�?KII=�LNA?A@EJC�PDA�H=OP�EPAI�EJ�=�OANEAO�	GJKSJ�=O�PDA�dOANE=H
?KII=e
�EO�PDA�OP=J@=N@��JKP�PDA�AT?ALPEKJ��2KIA�SEHH�I=GA�=�CAJAN=H
NA?KIIAJ@=PEKJ�PD=P�UKQ�ODKQH@�=HS=UO�dGAAL�EP�LNKBAOOEKJ=H�e�'ANA�HEAO�PDA�DA=NP
KB�PDA�@A>=PA��SD=PisLNKBAOOEKJ=H�SNEPEJC�EJ�=�>QOEJAOO�?KJPATP��(B�UKQ�=JOSANA@�dEP
@ALAJ@O�e�UKQ�=NA�?KNNA?P�

*AAL�EJ�IEJ@�PD=P�=Q@EAJ?AO�D=RA�ATLA?P=PEKJO�=J@�UKQN�FK>�EO�PK�IAAP�PDAI��2KIA
>QOEJAOO�=Q@EAJ?AO�LNABAN�=�B=ENHU�BKNI=H�PKJA��(B�UKQ�EJ?HQ@A�?KJPN=?PEKJO�KN�QOA�=
OPUHA�PD=P�EO�PKK�?=OQ=H��UKQ�I=U�HKOA�PDAEN�EJPANAOP�=J@�=PPAJPEKJ��UKQ�I=U�=HOK�CERA
PDAI�=�JAC=PERA�EILNAOOEKJ�KB�UKQN�HARAH�KB�ATLANPEOA��(B��DKSARAN��UKQ�=NA�SNEPEJC
BKN�=J�=Q@EAJ?A�PD=P�ATLA?PO�EJBKNI=H�H=JCQ=CA��UKQ�I=U�HKOA�PDAEN�EJPANAOP�=J@
=PPAJPEKJ�>U�SNEPEJC�PKK�BKNI=HHU��UKQN�SNEPEJC�I=U�=HOK�?KIA�=?NKOO�=O�=NNKC=JP�KN
LKILKQO��(P�EO�JKP�PD=P�KJA�OPUHA�EO�>APPAN�PD=J�PDA�KPDAN��>QP�OEILHU�PD=P�OPUHAO�KB
SNEPEJC�R=NU�=?NKOO�=�N=JCA�KB�KLPEKJO��!QOEJAOO�SNEPEJC�I=U�JAA@�PK�IAAP�HAC=H
OP=J@=N@O�=J@�EJ?HQ@A�NABANAJ?AO��=O�SA�OAA�EJ�PDA�>QNA=Q?N=PE?�AT=ILHA�=>KRA��>QP
PD=P�EO�CAJAN=HHU�JKP�PDA�JKNI�BKN�?KIIQJE?=PEKJO�SEPDEJ�=J�KNC=JEV=PEKJ��3DA
OGEHHA@�>QOEJAOO�SNEPAN�SEHH�GJKS�DEO�KN�DAN�=Q@EAJ?A�=J@�SEHH�=@=LP�PDA�IAOO=CA�PK
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>AOP�B=?EHEP=PA�?KIIQJE?=PEKJ��"DKKOEJC�PDA�NECDP�OPUHA�?=J�I=GA�=�OECJEBE?=JP
EIL=?P�KJ�DKS�UKQN�SNEPEJC�EO�NA?AERA@�

8KQ�I=U�DA=N�NABANAJ?A�PK�=�?KJRANO=PEKJ=H�PKJA�EJ�SNEPEJC�=O�KJA�KLPEKJ�EJ
>QOEJAOO�?KIIQJE?=PEKJ�� conversational tone �� ��=O�PDA�J=IA�EILHEAO��NAOAI>HAO
KN=H�?KIIQJE?=PEKJ�EJ�OPUHA��PKJA��=J@�SKN@�?DKE?A��(P�?=J�>A�=LLNKLNE=PA�BKN�OKIA
=Q@EAJ?AO��=J@�I=U�OANRA�UKQ�SAHH�EJ�OLA?EBE?�?KJPATPO��>QP�EP�?=J�A=OEHU�?KIA�=?NKOO
=O�HAOO�PD=J�LNKBAOOEKJ=H�

(B�UKQ�QOA�ATLNAOOEKJO�PD=P�EILHU�=�NAH=PEKJODEL�KN�=�OLA?E=H�=S=NAJAOO�KB
EJBKNI=PEKJ�OQ?D�=O�dUKQ�GJKS�e�KN�d=O�SA�@EO?QOOA@�e�SEPDKQP�ATLH=EJEJC�PDA
JA?AOO=NU�>=?GCNKQJ@��UKQN�SNEPEJC�I=U�>A�OAAJ�=O�KRANHU�B=IEHE=N��EJPEI=PA��KN
ARAJ�OA?NAPERA��3NQOP�EO�PDA�BKQJ@=PEKJ�BKN�=HH�?KIIQJE?=PEKJ�EJPAN=?PEKJO�=J@�=
?=NAHAOO�SKN@�KN�LDN=OA�?=J�EIL=EN�PNQOP�

(B�UKQ�S=JP�PK�QOA�DQIKN��PDEJG�?=NABQHHU�=>KQP�DKS�UKQN�=Q@EAJ?A�SEHH�EJPANLNAP�EP�
'QIKN�EO�=�BN=CEHA�BKNI�KB�?KIIQJE?=PEKJ�PD=P�NAMQENAO�=J�=S=NAJAOO�KB�ENKJU��KB
FQTP=LKOEPEKJ��KN�=�OD=NA@�OAJOA�KB�=PPEPQ@AO��>AHEABO��=J@�R=HQAO��#EBBANAJP�LAKLHA
BEJ@�DQIKN�EJ�@EBBANAJP�OEPQ=PEKJO��=J@�SD=P�EO�BQJJU�PK�KJA�LANOKJ�I=U�>A�@QHH��KN
ARAJ�DQNPBQH��PK�OKIAKJA�AHOA�

 HPDKQCD�PDANA�=NA�>QOEJAOO�OEPQ=PEKJO�OQ?D�=O�=J�EJPANREAS�KN�=�LANBKNI=J?A�OAHB
AR=HQ=PEKJ�SDANA�UKQ�JAA@�PK�OP=PA�UKQN�=??KILHEODIAJPO��EJ�CAJAN=H�>QOEJAOO
SNEPEJC�EP�EO�>AOP�PK�=RKE@�OAHBNABANAJPE=H�?KIIAJPO�PD=P�=HHQ@A�PK�UKQN�LNAREKQO
OQ??AOOAO��3DAOA�?=J�?KIA�=?NKOO�=O�OAHBEOD�KN�=NNKC=JP��(JOPA=@��>A�CAJANKQO�EJ
CEREJC�?NA@EP�SDANA�?NA@EP�EO�@QA��3=GA�ARANU�KLLKNPQJEPU�PK�PD=JG�UKQN�?KHHA=CQAO
BKN�PDAEN�ABBKNPO�=J@�PK�=?GJKSHA@CA�PDKOA�SDK�?KJPNE>QPA@�CKK@�E@A=O�

)=NCKJ�EO�=�RK?=>QH=NU�PD=P�D=O�>AAJ�@ARAHKLA@�>U�LAKLHA�EJ�=�L=NPE?QH=N�CNKQL�
@EO?ELHEJA��KN�EJ@QOPNU��=J@�EP�?=J�>A�=�QOABQH�ODKNPD=J@�=O�HKJC�=O�PDA�=Q@EAJ?A
GJKSO�EPO�IA=JEJC��%KN�AT=ILHA��SDAJ�SNEPEJC�BKN�>=JG�?QOPKIANO��UKQ�?KQH@�NABAN
PK�d 3,�PN=JO=?PEKJOe�=J@�BAAH�?KJBE@AJP�PD=P�UKQN�NA=@ANO�SKQH@�GJKS�SD=P�UKQ
IA=JP��(P�SKQH@�>A�QJJA?AOO=NU�=J@�EJ=LLNKLNE=PA�PK�SNEPA�d QPKI=PA@�3AHHAN
,=?DEJA�PN=JO=?PEKJO�e�2EIEH=NHU��EB�UKQ�SANA�SKNGEJC�EJ�=�DKOLEP=H��UKQ�SKQH@
LNK>=>HU�QOA�I=JU�IA@E?=H�PANIO�EJ�UKQN�EJPAN=?PEKJO�SEPD�KPDAN�IA@E?=H
LNKBAOOEKJ=HO��'KSARAN��EB�UKQ�SANA�=�DKOLEP=H�AILHKUAA�SNEPEJC�PK�=�L=PEAJP��QOEJC
IA@E?=H�F=NCKJ�SKQH@�>A�EJ=LLNKLNE=PA��=O�EP�SKQH@�JKP�?KJPNE>QPA�PK�PDA�L=PEAJPgO
QJ@ANOP=J@EJC�

��� 6NEPEJC�OPUHA�PD=P�NAOAI>HAO
KN=H�?KIIQJE?=PEKJ�
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Figure 6.3

Sewing, like many other fields of
expertise, has its own jargon.
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%EJ=HHU��EJ�=�>QOEJAOO�?KJPATP��NAIAI>AN�PD=P
?KJRANO=PEKJ=H�OPUHA�EO�JKP�=J�AT?QOA�PK�QOA�LKKN
CN=II=N��@EONAOLA?PBQH�KN�KBBAJOERA�OH=JC��KN�LNKB=JEPU�
"KIIQJE?=PEKJ�OANRAO�=O�PDA�>NE@CA�>APSAAJ�IEJ@O�=J@
UKQN�SNEPPAJ�SKN@O�SEHH�NALNAOAJP�UKQ�EJ�UKQN�=>OAJ?A�
.JA�OPN=PACU�SDAJ�PNUEJC�PK�QOA�=�?KJRANO=PEKJ�PKJA�EO
PK�=OG�UKQNOAHB��d6KQH@�(�O=U�EP�EJ�PDEO�S=U�PK�PDAEN
B=?A�e� �BKHHKSQL�MQAOPEKJ�PK�?KJOE@AN�EO��d6KQH@�(�O=U
EP�EJ�PDEO�S=U�EJ�BNKJP�KB�ARANUKJA�e�8KQN�LNKBAOOEKJ=H
QOA�KB�H=JCQ=CA�EO�KJA�PDA�D=HHI=NG�OGEHHO�EJ�>QOEJAOO�
=J@�PDA�@ACNAA�PK�SDE?D�UKQ�I=OPAN�EPO�QOA�SEHH�NABHA?P
EPOAHB�EJ�UKQN�OQ??AOO��3=GA�?=NA��P=GA�PEIA��=J@�I=GA
OQNA�SD=P�UKQ�SNEPA�?KIIQJE?=PAO�=�LNKBAOOEKJ=H�PKJA
PD=P�LKOEPERAHU�NALNAOAJPO�UKQ�=J@�UKQN�KNC=JEV=PEKJ�

Introductions: Direct and Indirect

2KIAPEIAO�PDA�BENOP�OAJPAJ?A�EO�PDA�D=N@AOP�PK�SNEPA��6DAJ�UKQ�GJKS�PDA�PSK�I=EJ
KLAJEJC�OPN=PACEAO�EP�I=U�JKP�I=GA�EP�=JU�A=OEAN��>QP�EP�SEHH�CERA�=�LH=J�=J@�BKNI�=
BN=IASKNG��!QOEJAOO�@K?QIAJPO�KBPAJ�EJ?KNLKN=PA�KJA�KB�PSK�KLAJEJC�OPN=PACEAO
NAC=N@HAOO�KB�PDAEN�KNC=JEV=PEKJ=H�L=PPANJ��3DA�@ENA?P�L=PPANJ�OP=PAO�PDA�I=EJ
LQNLKOA�@ENA?PHU��=P�PDA�>ACEJJEJC��=J@�HA=RAO�HEPPHA�NKKI�BKN�IEOEJPANLNAP=PEKJ��3DA
EJ@ENA?P�L=PPANJ��SDANA�UKQ�EJPNK@Q?A�UKQN�I=EJ�E@A=�=BPAN�PDA�KLAJEJC�L=N=CN=LD�
?=J�>A�QOABQH�EB�UKQ�JAA@�=�OPNKJC�KLAJEJC�PK�CAP�PDA�=PPAJPEKJ�KB�SD=P�UKQ�LAN?AERA
I=U�>A�=J�QJEJPANAOPA@�=Q@EAJ?A��-KNI=HHU��EB�UKQ�ATLA?P�=�LKOEPERA�NAOLKJOA�BNKI
PDA�NA=@AN�UKQ�SEHH�?DKKOA�=�@ENA?P�KLAJEJC��>AEJC�?HA=N�BNKI�PDA�BENOP�OAJPAJ?A
=>KQP�UKQN�LQNLKOA�=J@�CK=H��(B�UKQ�@K�JKP�ATLA?P�=�LKOEPERA�NA?ALPEKJ��KN�D=RA�PK
@AHERAN�>=@�JASO��UKQ�I=U�S=JP�PK�>A�HAOO�@ENA?P��$=?D�OPUHA�D=O�EPO�LQNLKOA�=J@�QOA�
PDA�OGEHHA@�>QOEJAOO�SNEPAN�SEHH�HA=NJ�PK�>A�@ENA?P�=J@�>A�=>HA�PK�LNAOAJP�>=@�JASO
SEPD�=�LKOEPERA�KLAJEJC�L=N=CN=LD�

Adding Emphasis

3DANA�=NA�PEIAO�SDAJ�UKQ�SEHH�S=JP�PK�=@@�AILD=OEO�PK�=�SKN@��LDN=OA��KN�OP=PEOPE?
OK�PD=P�EP�OP=J@O�KQP�BNKI�PDA�OQNNKQJ@EJC�PATP��3DA�QOA�KB�REOQ=H�=E@O�EJ�UKQN
SNEPEJC�?=J�>A�=J�AT?AHHAJP�KLPEKJ��=J@�?=J�NAEJBKN?A�PDA�SNEPPAJ�@EO?QOOEKJ��%KN
AT=ILHA��EB�UKQ�SNEPA�PD=P�O=HAO�=NA�QL���LAN?AJP�KRAN�PDEO�PEIA�H=OP�UA=N��PDA
JQI>AN�=HKJA�I=U�JKP�CAP�PDA�=PPAJPEKJ�EP�@AOANRAO��(B��DKSARAN��JA=N�PDA�PATP
OA?PEKJ�UKQ�BA=PQNA�=�>=N�CN=LD�@AIKJOPN=PEJC�PDA�O=HAO�CNKSPD�BECQNAO��PDA
NALNAOAJP=PEKJ�KB�PDA�EJBKNI=PEKJ�EJ�PATPQ=H�=J@�CN=LDE?=H�S=U�I=U�NAEJBKN?A�EPO
EILKNP=J?A�
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 O�UKQ�HKKG�=?NKOO�PDA�PKL�KB�UKQN�SKN@�LNK?AOOEJC�LNKCN=I�UKQ�I=U�JKPE?Abold�
italics��QJ@ANHEJA��DECDHECDPO��UKQN�?DKE?A�KB�?KHKNO��=J@�=�DKOP�KB�EJPANAOPEJC�BKJPO�
 HPDKQCD�EP�?=J�>A�AJPANP=EJEJC�PK�ATLANEIAJP�SEPD�PDAOA�REOQ=H�ABBA?PO��@K�JKP�QOA
PDAI�FQOP�BKN�PDA�O=GA�KB�@A?KN=PEKJ��"KJOEOPAJ?U�=J@�>N=J@EJC�=NA�EILKNP=JP
BA=PQNAO�KB�UKQN�BENIgO�LQ>HE?�EI=CA��OK�UKQ�SEHH�S=JP�PDA�REOQ=H�=OLA?PO�KB�UKQN
SNEPEJC�PK�OQLLKNP�PD=P�EI=CA��2PEHH��SDAJ�UKQ�JAA@�PK�DECDHECDP�=J�EILKNP=JP�B=?P
KN�AILD=OEVA�=�GAU�MQAOPEKJ�EJ�=�NALKNP��UKQN�NA=@ANO�SEHH�=LLNA?E=PA�UKQN�QOA�KB
REOQ=H�ABBA?PO�PK�@N=S�PDAEN�=PPAJPEKJ��"KJOE@AN�PDA�BKHHKSEJC�AT=ILHAO�

_ !QHHAPO�?=J�>A�ABBA?PERA�SDAJ�QOA@�SEPD�@EO?NAPEKJ�

3=GA�?=NA�SDAJ�QOEJC�PDA�BKHHKSEJC�

�� -QI>ANO
�� 6EPD�OQ>DA=@EJCO
�� (J�OANE=H�HEOPO
��  O�PDAU�?=J�CAP
��  �>EP�KRANSDAHIEJC�PK�PDA�LKEJP�SDANA
�� 3DA�NA=@AN�HKOAO�DEO�KN�DAN�EJPANAOP

$ILD=OEO�?=J�>A�EJBHQAJ?A@�>U�UKQN�?DKE?A�KB�BKJP��2ANEB�BKJPO��OQ?D�=O�3EIAO�-AS
1KI=J�=J@�&=N=IKJ@��D=RA�@A?KN=PERA�AJ@O�PD=P�I=GA�PDA�BKJP�A=OU�PK�NA=@��2=JO
OANEB�BKJPO��HEGA� NE=H��H=?G�PDAOA�REOQ=H�?QAO�=J@�KBPAJ�OANRA�>APPAN�=O�DA=@ANO�

8KQ�?=J�=HOK�R=NU�PDA�AILD=OEO�=??KN@EJC�PK�SDANA�UKQ�LH=?A�EJBKNI=PEKJ�SEPDEJ�=
OAJPAJ?A�

_ Maximum emphasis��2=HAO�D=RA�EJ?NA=OA@�=?NKOO�PDA�4JEPA@�2P=PAO
>A?=QOA�KB�KQN�H=PAOP�LNKIKPEKJ�ABBKNPO�EJ�KQN�H=NCAOP�=J@�IKOP
OQ??AOOBQH�I=NGAP�

_ Medium emphasis��!A?=QOA�KB�KQN�H=PAOP�LNKIKPEKJ�ABBKNPO�EJ�KQN�H=NCAOP
=J@�IKOP�OQ??AOOBQH�I=NGAP��O=HAO�D=RA�EJ?NA=OA@�=?NKOO�PDA�4JEPA@
2P=PAO�

_ Minimum emphasis��3DA�4JEPA@�2P=PAO��SDE?D�D=O�ATLANEAJ?A@�=�O=HAO
EJ?NA=OA��EO�KQN�H=NCAOP�=J@�IKOP�OQ??AOOBQH�I=NGAP�

3DA�EJBKNI=PEKJ�=P�AJ@�KB�PDA�OAJPAJ?A�EO�SD=P�LAKLHA�KBPAJ�NA?=HH��=J@�EO�PDANABKNA
JKNI=HHU�?KJOE@ANA@�PDA�HK?=PEKJ�KB�I=TEIQI�AILD=OEO��3DA�OA?KJ@�>AOP�LKOEPEKJ
BKN�NA?=HH�EO�PDA�>ACEJJEJC�KB�PDA�OAJPAJ?A��SDEHA�PDA�IE@@HA�KB�PDA�OAJPAJ?A�EO�PDA
=NA=�SEPD�PDA�HA=OP�NA?=HH��(B�UKQ�S=JP�PK�DECDHECDP�=�LKEJP��LH=?A�EP�=P�PDA�>ACEJJEJC
KN�AJ@�KB�PDA�OAJPAJ?A��=J@�EB�UKQ�S=JP�PK�@AAILD=OEVA�=�LKEJP��PDA�IE@@HA�EO�UKQN
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>AOP�KLPEKJ�,?+A=J��2��	����
� The basics of speech communication��!KOPKJ��, �� HHUJ
��!=?KJ�

Active versus Passive Voice

8KQ�S=JP�UKQN�SNEPEJC�PK�>A�AJC=CEJC��6DE?D�OAJPAJ?A�SKQH@�UKQ�N=PDAN�NA=@�

_  �b� HH�O=HAO�KN@ANO�=NA�LNK?AOOA@�@=EHU�>U�,=?GAJVEA�
_ !�b�,=?GAJVEA�LNK?AOOAO�=HH�O=HAO�KN@ANO�@=EHU�

,KOP�NA=@ANO�LNABAN�OAJPAJ?A�!��>QP�SDU��8KQgHH�NA?=HH�PD=P�=HH�OAJPAJ?AO�D=RA�=
OQ>FA?P�=J@�=�RAN>��>QP�UKQ�I=U�JKP�D=RA�L=E@�IQ?D�=PPAJPEKJ�PK�PDAEN�BQJ?PEKJO�
+APgO�HKKG�=P�DKS�PDA�OQ>FA?P�=J@�RAN>�BQJ?PEKJ�EJ�PDAOA�PSK�OAJPAJ?AO��(J�OAJPAJ?A
 ��PDA�OQ>FA?P�EO�d,=?GAJVEA�e�=J@�PDA�OQ>FA?P�EO�PDA�@KAN�KB�PDA�=?PEKJ�ATLNAOOA@�>U
PDA�RAN>�	LNK?AOOAO
��(J�OAJPAJ?A� ��PDA�OQ>FA?P�EO�dO=HAO�KN@ANO�e�=J@�PDA�OQ>FA?P�EO
PDA�NA?AERAN�KB�PDA�=?PEKJ�ATLNAOOA@�>U�PDA�RAN>�	=NA�LNK?AOOA@
��2AJPAJ?A� �EO
SNEPPAJ�EJactive voice�� c=�OAJPAJ?A�OPNQ?PQNA�EJ�SDE?D�PDA�OQ>FA?P�?=NNEAO�KQP�PDA
=?PEKJ��2AJPAJ?A�!�EO�SNEPPAJ�EJpassive voice�� c=�OAJPAJ?A�OPNQ?PQNA�EJ�SDE?D�PDA
OQ>FA?P�NA?AERAO�PDA�=?PEKJ�

 ?PERA�OAJPAJ?AO�PAJ@�PK�>A�ODKNPAN��IKNA�LNA?EOA��=J@�A=OEAN�PK�QJ@ANOP=J@��3DEO�EO
AOLA?E=HHU�PNQA�>A?=QOA�L=OOERA�OAJPAJ?AO�?=J�>A�SNEPPAJ�EJ�S=UO�PD=P�@K�JKP�PAHH�PDA
NA=@AN�SDK�PDA�@KAN�KB�PDA�=?PEKJ�EO��%KN�AT=ILHA��d HH�O=HAO�KN@ANO�=NA�LNK?AOOA@
@=EHUe�EO�=�?KILHAPA�=J@�?KNNA?P�OAJPAJ?A�EJ�L=OOERA�RKE?A�

 ?PERA�RKE?A�EO�PDA�?HA=N�?DKE?A�BKN�=�R=NEAPU�KB�?KJPATPO��>QP�JKP�=HH��6DAJ�UKQ�S=JP
PK�@AAILD=OEVA�PDA�@KAN�KB�PDA�=?PEKJ��UKQ�I=U�SNEPA��d3AJ�H=PA�=NNER=HO�SANA
NA?KN@A@�PDEO�IKJPDe�=J@�JKP�ARAJ�IAJPEKJ�SDK�S=O�H=PA��3DA�L=OOERA�BKNI�@KAOJgP
LH=?A�>H=IA�KN�?NA@EP��OK�EP�?=J�>A�IKNA�@ELHKI=PE?�EJ�OKIA�?KJPATPO��/=OOERA�RKE?A
=HHKSO�PDA�SNEPAN�PK�=RKE@�LANOKJ=H�NABANAJ?AO�KN�LANOKJ=H�LNKJKQJO�	DA��ODA��PDAU

PK�?NA=PA�=�IKNA�K>FA?PERA�PKJA��3DANA�=NA�=HOK�OEPQ=PEKJO�SDANA�PDA�@KAN�KB�PDA
=?PEKJ�EO�QJGJKSJ��=O�EJ�dCN=BBEPE�S=O�L=EJPA@�KJ�PDA�OE@A�KB�KQN�>QEH@EJC�H=OP�JECDP�e

.RAN=HH��>QOEJAOO�?KIIQJE?=PEKJ�NAOKQN?AO�PAJ@�PK�NA?KIIAJ@�=?PERA�RKE?A�=O�PDA
LNABANNA@�OPUHA��2PEHH��PDA�OPUHAO�PDAIOAHRAO�=NA�JKP�PDA�LNK>HAI�KN�?D=HHAJCA��>QP�EP
EO�DKS�SA�QOA�PDAI�PD=P�I=PPANO�� �OGEHHA@�>QOEJAOO�SNEPAN�SEHH�OAA�>KPD�OPUHAO�=O
KLPEKJO�SEPDEJ�=�N=JCA�KB�?DKE?AO�=J@�HA=NJ�PK�@EOPEJCQEOD�SDAJ�A=?D�OPUHA�EO�IKOP
=LLNKLNE=PA�PK�B=?EHEP=PA�?KIIQJE?=PEKJ���� 2AJPAJ?A�OPNQ?PQNA�EJ�SDE?D

PDA�OQ>FA?P�?=NNEAO�KQP�PDA
=?PEKJ�

��� 2AJPAJ?A�OPNQ?PQNA�EJ�SDE?D
PDA�OQ>FA?P�NA?AERAO�PDA�=?PEKJ�
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Commonly Confused Words

3DA�OAJPAJ?AO�EJ3=>HA������"KIIKJ�$NNKNO�EJ�$JCHEOD�BK?QO�KJ�OKIA�KB�PDA�IKOP
?KIIKJ�ANNKNO�EJ�$JCHEOD��8KQ�I=U�NA?=HH�PDEO�ATAN?EOA�BNKI�PDA�EJPNK@Q?PEKJ�KB
PDEO�?D=LPAN��'KS�@E@�UKQ�@K��5EOEP�PDA�d @@EPEKJ=H�1AOKQN?AOe�OA?PEKJ�=P�PDA�AJ@�KB
PDA�?D=LPAN�BKN�OKIA�NAOKQN?AO�KJ�$JCHEOD�CN=II=N�=J@�QO=CA�

3=>HA����"KIIKJ�$NNKNO�EJ�$JCHEOD

�� acceptKN
except

3DA�KBBE?A�SEHH�<<<<<<<
=LLHE?=PEKJO�QJPEH��
L�I��KJ�PDA���OP�

=??ALP

 PPAJ@=J?A�EO
NAMQENA@�BKN�=HH
AILHKUAAO�<<<<<<<
OQLANREOKNO�

AT?ALP

�� affectKN
effect

3K�<<<<<<<�PDA�CNKSPD
KB�LH=JPO��SA�?=J
NACQH=PA�PDA�S=PAN
OQLLHU�

=BBA?P
 �H=?G�KB�S=PAN�D=O�=
LNA@E?P=>HA�<<<<<<<
KJ�IKOP�LH=JPO�

ABBA?P

�� e.g��KNi.e�

/HA=OA�KN@AN������
EILNEJPA@�CERA=S=UO
	<<<<<<<��LAJO�KN
?KBBAA�IQCO


A�C�
"D=NCA�PDAI�PK�IU
=??KQJP�	<<<<<<<�
=??KQJP�������
�

E�A�

�� its KNitÕs

3DA�@AL=NPIAJP
OQNL=OOA@�<<<<<<<
LNAREKQO�O=HAO�NA?KN@
PDEO�MQ=NPAN�

EPO
<<<<<<<�IU�KLEJEKJ
PD=P�SA�NA=?DA@�LA=G
KEH�EJ������

(PgO

�� layKNlie
/HA=OA�<<<<<<<�PDA
NALKNP�KJ�PDA�@AOG�

H=U

3DA�@K?PKN�=OGA@�DEI
PK�<<<<<<<�@KSJ�KJ
PDA�AT=IEJ=PEKJ
P=>HA�

HEA

�� pressure
KN
pressurize

6A�JAA@�PK�<<<<<<<
PDA�HEMQE@�JEPNKCAJ
P=JGO�

LNAOOQNEVA
(P�IECDP�>A�LKOOE>HA�PK
<<<<<<<�DEI�PK�NAOECJ�

LNAOOQNA

�� principle
KNprincipal

(PgO�PDA�>=OE?
<<<<<<<<<�KB�B=NIEJC�
JK�S=PAN��JK�BKK@�

LNEJ?ELHA

3DA�<<<<<<<�NA=OKJ
BKN�PDA�PNEL�EO�PK
=PPAJ@�PDA�O=HAO
IAAPEJC�

LNEJ?EL=H

�� regardless
KN
irregardless

<<<<<<<�KB�SD=P�SA
@K��C=O�LNE?AO�=NA
QJHEGAHU�PK�CK�>=?G
@KSJ�

1AC=N@HAOO

<<<<<<<�KB�UKQN
>AHEABO��LHA=OA�PNU�PK
HEOPAJ�SEPD�=J�KLAJ
IEJ@�

1AC=N@HAOO
	Irregardless
EO�JKP�=
OP=J@=N@
SKN@��OAA
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UKQN
@E?PEKJ=NU


�� thanKN
then

3DEO�UA=NgO�HKOOAO�SANA
SKNOA�<<<<<<<�H=OP
UA=NgO�

PD=J

(B�SA�?=J�?QP�KQN
?KOPO��<<<<<<<�EP
IECDP�>A�LKOOE>HA�PK
>NA=G�ARAJ�

PDAJ

<<<<<<<�PULA�KB
I=NGAPEJC�@=P=�@E@
UKQ�JAA@�

6DE?D

*=NAJ�IEOLH=?A@�PDA
NALKNP��<<<<<<<
?=QOA@�=�@AH=U�EJ
I=GEJC�=�@A?EOEKJ�

SDE?D

��� that KN
which

3DANA�=NA�OARAN=H
GEJ@O�KB�@=P=�<<<<<<<
?KQH@�>A�QOABQH�

PD=P

3DA�NALKNP�EO
<<<<<<<<<��EJ�PDA�PKL
BEHA�@N=SAN�

PDANA

<<<<<<<<<<�OPN=PACE?
=@R=JP=CA�@ALAJ@O�KJ
=�SE@A�@EOPNE>QPEKJ
JAPSKNG�

3DAEN
�� there
their��KN
theyÕre <<<<<<<<<<�LH=JJEJC

PK�=PPAJ@�PDA�O=HAO
IAAPEJC�EJ�/EPPO>QNCD�

3DAUgNA

"QOPKIANO�JAA@
<<<<<<<�@NERA�OHKSAN�EB
PDAU�S=JP�PK�O=RA�C=O�

PK

 BPAN�O=HAO�IAAPEJC�
UKQ�ODKQH@�REOEP
?QOPKIANO�EJ�PDA
/EPPO>QNCD�=NA=
<<<<<<<�

PKK

��� to� too�
KNtwo

(J�B=?P��PDA�<<<<<<<�KB
UKQ�ODKQH@�I=GA�OKIA
?QOPKIAN�REOEPO
PKCAPDAN�

PSK

���
uninterested
KN
disinterested

'A�SKQH@�>A�PDA�>AOP
LANOKJ�PK�I=GA�=
@A?EOEKJ��OEJ?A�DA�EOJgP
>E=OA@�=J@�EO
NAH=PERAHU�<<<<<<<�EJ
PDA�KQP?KIA�

@EOEJPANAOPA@

3DA�O=HAO�I=J=CAN
PNEA@�PK�OLA=G
@UJ=IE?=HHU��>QP�PDA
O=HAO�NALO�SANA�OEILHU
<<<<<<<�EJ�SD=P�DA
D=@�PK�O=U�

QJEJPANAOPA@

<<<<<<<<<<�PNQ?G�EO
PD=P�

6DKOA
<<<<<<<<<<�CKEJC�PK
L=U�BKN�PDA�NAL=ENO�

6DKgO��� who�
whom�
whoÕs��KN
whose

<<<<<<<<<<�SEHH�CK�PK
PDA�EJPANREAS�

6DK
3K�<<<<<<<<<<�ODKQH@
SA�=@@NAOO�PDA�PD=JG
UKQ�JKPA�

SDKI

�� yourKN
youÕre

,U�KBBE?A�EO�>ECCAN
PD=J�<<<<<<<�?Q>E?HA�

UKQN
<<<<<<<�CKEJC�PK
HA=NJ�DKS�PK�=RKE@

8KQgNA
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I=GEJC�PDAOA
?KIIKJ�IEOP=GAO�EJ
$JCHEOD�

Making Errors at the Speed of Light

(J�>QOEJAOO�=J@�EJ@QOPNU�PDANA�EO�EJ?NA=OEJC�LNAOOQNA�PK�LNK@Q?A�QJ@AN�@A=@HEJAO
PD=P�EJ�OKIA�NAOLA?PO�D=RA�>AAJ�=NPEBE?E=HHU�=??AHAN=PA@�>U�PDA�EIIA@E=?U�EJDANAJP
EJ�PA?DJKHKCE?=H�?KIIQJE?=PEKJ�@ARE?AO��(B�UKQ�NA?AERA�=J�AI=EH�KN�PATP�IAOO=CA
SDEHA�UKQ�=NA�EJ�PDA�IE@@HA�KB�OPQ@UEJC�=�?KILHAT�LNK>HAI��UKQ�I=U�>A�PAILPA@�PK
dCAP�EP�KQP�KB�PDA�S=Ue�>U�PULEJC�KQP�=�MQE?G�NALHU��>QP�EJ�UKQN�D=OPA�UKQ�I=U�B=EH�PK
MQ=HEBU��EJ?HQ@A�EILKNP=JP�EJBKNI=PEKJ��KN�ARAJ�?DA?G�PK�I=GA�OQNA�UKQ�D=RA�DEP
d1ALHUe�=J@�JKP�d1ALHU�PK� HHe�KN�ARAJ�d#AHAPA�e�3=GA�?=NA�PK�L=QOA�=J@�NAREAS�UKQN
PATP�IAOO=CA��AI=EH��KN�@K?QIAJP�>ABKNA�UKQ�?KJOE@AN�EP�?KILHAPA��'ANA�EO�=�MQE?G
AHA?PNKJE?�?KIIQJE?=PEKJ�@K�@KJgP�HEOP�PK�GAAL�EJ�IEJ@�>ABKNA�UKQ�?HE?G�dOAJ@�e

#K�NAIAI>AN�PDA�BKHHKSEJC�

_ $RANUPDEJC�UKQ�=??AOO�RE=�=J�AILHKUANgO�OUOPAI�EO�OQ>FA?P�PK
EJOLA?PEKJ�

_ $RANUPDEJC�UKQ�SNEPA�KN�NA?KN@�NABHA?PO�UKQ�=J@�UKQN�>QOEJAOO�KN
KNC=JEV=PEKJ��ARAJ�EB�EP�EO�OPKNA@�EJ�=�&KKCHA�KN�8=DKK��=??KQJP�

_ 1AOLA?P�LANOKJ=H�OL=?A�>U�JKP�BKNS=N@EJC�ARANU�AI=EH�UKQ�PDEJG�EO
BQJJU�

_ 4OA�=�?KJ?EOA�>QP�NAHAR=JP�=J@�EJBKNI=PERA�LDN=OA�BKN�PDA�OQ>FA?P�HEJA�
_ $I=EH�PDA�NA?AERAN�>ABKNA�OAJ@EJC�H=NCA�=PP=?DIAJPO��=O�PDAU�I=U

AT?AA@�PDA�HEIEP�KB�PDA�NA?AERANgO�EJ>KT�
_  PP=?D�UKQN�EJPAJ@A@�=PP=?DIAJPO�

KEY TAKEAWAY

 J�=LLNKLNE=PA�>QOEJAOO�SNEPEJC�OPUHA�?=J�>A�BKNI=H�KN�EJBKNI=H��@ALAJ@EJC
KJ�PDA�?KJPATP��>QP�EP�ODKQH@�=HS=UO�NABHA?P�B=RKN=>HU�KJ�PDA�SNEPAN�=J@�PDA
KNC=JEV=PEKJ�
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EXERCISES

�� 2AHA?P�=P�HA=OP�PDNAA�AT=ILHAO�KB�SNEPEJC�BNKI�@EBBANAJP�GEJ@O�KB�OKQN?AO�
OQ?D�=O�=�CKRANJIAJP�6A>�OEPA��=�PATP>KKG��=�LKLQH=N�I=C=VEJA��=J@�=
JKRAH�� ??KN@EJC�PK�PDA�OPUHA�?D=N=?PANEOPE?O�@EO?QOOA@�EJ�PDEO�OA?PEKJ�
DKS�SKQH@�UKQ�?D=N=?PANEVA�PDA�OPUHA�KB�A=?D��2AHA?P�=�L=N=CN=LD�PK
NASNEPA�EJ�=�@EBBANAJP�OPUHAcBKN�AT=ILHA��EB�PDA�OPUHA�EO�BKNI=H��I=GA�EP
EJBKNI=H��EB�PDA�OAHA?PEKJ�EO�SNEPPAJ�EJ�=?PERA�RKE?A��I=GA�EP�L=OOERA�
#EO?QOO�UKQN�NAOQHPO�SEPD�UKQN�?H=OOI=PAO�

�� 6D=P�=NA�OKIA�MQ=HEPEAO�KB�=�CKK@�>QOEJAOO�SNEPEJC�OPUHA��6D=P�I=GAO
?ANP=EJ�OPUHAO�IKNA�=LLNKLNE=PA�BKN�>QOEJAOO�PD=J�KPDANO��#EO?QOO�UKQN
PDKQCDPO�SEPD�=�?H=OOI=PA�

�� %EJ@�=J�AT=ILHA�KB�BKNI=H�SNEPEJC�=J@�SNEPA�=J�EJBKNI=H�RANOEKJ��/HA=OA
OD=NA�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�EJBKNI=H�SNEPEJC�=J@�SNEPA�=�BKNI=H�RANOEKJ��/HA=OA
OD=NA�SEPD�UKQN�?H=OOI=PAO

�� 8KQ�=NA�=OOECJA@�PK�=�SKNG�PA=I�PD=P�D=O�PK�?KIA�QL�SEPD�=�BKNI=H
@A?H=N=PEKJ�=J@�=J�EJBKNI=H�ATLH=J=PEKJ�BKN�PDA�@A?H=N=PEKJ��3DA
@A?H=N=PEKJ�?KQH@�>A�=�IAIK�EJ@E?=PEJC�PD=P�UKQN�>QOEJAOO�SEHH�>A
K>OANREJC�=�DKHE@=U�	A=?D�PA=I�ODKQH@�D=RA�=�@EBBANAJP�DKHE@=U
�

�� 'KS�SKQH@�UKQ�?D=N=?PANEVA�UKQN�SNEPEJC�OPUHA��#K�UKQ�JAA@�PK�I=GA
IK@EBE?=PEKJO�PK�I=GA�UKQN�OPUHA�OQEP=>HA�BKN�>QOEJAOO�SNEPEJC��6NEPA�=
KJA�PK�PSKL=CA�AOO=U�KJ�PDEO�OQ>FA?P�
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6.3 Making an Argument

LEARNING OBJECTIVES

�� #AIKJOPN=PA�DKS�PK�BKNI�=�?HA=N�=NCQIAJP�SEPD�=LLNKLNE=PA�OQLLKNP�PK
LANOQ=@A�UKQN�=Q@EAJ?A�

�� 1A?KCJEVA�=J@�QJ@ANOP=J@�EJDANAJP�SA=GJAOOAO�EJ�B=HH=?EAO�

 ??KN@EJC�PK�PDA�B=IKQO�O=PENEOP�)KJ=PD=J�2SEBP��d NCQIAJP�EO�PDA�SKNOP�OKNP�KB
?KJRANO=PEKJ�e�8KQ�I=U�>A�EJ?HEJA@�PK�=CNAA��6DAJ�LAKLHA�=NCQA��PDAU�=NA�AJC=CA@
EJ�?KJBHE?P�=J@�EPgO�QOQ=HHU�JKP�LNAPPU��(P�OKIAPEIAO�=LLA=NO�PD=P�S=U�>A?=QOA�LAKLHA
NAOKNP�PK�B=HH=?EKQO�=NCQIAJPO�KN�B=HOA�OP=PAIAJPO��KN�PDAU�OEILHU�@K�JKP�PNA=P�A=?D
KPDAN�SEPD�NAOLA?P��3DAU�CAP�@ABAJOERA��PNU�PK�LNKRA�PDAEN�KSJ�LKEJPO��=J@�B=EH�PK
HEOPAJ�PK�A=?D�KPDAN�

!QP�PDEO�ODKQH@�JKP�>A�SD=P�D=LLAJO�EJ�SNEPPAJ�=NCQIAJP��(JOPA=@��SDAJ�UKQ�I=GA
=J�=NCQIAJP�EJ�UKQN�SNEPEJC��UKQ�SEHH�S=JP�PK�LNAOAJP�UKQN�LKOEPEKJ�SEPD�HKCE?=H
LKEJPO��OQLLKNPEJC�A=?D�LKEJP�SEPD�=LLNKLNE=PA�OKQN?AO��8KQ�SEHH�S=JP�PK�CERA�UKQN
=Q@EAJ?A�ARANU�NA=OKJ�PK�LAN?AERA�UKQ�=O�APDE?=H�=J@�PNQOPSKNPDU��8KQN�=Q@EAJ?A
SEHH�ATLA?P�UKQ�PK�PNA=P�PDAI�SEPD�NAOLA?P��=J@�PK�LNAOAJP�UKQN�=NCQIAJP�EJ�=�S=U
PD=P�@KAO�JKP�I=GA�PDAI�@ABAJOERA��"KJPNE>QPA�PK�UKQN�?NA@E>EHEPU�>U�>QEH@EJC�OKQJ@
=NCQIAJPO�=J@�QOEJC�OPN=PACE?�=NCQIAJPO�SEPD�OGEHH�=J@�LH=JJEJC�

(J�PDEO�OA?PEKJ�SA�SEHH�>NEABHU�@EO?QOO�PDA�?H=OOE?�BKNI�KB�=J�=NCQIAJP��=�IKNA
IK@ANJ�EJPANLNAP=PEKJ��=J@�BEJ=HHU�OARAJ�>=OE?�=NCQIAJPO�UKQ�I=U�?DKKOA�PK�QOA�
(I=CEJA�PD=P�PDAOA�=NA�PKKHO�EJ�UKQN�PKKH>KT�=J@�PD=P�UKQ�S=JP�PK�GJKS�DKS�A=?D�EO
ABBA?PERAHU�QOA@��*JKS�PD=P�PDA�LAKLHA�SDK�PNU�PK�LANOQ=@A�UKQcBNKI
PAHAI=NGAPANO�PK�LKHEPE?E=JOcQOQ=HHU�D=RA�PDAOA�PKKHO�=P�D=J@�

+APgO�OP=NP�SEPD�=�?H=OOE?=H�NDAPKNE?=H�OPN=PACU��(P�=OGO�PDA�NDAPKNE?E=J��OLA=GAN��KN
=QPDKN�PK�BN=IA�=NCQIAJPO�EJ�PDA�BKHHKSEJC�OPALO�

3=>HA����"H=OOE?=H�1DAPKNE?=H�2PN=PACU

���$TKN@EQI /NAL=NAO�PDA�=Q@EAJ?A�PK�?KJOE@AN�UKQN�=NCQIAJP

���-=NN=PEKJ
/NKRE@AO�PDA�=Q@EAJ?A�SEPD�PDA�JA?AOO=NU�>=?GCNKQJ@�KN�?KJPATP�BKN�UKQN
=NCQIAJP

"D=LPAN���6NEPEJC

���



��
/NKLKOEPEKJ

(JPNK@Q?AO�UKQN�?H=EI�>AEJC�=NCQA@�EJ�PDA�@K?QIAJP

��
"KJBENI=PEKJ

.BBANO�PDA�=Q@EAJ?A�ARE@AJ?A�PK�OQLLKNP�UKQN�=NCQIAJP

���1ABQP=PEKJ
(JPNK@Q?AO�PK�PDA�=Q@EAJ?A�=J@�PDAJ�@EO?KQJPO�KN�NABQPAO�PDA
?KQJPAN=NCQIAJPO�KN�K>FA?PEKJO

���/ANKN=PEKJ8KQN�?KJ?HQOEKJ�KB�UKQN�=NCQIAJP

3DEO�EO�=�OP=J@=N@�L=PPANJ�EJ�NDAPKNE?�=J@�UKQ�SEHH�LNK>=>HU�OAA�EP�EJ�>KPD�OLAA?D
=J@�$JCHEOD�?KQNOAO��3DA�L=PPANJ�EO�QOABQH�PK�CQE@A�UKQ�EJ�LNAL=NEJC�UKQN�@K?QIAJP
=J@�?=J�OANRA�=O�=�R=HQ=>HA�?DA?GHEOP�PK�EJOQNA�UKQ�=NA�LNAL=NA@��6DEHA�PDEO�BKNI=H
L=PPANJ�D=O�@EOPEJ?P�=@R=JP=CAO��UKQ�I=U�JKP�OAA�EP�QOA@�AT=?PHU�=O�EJ@E?=PA@�DANA
KJ�=�@=EHU�>=OEO��6D=P�I=U�>A�IKNA�B=IEHE=N�PK�UKQ�EO�2PALDAJ�3KQHIEJgO�NDAPKNE?=H
OPN=PACU��SDE?D�BK?QOAO�KJ�PDNAA�I=EJ�AHAIAJPO�	OAA3=>HA������3KQHIEJgO�3DNAA
/=NP�1DAPKNE?=H�2PN=PACU�
�3KQHIEJ��2��	����
� The uses of argument��-AS�8KNG��-8�
"=I>NE@CA�4JERANOEPU�/NAOO�

3=>HA����3KQHIEJgO�3DNAA/=NP�1DAPKNE?=H�2PN=PACU

Element Description Example

���"H=EI 8KQN�OP=PAIAJP�KB�>AHEAB�KN�PNQPD(P�EO�EILKNP=JP�PK�OL=U�KN�JAQPAN�UKQN�LAP�

���#=P=
8KQN�OQLLKNPEJC�NA=OKJO�BKN�PDA
?H=EI

,EHHEKJO�KB�QJS=JPA@�LAPO�=NA�AQPD=JEVA@
ARANU�UA=N�

��
6=NN=JP

8KQ�?NA=PA�PDA�?KJJA?PEKJ
>APSAAJ�PDA�?H=EI�=J@�PDA
OQLLKNPEJC�NA=OKJO

/APO�PD=P�=NA�OL=UA@�KN�JAQPANA@�@K�JKP
NALNK@Q?A��LNARAJPEJC�PDA�LNK@Q?PEKJ�KB
QJS=JPA@�=JEI=HO�

3KQHIEJgO�NDAPKNE?=H�OPN=PACU�EO�QOABQH�EJ�PD=P�EP�I=GAO�PDA�?H=EI�ATLHE?EP��?HA=NHU
EHHQOPN=PAO�PDA�NAH=PEKJODEL�>APSAAJ�PDA�?H=EI�=J@�PDA�@=P=��=J@�=HHKSO�PDA�NA=@AN�PK
BKHHKS�PDA�SNEPANgO�NA=OKJEJC��8KQ�I=U�D=RA�=�CKK@�E@A=�KN�LKEJP��>QP�UKQN�=Q@EAJ?A
SEHH�S=JP�PK�GJKS�DKS�UKQ�=NNERA@�=P�PD=P�?H=EI�KN�REASLKEJP��3DA�S=NN=JP
=@@NAOOAO�PDA�EJDANAJP�=J@�KBPAJ�QJO=E@�MQAOPEKJ��d6DU�EO�PDEO�@=P=�OK�EILKNP=JP�PK
UKQN�PKLE?�e�(J�OK�@KEJC��EP�DAHLO�UKQ�PK�EHHQOPN=PA�NAH=PEKJODELO�>APSAAJ
EJBKNI=PEKJ�BKN�UKQN�=Q@EAJ?A�

Effective Argumentation Strategies: GASCAP/T

'ANA�EO�=�QOABQH�S=U�KB�KNC=JEVEJC�=J@�NAIAI>ANEJC�OARAJ�GAU�=NCQIAJP=PERA
OPN=PACEAO�
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��  NCQIAJP�>UGAJAN=HEV=PEKJ
��  NCQIAJP�>UAJ=HKCU
��  NCQIAJP�>USECJ
��  NCQIAJP�>UCKJOAMQAJ?A
��  NCQIAJP�>UAQPDKNEPU
��  NCQIAJP�>UPNEJ?ELHA
��  NCQIAJP�>UTAOPEIKJU

1E?D=N@�%QHGANOKJ�JKPAO�PD=P�=�OEJCHA�OPN=PACU�EO�OQBBE?EAJP�PK�I=GA�=J�=NCQIAJP
OKIA�KB�PDA�PEIA��>QP�EP�EO�KBPAJ�>APPAN�PK�?KI>EJA�OARAN=H�OPN=PACEAO�PK�I=GA�=J
ABBA?PERA�=NCQIAJP�%QHGANOKJ��1��	����
��3DA�3KQHIEJ�IK@AH�KB�=NCQIAJP�=J@�PDA
PA=?DEJC�KB�?KILKOEPEKJ��(J�$��!=N>=N=��/��1AO?D����#��3AJJAU�	$@O�
�Argument
revisited: argument redefined: negotiating meaning the composition classroom	LL����b��
�
3DKQO=J@�.=GO��" ��2=CA�'A�KNC=JEVA@�PDA�=NCQIAJP=PERA�OPN=PACEAO�EJ�PDEO�S=U�PK
?KIL=NA�PDA�@EBBANAJ?AO��DECDHECDP�PDA�OEIEH=NEPEAO��=J@�=HHKS�BKN�PDAEN�@EO?QOOEKJ�
3DEO�IK@AH��KBPAJ�?=HHA@�>U�EPO�=?NKJUI�& 2" /��EO�=�QOABQH�OPN=PACU�PK�OQII=NEVA
OET�GAU�=NCQIAJPO�=J@�EO�A=OU�PK�NAIAI>AN��'ANA�SA�D=RA�=@=LPA@�EP��=@@EJC�KJA
=NCQIAJP�PD=P�EO�KBPAJ�QOA@�EJ�PK@=UgO�OLAA?DAO�=J@�LNAOAJP=PEKJO��PDA�=NCQIAJP�>U
PAOPEIKJU�3=>HA������& 2" /�3�2PN=PACEAO�LNAOAJPO�A=?D�=NCQIAJP��LNKRE@AO�=
@ABEJEPEKJ�KB�PDA�OPN=PACU�=J@�=J�AT=ILHA��=J@�AT=IEJAO�S=UO�PK�AR=HQ=PA�A=?D
=LLNK=?D�

3=>HA����& 2" /�3�2PN=PACEAO

Argument by Claim Example Evaluation

& &AJAN=HEV=PEKJ

6D=PARAN
EO�PNQA�KB�=
CKK@
AT=ILHA�KN
O=ILHA�SEHH
>A�PNQA�KB
ARANUPDEJC
HEGA�EP�KN
PDA
LKLQH=PEKJ
EP�?=IA
BNKI�

(B�UKQ�?=J�RKPA��@NERA�
=J@�@EA�BKN�UKQN�?KQJPNU�
UKQ�ODKQH@�=HOK�>A
=HHKSA@�PK�>QU�=H?KDKH�

23 1�2UOPAI��%KN�EP�PK�>A
NAHE=>HA��SA�JAA@�=�	2

OQBBE?EAJP�JQI>AN�KB�	3

PULE?=H��	 
�=??QN=PA��=J@�	1

NAHE=>HA�AT=ILHAO�

  J=HKCU

3SK
OEPQ=PEKJO�
PDEJCO�KN
E@A=O�=NA
=HEGA�EJ
K>OANR=>HA

 H?KDKH�EO�=�@NQC��2K�EO
PK>=??K��3DAU�=HPAN
LAN?ALPEKJO��D=RA�=J
EIL=?P�LDUOEKHKCE?=H�=J@
LOU?DKHKCE?=H�OUOPAIO�

6=P?D�BKN�=@RAN>O�PD=P�AJ@�EJ
dHU�e�=O�PDAU�MQ=HEBU��KN�HAOOAJ
PDA�NAH=PEKJODEL�>APSAAJ�PDA
AT=ILHAO��6KN@O�HEGA
dLNK>=>HU�e�dI=U>A�e�d?KQH@�
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Argument by Claim Example Evaluation

S=UO�=J@
SEHH�PAJ@�PK
>A�=HEGA�EJ
I=JU
KPDAN�S=UO

=J@�=NA�BA@AN=HHU
NACQH=PA@�OQ>OP=J?AO�

dI=U�e�KN�dQOQ=HHUe�=HH
SA=GAJ�PDA�NAH=PEKJODEL�

2 2ECJ

2P=PEOPE?O�
B=?PO��KN
?=OAO
EJ@E?=PA
IA=JEJC�
IQ?D�HEGA
=�OPKL�OECJ
IA=JO
dOPKL�e

,KPKN�RADE?HA�=??E@AJPO
EJRKHREJC�=H?KDKH�K??QN
=P�OECJEBE?=JP�N=PAO
=IKJC�=@QHPO�KB�=HH�=CAO
EJ�PDA�4JEPA@�2P=PAO�

$R=HQ=PA�PDA�NAH=PEKJODEL
>APSAAJ�PDA�OECJ�=J@�HKKG�BKN
?KNNAH=PEKJ��SDANA�PDA
LNAOAJPAN�O=UO�SD=P�PDA�B=?PO
dIA=J�e�#KAO�PDA�OECJ�O=U
PD=P��#KAO�EP�O=U�IKNA��6D=P
EO�JKP�O=E@��(O�EP�NAHAR=JP�

" "=QOA

(B�PSK
?KJ@EPEKJO
=HS=UO
=LLA=N
PKCAPDAN�
PDAU�=NA
?=QO=HHU
NAH=PA@�

3DA�4�2��EJOQN=J?A
EJ@QOPNU�D=O�>AAJ
OECJEBE?=JPHU�EJRKHRA@�EJ
OP=PA�=J@�J=PEKJ=H
HACEOH=PEKJ�NAMQENEJC
LNKKB�KB�EJOQN=J?A�
?D=JCAO�EJ�CN=@Q=PA@
@NERANgO�HE?AJOAO��=J@�PDA
J=PEKJ=H�?D=JCA�EJ�PDA
@NEJGEJC�=CA�BNKI�=CA���
PK�=CA����

6=P?D�KQP�BKN�d=BPAN�PDA�B=?P�
PDANABKNA�>A?=QOA�KB�PDA�B=?Pe
	post hoc, ergo propter hoc

PDEJGEJC��3DANA�IECDP�JKP�>A
=�?HA=N�?KJJA?PEKJ��=J@�EP
IECDP�JKP�>A�PDA�SDKHA
LE?PQNA��,KPDANO� C=EJOP
#NQJG�#NEREJC�IECDP�D=RA
=HOK�>AAJ�EJRKHRA@�SEPD�A=?D
AT=ILHA�KB�HACEOH=PEKJ�

  QPDKNEPU

6D=P�=
?NA@E>HA
OKQN?A
EJ@E?=PAO�EO
LNK>=>HU
PNQA�

 ??KN@EJC�PK�PDA
-=PEKJ=H�3N=JOLKNP=PEKJ
2=BAPU�!K=N@��KH@AN
@NERANO�=NA�EJ?NA=OEJCHU
EJRKHRA@�EJ�IKPKN
RADE?HA�=??E@AJPO�

(O�PDA�OKQN?A�HACEPEI=PA�=J@�EO
PDAEN�EJBKNI=PEKJ
PNQOPSKNPDU��(JOPEPQPAO�
>K=N@O��=J@�LAKLHA�KBPAJ�D=RA
=CAJ@=O�=J@�@EOPEJ?P�LKEJPO�KB
REAS�

/ /NEJ?ELHA

 J
=??ALPA@
KN�LNKLAN
PNQPD

3DA�?D=JCA�EJ�PDA
@NEJGEJC�=CA�S=O�JARAN
LQP�PK�=�RKPA��(PgO�JKP
=>KQP�=H?KDKH��EPgO�=>KQP
KQN�BNAA@KI�KB�OLAA?D�EJ
=�@AIK?N=PE?�OK?EAPU�

(O�PDA�LNEJ?ELHA�>AEJC�EJRKGA@
CAJAN=HHU�=??ALPA@��(O�PDA
?H=EI��@=P=�KN�S=NN=JP
=?PQ=HHU�NAH=PA@�PK�PDA
LNEJ?ELHA�OP=PA@�� NA�PDANA
?KIIKJ�AT?ALPEKJO�PK�PDA
LNEJ?ELHA��6D=P�=NA�PDA
LN=?PE?=H�?KJOAMQAJ?AO�KB
BKHHKSEJC�PDA�LNEJ?ELHA�EJ�PDEO
?=OA�

3 3AOPEIKJU
/ANOKJ=H
ATLANEAJ?A

(gRA�HKOP�BNEAJ@O�BNKI�=CA
���PK����PK�=H?KDKH��(P
EIL=?PO�=HH�=CAO��=J@�EPO

(O�PDA�PAOPEIKJU�=QPDAJPE?��(O
EP�NAHAR=JP��(O�EP
NALNAOAJP=PERA�KB�KPDANgO
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Argument by Claim Example Evaluation

ABBA?PO�=NA�?QIQH=PERA�
+AP�IA�PAHH�UKQ�=>KQP�PSK
BNEAJ@O�EJ�L=NPE?QH=N�

ATLANEAJ?AO��4OA�PDA�23 1
OUOPAI�PK�DAHL�AR=HQ=PA�PDA
QOA�KB�PAOPEIKJU�

Evidence

-KS�PD=P�SAgRA�?HA=NHU�KQPHEJA@�OARAN=H�=NCQIAJP�OPN=PACEAO��DKS�@K�UKQ�OQLLKNP
UKQN�LKOEPEKJ�SEPD�ARE@AJ?A�KN�S=NN=JPO��(B�UKQN�LNAIEOA�KN�PDA�>=?GCNKQJ@�BNKI
SDE?D�UKQ�OP=NP�EO�R=HE@��=J@�UKQN�?H=EI�EO�?HA=N�=J@�?HA=NHU�NAH=PA@��PDA�=Q@EAJ?A
SEHH�J=PQN=HHU�PQNJ�PDAEN�=PPAJPEKJ�PK�dLNKRA�EP�e�3DEO�EO�SDANA�PDA�NAHAR=J?A�KB
ARE@AJ?A�>A?KIAO�L=NPE?QH=NHU�EILKNP=JP��'ANA�=NA�PDNAA�CQE@AHEJAO�PK�?KJOE@AN�EJ
KN@AN�PK�EJOQNA�UKQN�ARE@AJ?A�L=OOAO�PDA�dOK�SD=P�e�PAOP�KB�NAHAR=J?A�EJ�NAH=PEKJ�PK
UKQN�?H=EI��,=GA�OQNA�UKQN�ARE@AJ?A�D=O�PDA�BKHHKSEJC�PN=EPO�

�� Supportive��$T=ILHAO�=NA�?HA=NHU�NALNAOAJP=PERA��OP=PEOPE?O�=NA�=??QN=PA�
PAOPEIKJU�EO�=QPDKNEP=PERA��=J@�EJBKNI=PEKJ�EO�NAHE=>HA�

�� Relevant��$T=ILHAO�?HA=NHU�NAH=PA�PK�PDA�?H=EI�KN�PKLE?��=J@�UKQ�=NA�JKP
?KIL=NEJC�d=LLHAO�PK�KN=JCAO�e

�� Effective��$T=ILHAO�=NA�?HA=NHU�PDA�>AOP�=R=EH=>HA�PK�OQLLKNP�PDA�?H=EI�
MQ=HEPU�EO�LNABANNA@�PK�MQ=JPEPU��PDANA�=NA�KJHU�=�BAS�SAHH?DKOAJ
OP=PEOPE?O��B=?PO��KN�@=P=�

Appealing to Emotions

6DEHA�SAgRA�DECDHECDPA@�OARAN=H�LKEJPO�PK�?KJOE@AN�SDAJ�OAHA?PEJC�EJBKNI=PEKJ�PK
OQLLKNP�UKQN�?H=EI��GJKS�PD=P� NEOPKPHA�OPNKJCHU�LNABANNA@�=J�=NCQIAJP�>=OA@�EJ
HKCE?�KRAN�AIKPEKJ��"=J�PDA�O=IA�>A�O=E@�BKN�UKQN�=Q@EAJ?A��=J@�PK�SD=P�@ACNAA�EO
AIKPEKJ�=J@�UKQN�=LLA=H�PK�EP�EJ�UKQN�=Q@EAJ?A�=�L=NP�KB�IK@ANJ�HEBA�

Emotions�� =NA�=�LOU?DKHKCE?=H�=J@�LDUOE?=H�NA=?PEKJ��OQ?D�=O�BA=N�KN�=JCAN��PK
OPEIQHE�PD=P�SA�ATLANEAJ?A�=O�=�BAAHEJC��.QN�BAAHEJCO�KN�AIKPEKJO�@ENA?PHU�EIL=?P�KQN
KSJ�LKEJP�KB�REAS�=J@�NA=@EJAOO�PK�?KIIQJE?=PA��>QP�=HOK�EJBHQAJ?A�DKS��SDU��=J@
SDAJ�SA�O=U�PDEJCO��$IKPEKJO�EJBHQAJ?A�JKP�KJHU�DKS�UKQ�O=U�KN�SD=P�UKQ�O=U��>QP
=HOK�DKS�UKQ�DA=N�KN�SD=P�UKQ�DA=N�� P�PEIAO��AIKPEKJO�?=J�>A�?D=HHAJCEJC�PK
?KJPNKH��$IKPEKJO�SEHH�IKRA�UKQN�=Q@EAJ?A��=J@�LKOOE>HU�ARAJ�IKRA�UKQ��PK�?D=JCA
KN�=?P�EJ�?ANP=EJ�S=UO�

 NEOPKPHA�PDKQCDP�PDA�>AOP�=J@�IKOP�LNABAN=>HA�S=U�PK�LANOQ=@A�=J�=Q@EAJ?A�S=O
PDNKQCD�PDA�QOA�KB�HKCE?��BNAA�KB�AIKPEKJ��'A�=HOK�NA?KCJEVA@�PD=P�LAKLHA�=NA�KBPAJ
IKPER=PA@��ARAJ�I=JELQH=PA@��>U�PDA�ATLHKEP=PEKJ�KB�PDAEN�AIKPEKJO��(J�=�>QOEJAOO

���  �LOU?DKHKCE?=H�=J@�LDUOE?=H
NA=?PEKJ��OQ?D�=O�BA=N�KN�=JCAN�
PK�OPEIQHE�PD=P�SA�ATLANEAJ?A
=O�=�BAAHEJC�
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?KJPATP��SA�OPEHH�AJC=CA�EJ�PDEO�@A>=PA��@AI=J@EJC�PK�GJKS�PDA�B=?PO�OAL=N=PA�BNKI
LANOKJ=H�KLEJEKJ�KN�=CAJ@=��>QP�OAA�PDA�QOA�KB�AIKPEKJ=H�=LLA=H�PK�OAHH�LNK@Q?PO�

,=NGAPEJC�ATLANPO�=NA�B=IKQO�BKN�?NA=PEJC�=�JAA@�KN�=OOK?E=PEJC�=J�AIKPEKJ�SEPD�=
>N=J@�KN�H=>AH�EJ�KN@AN�PK�OAHH�EP��8KQ�SEHH�OLA=G�PDA�H=JCQ=CA�KB�UKQN�=Q@EAJ?A�EJ
UKQN�@K?QIAJP��=J@�I=U�?DKKOA�PK�=LLA=H�PK�AIKPEKJ��>QP�UKQ�JAA@�PK�?KJOE@AN
DKS�PDA�OPN=PACU�SKNGO��=O�EP�I=U�>A�?KJOE@ANA@�=�PKKH�PD=P�D=O�PSK�A@CAO�

(B�SA�PDEJG�KB�PDA�=LLA=H�PK�AIKPEKJ�=O�=�GJEBA��SA�?=J�OAA�EP�D=O�PSK�A@CAO��.JA
A@CA�?=J�?QP�UKQN�=Q@EAJ?A��=J@�PDA�KPDAN�?=J�?QP�UKQ��(B�UKQ�=@R=J?A�=J�=LLA=H�PK
AIKPEKJ�EJ�UKQN�@K?QIAJP�KJ�OL=UEJC�=J@�JAQPANEJC�LAPO��=J@�@EO?QOO�PDA�IEHHEKJO
KB�QJS=JPA@�LAPO�PD=P�=NA�GEHHA@�A=?D�UA=N��UKQ�I=U�AHE?EP�=J�AIKPEKJ=H�NAOLKJOA��(B
UKQ�QOA�PDEO�=LLNK=?D�NALA=PA@HU��UKQN�=Q@EAJ?A�I=U�CNKS�SA=NU�KB�PDEO�=LLNK=?D�
=J@�EP�SEHH�HKOA�EPO�ABBA?PERAJAOO��(B�UKQ�?D=JCA�UKQN�PKLE?�PK�PDA�QOA�KB�=JEI=HO�EJ
NAOA=N?D��PDA�O=IA�OPN=PACU�I=U�=LLHU��>QP�NALA=PA@�=PPAILPO�PK�AHE?EP�=J�AIKPEKJ=H
NAOLKJOA�I=U�>=?GBENA�	E�A���EJ�AOOAJ?A�d?QPPEJCe�UKQ
�=J@�LNK@Q?A�=�JAC=PERA
NAOLKJOA�?=HHA@�dAIKPEKJ=H�NAOEOP=J?A�e

Emotional resistance �� EJRKHRAO�CAPPEJC�PENA@��KBPAJ�PK�PDA�LKEJP�KB�NAFA?PEKJ��KB
DA=NEJC�IAOO=CAO�PD=P�=PPAILP�PK�AHE?EP�=J�AIKPEKJ=H�NAOLKJOA��$IKPEKJ=H�=LLA=HO
?=J�SA=N�KQP�PDA�=Q@EAJ?AgO�?=L=?EPU�PK�NA?AERA�PDA�IAOO=CA�� O� NEOPKPHA�KQPHEJA@�
APDKO�	?NA@E>EHEPU
��HKCKO�	HKCE?
��=J@�L=PDKO�	L=OOEKJ��AJPDQOE=OI��=J@�AIKPEKJ=H
NAOLKJOA
�?KJOPEPQPA�PDA�>QEH@EJC�>HK?GO�KB�=JU�@K?QIAJP��(PgO�QL�PK�UKQ�PK�?NA=PA�=
>=H=J?A@�@K?QIAJP��SDANA�UKQ�I=U�=LLA=H�PK�AIKPEKJ��>QP�?DKKOA�PK�QOA�EP
FQ@E?EKQOHU�

.J�=�NAH=PA@�LKEJP��PDA�QOA�KB�=J�AIKPEKJ=H�=LLA=H�I=U�=HOK�EIL=EN�UKQN�=>EHEPU�PK
SNEPA�LANOQ=OERAHU�KN�ABBA?PERAHU��%KN�AT=ILHA��EB�UKQ�?DKKOA�PK�LNAOAJP�=J�=NPE?HA
=>KQP�OQE?E@A�PK�LANOQ=@A�LAKLHA�=C=EJOP�?KIIEPPEJC�EP�=J@�UKQ�OP=NP�ODKSEJC�=
LDKPK�KB�UKQN�>NKPDAN�KN�OEOPAN�PD=P�UKQ�HKOP�PK�OQE?E@A��UKQN�AIKPEKJ=H�NAOLKJOA
I=U�?HKQ@�UKQN�FQ@CIAJP�=J@�CAP�EJ�PDA�S=U�KB�UKQN�PDEJGEJC��-ARAN�QOA�=�LANOKJ=H
OPKNU��KN�ARAJ�=�OPKNU�KB�OKIAKJA�UKQ�@K�JKP�GJKS��EB�PDA�EJ?HQOEKJ�KB�PD=P�OPKNU
?=QOAO�UKQ�PK�HKOA�?KJPNKH��6DEHA�EPgO�EILKNP=JP�PK�@EO?QOO�NAHAR=JP�PKLE?O��UKQ�JAA@
PK�=OOAOO�UKQN�NAH=PEKJODEL�PK�PDA�IAOO=CA��8KQN�@K?QIAJPO�ODKQH@�JKP�>A�=J
ATAN?EOA�EJ�PDAN=LU��.PDANSEOA��UKQ�SEHH�O=?NEBE?A�APDKO�=J@�?NA@E>EHEPU��ARAJ�UKQN
ABBA?PERAJAOO��EB�UKQ�dHKOA�EPe�>A?=QOA�UKQ�=NA�NA=HHU�JKP�NA=@U�PK�@EO?QOO�PDA�EOOQA�

Recognizing Fallacies

dFallacy�� e�EO�=JKPDAN�S=U�KB�O=UEJC�B=HOA�HKCE?��%=HH=?EAO�KN�NDAPKNE?=H�PNE?GO�@A?AERA
UKQN�=Q@EAJ?A�SEPD�PDAEN�OPUHA��@N=I=��KN�L=PPANJ��>QP�=@@�HEPPHA�PK�UKQN�@K?QIAJP�EJ
PANIO�KB�OQ>OP=J?A��3DAU�=NA�>AOP�=RKE@A@�>A?=QOA�PDAU�?=J�=?PQ=HHU�@APN=?P�BNKI

��� .??QNO�SDAJ�PDA�=Q@EAJ?A�CAPO
PENA@��KBPAJ�PK�PDA�LKEJP�KB
NAFA?PEKJ��KB�DA=NEJC�IAOO=CAO
PD=P�=PPAILP�PK�AHE?EP�=J
AIKPEKJ=H�NAOLKJOA�

��� %=HOA�HKCE?�
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UKQN�ABBA?PERAJAOO��3DANA�=NA�OARAN=H�PA?DJEMQAO�KN�dPNE?GOe�PD=P�=HHKS�PDA�SNEPAN�PK
NAHU�KJ�OPUHA�SEPDKQP�KBBANEJC�OQ>OP=JPERA�=NCQIAJP��PK�K>O?QNA�PDA�?AJPN=H
IAOO=CA��KN�PSEOP�PDA�B=?PO�PK�PDAEN�KSJ�C=EJ�3=>HA�������%=HH=?EAO�AT=IEJAO�PDA
AECDP�?H=OOE?=H�B=HH=?EAO��+A=NJ�PK�NA?KCJEVA�PDAI�OK�PDAU�?=JgP�>A�QOA@�=C=EJOP�UKQ�
=J@�HA=NJ�PK�=RKE@�QOEJC�PDAI�SEPD�UKQN�=Q@EAJ?A�

3=>HA�����%=HH=?EAO

Fallacy Definition Example

���1A@
'ANNEJC

 JU�@ERANOEKJ�EJPAJ@A@�PK�@EOPN=?P
=PPAJPEKJ�BNKI�PDA�I=EJ�EOOQA�
L=NPE?QH=NHU�>U�NAH=PEJC�PDA�EOOQA�PK�=
?KIIKJ�BA=N�

(PgO�JKP�FQOP�=>KQP�PDA�@A=PD
LAJ=HPU��EPgO�=>KQP�PDA�RE?PEIO
=J@�PDAEN�NECDPO��8KQ�SKQH@JgP
S=JP�PK�>A�=�RE?PEI��>QP�EB�UKQ
SANA��UKQg@�S=JP�FQOPE?A�

���2PN=S�,=J
 �SA=G�=NCQIAJP�OAP�QL�PK�A=OEHU�NABQPA
=J@�@EOPN=?P�=PPAJPEKJ�BNKI�OPNKJCAN
=NCQIAJPO�

+KKG�=P�PDA�E@A=�PD=P�?NEIEJ=HO
SDK�?KIIEP�IQN@AN�ODKQH@�>A
NAHA=OA@�=BPAN�=�BAS�UA=NO�KB
NAD=>EHEP=PEKJ��3DEJG�KB�DKS
QJO=BA�KQN�OPNAAPO�SKQH@�>A
PDAJ�

���!ACCEJC
PDA�0QAOPEKJ

"H=EIEJC�PDA�PNQPD�KB�PDA�RANU�I=PPAN�EJ
MQAOPEKJ��=O�EB�EP�SANA�=HNA=@U�=J�K>REKQO
?KJ?HQOEKJ�

6A�GJKS�PD=P�PDAU�SEHH�>A
NAHA=OA@�=J@�QJHA=ODA@�KJ
OK?EAPU�PK�NALA=P�PDAEN�?NEIAO
=C=EJ�=J@�=C=EJ�

���"EN?QH=N
 NCQIAJP

3DA�LNKLKOEPEKJ�EO�QOA@�PK�LNKRA�EPOAHB�
 OOQIAO�PDA�RANU�PDEJC�EP�=EIO�PK�LNKRA�
1AH=PA@�PK�>ACCEJC�PDA�MQAOPEKJ�

.J?A�=�GEHHAN��=HS=UO�=�GEHHAN�

��� @
/KLQHQI

 LLA=HO�PK�=�?KIIKJ�>AHEAB�KB�OKIA
LAKLHA��KBPAJ�LNAFQ@E?E=H��=J@�OP=PAO
ARANUKJA�DKH@O�PDEO�>AHEAB�� HOK�?=HHA@�PDA
>=J@S=CKJ�B=HH=?U��=O�LAKLHA�dFQIL�KJ
PDA�>=J@S=CKJe�KB�=�LAN?AERA@�LKLQH=N
REAS�

,KOP�LAKLHA�SKQH@�LNABAN�PK
CAP�NE@�KB�=�BAS�d>=@�=LLHAOe
=J@�GAAL�KQN�OPNAAPO�O=BA�

��� @
'KIEJAI�KN
d NCQIAJP
=C=EJOP�PDA
,=Je

 NCQIAJP�=C=EJOP�PDA�I=J�EJOPA=@�KB�DEO
IAOO=CA��2P=PEJC�PD=P�OKIAKJAgO
=NCQIAJP�EO�SNKJC�OKHAHU�>A?=QOA�KB
OKIAPDEJC�=>KQP�PDA�LANOKJ�N=PDAN�PD=J
=>KQP�PDA�=NCQIAJP�EPOAHB�

.QN�NALNAOAJP=PERA�EO�=�@NQJG
=J@�LDEH=J@ANAN��'KS�?=J�SA
PNQOP�DEI�KJ�PDA�EOOQAO�KB
O=BAPU�=J@�B=IEHU�

���-KJ
2AMQEPQN�KN
d(P�#KAO�-KP
%KHHKSe

3DA�?KJ?HQOEKJ�@KAO�JKP�BKHHKS�BNKI�PDA
LNAIEOAO��3DAU�=NA�JKP�NAH=PA@�

2EJ?A�PDA�HE>AN=H�����O��SAgRA
OAAJ�=J�EJ?NA=OA�EJ�?KJRE?PO
SDK�CKP�HAP�KBB�@A=PD�NKS�
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Fallacy Definition Example

���/KOP�'K?
$NCK�/NKLPAN
'K?�KN�d BPAN
3DEO�
3DANABKNA
>A?=QOA�KB
3DEOe

(P�EO�=HOK�?=HHA@�=�?KEJ?E@AJP=H�?KNNAH=PEKJ�
5EKHAJP�@A=PD�N=PAO�SAJP�@KSJ
KJ?A�PDAU�OP=NPA@�LQ>HE?EVEJC
ATA?QPEKJO�

Ethical Considerations in Persuasion

(J�DEO�>KKGEthics in Human Communication��1E?D=N@�)KD=JJAOAJ�KBBANO�AHARAJ�LKEJPO
PK�?KJOE@AN�SDAJ�?KIIQJE?=PEJC�� HPDKQCD�PDAU�=NA�NAH=PA@�PK�LQ>HE?�OLA=GEJC�
PDAU�=NA�=HOK�QOABQH�EJ�>QOEJAOO�SNEPEJC��8KQ�I=U�JKPA�PD=P�I=JU�KB�DEO�?=QPEKJO�=NA
?HA=NHU�NAH=PA@�PK�PDA�B=HH=?EAO�SAgRA�@EO?QOOA@��'EO�I=EJ�LKEJPO�NAEPAN=PA�I=JU�KB
PDA�LKEJPO�=?NKOO�PDEO�?D=LPAN�=J@�ODKQH@�>A�GALP�EJ�IEJ@�=O�UKQ�LNAL=NA��=J@
LNAOAJP��UKQN�LANOQ=OERA�IAOO=CA�)KD=JJAOAJ��1��	����
� Ethics in human
communication	�PD�A@�
��/NKOLA?P�'AECDPO��(+��6=RAH=J@�/NAOO�

#K�JKP

_ QOA�B=HOA��B=>NE?=PA@��IEONALNAOAJPA@��@EOPKNPA@��KN�ENNAHAR=JP�ARE@AJ?A
PK�OQLLKNP�=NCQIAJPO�KN�?H=EIO�

_ EJPAJPEKJ=HHU�QOA�QJOQLLKNPA@��IEOHA=@EJC��KN�EHHKCE?=H�NA=OKJEJC�
_ NALNAOAJP�UKQNOAHB�=O�EJBKNIA@�KN�=J�dATLANPe�KJ�=�OQ>FA?P�SDAJ�UKQ

=NA�JKP�
_ QOA�ENNAHAR=JP�=LLA=HO�PK�@ERANP�=PPAJPEKJ�BNKI�PDA�EOOQA�=P�D=J@�
_ =OG�UKQN�=Q@EAJ?A�PK�HEJG�UKQN�E@A=�KN�LNKLKO=H�PK�AIKPEKJH=@AJ

R=HQAO��IKPERAO��KN�CK=HO�PK�SDE?D�EP�EO�=?PQ=HHU�JKP�NAH=PA@�
_ @A?AERA�UKQN�=Q@EAJ?A�>U�?KJ?A=HEJC�UKQN�NA=H�LQNLKOA��UKQN�OAHB

EJPANAOP��PDA�CNKQL�UKQ�NALNAOAJP��KN�UKQN�LKOEPEKJ�=O�=J�=@RK?=PA�KB�=
REASLKEJP�

_ @EOPKNP��DE@A��KN�IEONALNAOAJP�PDA�JQI>AN��O?KLA��EJPAJOEPU��KN
QJ@AOEN=>HA�BA=PQNAO�KB�?KJOAMQAJ?AO�KN�ABBA?PO�

_ QOA�AIKPEKJ=H�=LLA=HO�PD=P�H=?G�=�OQLLKNPEJC�>=OEO�KB�ARE@AJ?A�KN
NA=OKJEJC�

_ KRANOEILHEBU�?KILHAT��CN=@=PEKJH=@AJ�OEPQ=PEKJO�EJPK�OEILHEOPE?��PSK
R=HQA@��AEPDANKN��LKH=N�REASO�KN�?DKE?AO�

_ LNAPAJ@�?ANP=EJPU�SDANA�PAJP=PERAJAOO�=J@�@ACNAAO�KB�LNK>=>EHEPU
SKQH@�>A�IKNA�=??QN=PA�

_ =@RK?=PA�OKIAPDEJC�PD=P�UKQ�UKQNOAHB�@K�JKP�>AHEARA�EJ�
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 NEOPKPHA�O=E@�PDA�I=NG�KB�=�CKK@�LANOKJ��SAHH�OLKGAJ��S=O�=�?HA=N�?KII=J@�KB�PDA
B=?QHPU�KB�K>OANREJC�EJ�=JU�CERAJ�?=OA�PDA�=R=EH=>HA�IA=JO�KB�LANOQ=OEKJ��'A
@EO?QOOA@�PDA�E@A=�KB�LAN?AEREJC�PDA�R=NEKQO�LKEJPO�KB�REAS�NAH=PA@�PK�=�PKLE?�=J@
PDAEN�PDKQCDPBQH�?KJOE@AN=PEKJ��6DEHA�EPgO�EILKNP=JP�PK�>A�=>HA�PK�LAN?AERA�PDA
?KILHATEPU�KB�=�?=OA��UKQ�=NA�JKP�=OGA@�PK�>A�=�H=SUAN�=J@�@ABAJ@�=�?HEAJP�

(J�UKQN�IAOO=CA�PK�LANOQ=@A��?KJOE@AN�DKJAOPU�=J@�EJPACNEPU�=O�UKQ�=OOAI>HA�UKQN
=NCQIAJPO��8KQN�=Q@EAJ?A�SEHH�=LLNA?E=PA�UKQN�PDKQCDPBQH�?KJOE@AN=PEKJ�KB�IKNA
PD=J�KJA�REAS�=J@�UKQN�QJ@ANOP=J@EJC�KB�PDA�?KILHATEPU�KB�PDA�EOOQA��PDQO�>QEH@EJC
UKQN�APDKO��KN�?NA@E>EHEPU��=O�UKQ�LNAOAJP�UKQN�@K?QIAJP��!A�?=NABQH�JKP�PK�OPNAP?D
PDA�B=?PO��KN�=OOAI>HA�PDAI�KJHU�PK�LNKRA�UKQN�LKEJP��EJOPA=@��LNKRA�PDA�=NCQIAJP
KJ�EPO�KSJ�IANEPO��#A?ALPEKJ��?KAN?EKJ��EJPAJPEKJ=H�>E=O��I=JELQH=PEKJ�=J@�>NE>ANU
ODKQH@�D=RA�JK�LH=?A�EJ�UKQN�IAOO=CA�PK�LANOQ=@A�

KEY TAKEAWAY

3DA�=NP�KB�=NCQIAJP�EJ�SNEPEJC�EJRKHRAO�LNAOAJPEJC�OQLLKNPERA��NAHAR=JP�
ABBA?PERA�ARE@AJ?A�BKN�A=?D�LKEJP�=J@�@KEJC�EP�EJ�=�NAOLA?PBQH�=J@�APDE?=H
I=JJAN�

EXERCISES

�� 2AHA?P�=�LEA?A�KB�LANOQ=OERA�SNEPEJC�OQ?D�=O�=�JASOL=LAN�KLA@�AOO=U��=
I=C=VEJA�=NPE?HA��KN�=�>HKC�LKOP��$T=IEJA�PDA�=NCQIAJP��PDA�I=EJ�LKEJPO�
=J@�DKS�PDA�SNEPAN�OQLLKNPO�PDAI��6DE?D�OPN=PACEAO�BNKI�PDA�BKNACKEJC
OA?PEKJ�@KAO�PDA�SNEPAN�QOA��#KAO�PDA�SNEPAN�QOA�=JU�B=HH=?EAO�KN�REKH=PA
=JU�APDE?=H�LNEJ?ELHAO��#EO?QOO�UKQN�NAOQHPO�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�KJA�OHKC=J�KN�HKCK�PD=P�UKQ�LAN?AERA�=O�LANOQ=OERA�=J@�OD=NA�EP�SEPD
UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�=�LEA?A�KB�SNEPEJC�PD=P�=LLA=NO�PK�S=JP�PK�>A
LANOQ=OERA��>QP�@KAOJgP�CAP�PDA�FK>�@KJA��6NEPA�=�>NEAB�NAREAS�=J@�OD=NA
EP�SEPD�?H=OOI=PAO�

�� (J�SD=P�S=UO�IECDP�PDA�?DKE?A�KB�DKS�PK�KNC=JEVA�=�@K?QIAJP�EJRKHRA
APDE?O��$TLH=EJ�UKQN�NAOLKJOA�=J@�@EO?QOO�EP�SEPD�UKQN�?H=OO�
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6.4 Paraphrase and Summary versus Plagiarism

LEARNING OBJECTIVES

�� 4J@ANOP=J@�PDA�@EBBANAJ?A�>APSAAJ�L=N=LDN=OEJC�KN�OQII=NEVEJC�=J@
LH=CE=NEOI�

�� #AIKJOPN=PA�DKS�PK�CERA�LNKLAN�?NA@EP�PK�OKQN?AO�PD=P�=NA�MQKPA@
RAN>=PEI��=J@�OKQN?AO�SDKOA�E@A=O�=NA�L=N=LDN=OA@�KN�OQII=NEVA@�

�� #AIKJOPN=PA�UKQN�=>EHEPU�PK�L=N=LDN=OA�EJ�KJA�KN�IKNA�SNEPPAJ
=OOECJIAJPO�

$RAJ�EB�UKQ�=NA�SNEPEJC�KJ�=�OQ>FA?P�UKQ�GJKS�SAHH��UKQ�SEHH�QOQ=HHU�CAP�=@@EPEKJ=H
EJBKNI=PEKJ�BNKI�KPDAN�OKQN?AO��'KS�UKQ�NALNAOAJP�KPDANOg�E@A=O��?KJ?ALPO��=J@
SKN@O�EO�?NEPE?=H�PK�UKQN�?NA@E>EHEPU�=J@�PDA�ABBA?PERAJAOO�KB�UKQN�@K?QIAJP��+APgO
O=U�UKQ�=NA�NA=@EJC�=�OA?PEKJ�KB�=�@K?QIAJP�=J@�BEJ@�=�LKEJP�PD=P�NAH=PAO�SAHH�PK
UKQN�?QNNAJP�SNEPEJC�=OOECJIAJP��'KS�@K�UKQ�NALNAOAJP�SD=P�UKQ�D=RA�NA=@�EJ�UKQN
SKNG��8KQ�D=RA�OARAN=H�?DKE?AO�

.JA�?DKE?A�EO�OEILHU�PK�NALNK@Q?A�PDA�MQKPAverbatim �� ��KN�SKN@�BKN�SKN@��I=GEJC
OQNA�PD=P�UKQ�D=RA�?KLEA@�=HH�SKN@O�=J@�LQJ?PQ=PEKJ�=??QN=PAHU��(J�PDEO�?=OA��UKQ
SEHH�LQP�MQKP=PEKJ�I=NGO�=NKQJ@�PDA�MQKPA@�L=OO=CA�	KN��EB�EP�EO�IKNA�PD=J�=>KQP
BEBPU�SKN@O�HKJC��EJOAP�EP�SEPD�SE@AN�I=NCEJO�PD=J�PDA�>K@U�KB�UKQN�@K?QIAJP
�=J@
CERA�?NA@EP�PK�PDA�OKQN?A��3DA�BKNI=P�UKQ�QOA�BKN�UKQN�OKQN?A�?EP=PEKJ�SEHH�R=NU
=??KN@EJC�PK�PDA�@EO?ELHEJA�KN�EJ@QOPNU�KB�UKQN�=Q@EAJ?A��?KIIKJ�BKNI=PO�EJ?HQ@A
 / �	 IANE?=J�/OU?DKHKCE?=H� OOK?E=PEKJ
��,+ �	,K@ANJ�+=JCQ=CA� OOK?E=PEKJ
�
=J@�",2�	"DE?=CK�,=JQ=H�KB�2PUHA
�

 JKPDAN�?KIIKJ�OPN=PACU�EJ�>QOEJAOO�SNEPEJC�EO�PKparaphrase�� ��KN�NASNEPA�PDA
EJBKNI=PEKJ�EJ�UKQN�KSJ�SKN@O��8KQ�SEHH�NAH=PA�PDA�I=EJ�LKEJP��>QP�JAA@�PK�P=GA
?=NA�JKP�PK�?KLU�PDA�KNECEJ=H��8KQ�SEHH�CERA�?NA@EP�SDANA�?NA@EP�EO�@QA��>QP�UKQN
?EP=PEKJ�SEHH�>A�IKNA�EJBKNI=H��OQ?D�=O�d Wall Street Journal=NPE?HA�@=PA@�)QHU���
������@AO?NE>A@�OKIA�KB�PDA�@EO=CNAAIAJPO�=IKJC�&��J=PEKJO�=>KQP�?HEI=PA
?D=JCA�e�'ANA�=NA�OARAN=H�OPALO�PD=P�?=J�DAHL�UKQ�L=N=LDN=OA�=�L=OO=CA�SDEHA
NAOLA?PEJC�EPO�KNECEJ=H�=QPDKN�

�� 1A=@�PDA�L=OO=CA�KQP�HKQ@��L=UEJC�=PPAJPEKJ�PK�PDA�?KILHAPA�PDKQCDP
N=PDAN�PD=J�PDA�EJ@ERE@Q=H�SKN@O�

�� $TLH=EJ�PDA�?KJ?ALP�EJ�UKQN�KSJ�SKN@O�PK�=�BNEAJ@�KN�?KHHA=CQA��KQP
HKQ@��B=?APKB=?A�

��� 6KN@�BKN�SKN@�

��� 3K�NASNEPA�EJBKNI=PEKJ�EJ�UKQN
KSJ�SKN@O�
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�� 6NEPA�PDA�?KJ?ALP�EJ�UKQN�KSJ�SKN@O��=J@�=@@�KJA�KN�IKNA�EHHQOPN=PERA
AT=ILHAO�KB�PDA�?KJ?ALP�PD=P�=NA�IA=JEJCBQH�PK�UKQ�

�� 1ANA=@�PDA�KNECEJ=H�L=OO=CA�=J@�OAA�DKS�UKQN�RANOEKJ�?KIL=NAO�SEPD�EP
EJ�PANIO�KB�CN=II=N��SKN@�?DKE?A��AT=ILHA��=J@�?KJRAU=J?A�KB
IA=JEJC�

�� (B�UKQN�SNEPEJC�L=NNKPO�PDA�KNECEJ=H�L=OO=CA�KN�IANAHU�OQ>OPEPQPAO
OUJKJUIO�BKN�SKN@O�EJ�PDA�KNECEJ=H��NAPQNJ�PK�OPAL�KJA�=J@�OP=NP�KRAN�
NAIAI>ANEJC�PD=P�UKQN�CK=H�EO�PK�ATLNAOO�PDA�?AJPN=H�?KJ?ALPO��JKP�PK
dPN=JOH=PAe�KJA�SKN@�EJPK�=JKPDAN�

�� 6DAJ�UKQ�=NA�O=PEOBEA@�PD=P�UKQN�ATLNAOOEKJ�KB�PDA�?KJ?ALP�?=J�OP=J@
KJ�EPO�KSJ�IANEP��EJ?HQ@A�EP�EJ�UKQN�@K?QIAJP�=J@�?EPA�PDA�KNECEJ=H
=QPDKN�=O�PDA�OKQN?A�KB�PDA�E@A=�

2QII=NEVEJC�EJBKNI=PEKJ�EO�=JKPDAN�?KIIKJ�S=U�KB�EJPACN=PEJC�EJBKNI=PEKJ�EJPK
UKQN�KNECEJ=H�SKNG�PD=P�NAMQENAO�?=NA�=J@�=PPAJPEKJ�PK�@AP=EH��3Ksummarize �� EO�PK
NA@Q?A�=�?KJ?ALP��E@A=��KN�@=P=�OAP�PK�EPO�IKOP�>=OE?�LKEJP�KN�AHAIAJP��8KQ�I=U�D=RA
=�HEPAN=PQNA�OQNRAU�PK�OQII=NEVA�NAH=PA@�EJBKNI=PEKJ�EJ�PDA�BEAH@�QJ@AN
?KJOE@AN=PEKJ��KN�=�OA?PEKJ�KJ�>=?GCNKQJ@�PK�OANRA�=�OEIEH=N�LQNLKOA��2QLLKOA�UKQ
=NA�NALKNPEJC�KJ�=�>QOEJAOO�OEPQ=PEKJ�=J@�EP�K??QNO�PK�UKQ�PD=P�KJA�KB�2D=GAOLA=NAgO
LH=UO�D=O�=�LHKP�PD=P�NAOAI>HAO�UKQN�OEPQ=PEKJ��8KQ�I=U�SEOD�PK�OQII=NEVA�PDA
2D=GAOLA=NA�LH=U�EJ�=�BAS�OAJPAJ?AO�>ABKNA�@N=SEJC�L=N=HHAHO�>APSAAJ�EP�=J@�UKQN
?QNNAJP�OEPQ=PEKJ��3DEO�I=U�DAHL�NA=@ANO�PK�NAIAI>AN�=J@�QJ@ANOP=J@�UKQN�NALKNP�
1AC=N@HAOO�KB�DKS�KN�SDANA�UKQ�EJ?KNLKN=PA�=�OQII=NU�SEPDEJ�UKQN�@K?QIAJP��CERA
=PPAJPEKJ�PK�EPO�KNECEJ=H�?KJPATP�=J@�NAP=EJ�EPO�AOOAJPE=H�IA=JEJC�BNAA�KB�@EOPKNPEKJ�EJ
PDA�JAS�?KJPATP�KB�UKQN�SNEPEJC�

!A?=QOA�OQII=NEVEJC�EO�=J�=?P�KB�NA@Q?PEKJEOI��OKIA�KB�PDA�KNECEJ=H�NE?DJAOO�EJ
@AP=EH�PD=P�OQNNKQJ@O�PDA�KNECEJ=H�SEHH�>A�JA?AOO=NEHU�HKOP��3DEJG�KB�=�LDKPKCN=LD
UKQ�D=RA�P=GAJ�EJ�PDA�L=OP�PD=P�BA=PQNA@�OARAN=H�LAKLHA�UKQ�GJKS��4OEJC�=�OKBPS=NA
LNKCN=I�PD=P�=HHKSO�UKQ�PK�IK@EBU�=J@�I=JELQH=PA�PDA�EI=CA��@N=S�=�>KT�=NKQJ@
KJHU�KJA�B=?A��#AHAPA�PDA�NAOP�KB�PDA�?KJPAJPO�KB�PDA�LDKPK�OK�KJHU�PDA�EJBKNI=PEKJ�EJ
PDA�>KT�NAI=EJO��/=NP�KB�PDA�LDKPK�EO�EJP=?P��=J@�KJA�LANOKJ�D=O�>A?KIA�PDA�BK?=H
LKEJP�BKN�PDA�EI=CA��>QP�PDA�?KJPATP�D=O�>AAJ�HKOP��(J�PDA�O=IA�S=U��EB�UKQ�BK?QO�KJ
KJA�OP=PEOPE?��KJA�MQKPA��KN�KJA�E@A=�=J@�B=EH�PK�?=LPQNA�EPO�>=?GCNKQJ@�UKQ�SEHH�P=GA
PDA�EJBKNI=PEKJ�KQP�KB�?KJPATP��"KJPATP�EO�KJA�KB�PDA�AECDP�?KILKJAJPO�KB
?KIIQJE?=PEKJ��=J@�SEPDKQP�EP��PDA�LNK?AOO�>NA=GO�@KSJ��6DEHA�UKQ�?=JJKP�NAP=EJ
=HH�PDA�@ABEJEPEKJ�=J@�@AP=EH�KB�PDA�KNECEJ=H�?KJPATP�EJ�=�>NEAB�OQII=NU��ABBKNP�PK
NALNAOAJP�PDA�AOOAJPE=H�LKEJP�SEPDEJ�EPO�?KJPATP�EO�AOOAJPE=H�KN�UKQ�NEOG�@EOPKNPEKJ�KB
PDA�KNECEJ=H�IA=JEJC�

4JHEGA�MQKPEJC�KN�L=N=LDN=OEJC��OQII=NEVEJC�EO�OKIAPDEJC�UKQ�?=Jc=J@�SEHHc=HOK
@K�PK�PDA�I=PANE=H�UKQ�D=RA�SNEPPAJ��8KQ�I=U�OP=NP�UKQN�@K?QIAJP�SEPD�=�OQII=NU
KB�PDA�>=?GCNKQJ@�PD=P�CERAO�PDA�@K?QIAJP�LQNLKOA��%KNI=H�>QOEJAOO�NALKNPO�KBPAJ

��� 3K�NA@Q?A�=�?KJ?ALP��E@A=��KN
@=P=�OAP�PK�EPO�IKOP�>=OE?�LKEJP
KN�AHAIAJP�
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>ACEJ�SEPD�=J�ATA?QPERA�OQII=NU��=J@�O?EAJPEBE?�=NPE?HAO�QOQ=HHU�>ACEJ�SEPD�=J
=>OPN=?P��>KPD�KB�PDAOA�OANRA�=O�=�>NEAB�LNAREAS�KB�PDA�EJBKNI=PEKJ�EJ�PDA�BQHH
@K?QIAJP��8KQ�I=U�SNEPA�=�>NEAB�EJPANJ=H�OQII=NU�=BPAN�A=?D�I=EJ�@EO?QOOEKJ
LKEJP�EJ�=�HAJCPDU�@K?QIAJP��PDEO�SEHH�OANRA�PK�NAIEJ@�UKQN�NA=@AN�KB�PDA�@EO?QOOEKJ
PK�@=PA�=J@�PK�AOP=>HEOD�PDA�?KJPATP�BKN�PDA�QL?KIEJC�LKEJP��%EJ=HHU��=�OQII=NU�EO�=
RANU�?KIIKJ��=J@�KBPAJ�ABBA?PERA��S=U�PK�?KJ?HQ@A�=�@K?QIAJP��$J@EJC�UKQN
SNEPEJC�SEPD�=�OQII=NU�DAHLO�UKQN�NA=@AN�PK�NAIAI>AN�UKQN�I=EJ�LKEJPO�

/H=CE=NEOI�EO�JAEPDAN�L=N=LDN=OEJC�JKN�OQII=NEVEJC�EJBKNI=PEKJ�BNKI�KPDAN�SKNGO�
Plagiarism �� EO�NALNAOAJPEJC�=JKPDANgO�SKNG�=O�UKQN�KSJ��/NKBAOOEKJ=H�OP=J@=N@O�
SDE?D�=NA�QLDAH@�EJ�=HH�BEAH@O�BNKI�=N?DEPA?PQNA�PK�>=JGEJC�PK�VKKHKCU��=HH�EJRKHRA
PDA�AHAIAJPO�KB�=QPDAJPE?EPU�=J@�?NA@E>EHEPU��"NA@EP�EO�CERAJ�SDANA�?NA@EP�EO�@QA�
=QPDKNEPEAO�EJ�PDA�BEAH@�=NA�=LLNKLNE=PAHU�?EPA@�KN�NABANAJ?A@��=J@�KNECEJ=H�SNEPEJC�EO
ATLA?PA@�PK�>A�AT=?PHU�PD=P�Patch writing �� ��KN�PDA�RAN>=PEI�?QP=J@L=OPA
EJOANPEKJ�KB�BN=CIAJPO��OJELLAPO��KN�OI=HH�OA?PEKJO�KB�KPDAN�LQ>HE?=PEKJO�EJPK�UKQN
KSJ�SNEPEJC�SEPDKQP�?NA@EPEJC�PDA�OKQN?AO��EO�LH=CE=NEOI��6DKHAO=HA�?KLUEJC�KB
KPDAN�SKNGO�EO�=HOK�LH=CE=NEOI��!KPD�@AOPNKU�UKQN�LNKBAOOEKJ=H�?NA@E>EHEPU��=J@�B=EH�PK
QLDKH@�?KIIKJ�LNKBAOOEKJ=H�OP=J@=N@O�

"KHHACAO�=J@�QJERANOEPEAO�D=RA�LKHE?EAO�=C=EJOP�LH=CE=NEOI��=J@�SEPDEJ�>QOEJAOO�=J@
EJ@QOPNU��PDA�JAC=PERA�EIL=?P�KJ�?NA@E>EHEPU�=J@�?=NAANO�KBPAJ�AT?AA@O�=JU�=?=@AIE?
LQJEODIAJP��3DANA�EO�JK�OD=IA�EJ�MQKPEJC�OKIAKJA�AHOAgO�SKNG�SDEHA�CEREJC�?NA@EP�
JKN�EJ�L=N=LDN=OEJC�=�LKEJP�?KNNA?PHU�KN�OQII=NEVEJC�PDA�NAOA=N?D�NAOQHPO�KB�=
OPQ@U�UKQ�@E@�JKP�LANBKNI��>QP�PDANA�=NA�OECJEBE?=JP�?KJOAMQAJ?AO�PK�NALNAOAJPEJC
KPDANgO�E@A=O�=O�UKQN�KSJ�

 OE@A�BNKI�PDA�BA=N�KB�LQJEODIAJP��=�OGEHHA@�>QOEJAOO�SNEPAN�ODKQH@�NA?KCJEVA�PD=P
EJPAHHA?PQ=H�PDABP�EO�SNKJC��8KQ�I=U�>A�PAILPA@�PK�>KNNKS�=�OAJPAJ?A��DKSARAN�
GJKS�UKQN�@K?QIAJP�SEHH�>A�NALNAOAJPA@�EJ�I=JU�S=UO�=?NKOO�PEIA��=J@�IKNA�PD=J
KJA�?=NAAN�D=O�>AAJ�@AOPNKUA@�>U�LH=CE=NEOI�@EO?KRANA@�UA=NO�=BPAN�PDA�B=?P��3DA
=??KILHEODA@�>QOEJAOO�SNEPAN�ODKQH@�P=GA�=O�=�?KILHEIAJP�PDA�?KNNA?P�?EP=PEKJ�=J@
NABANAJ?A�KB�PDAEN�SKNG��3DA�JKRE?A�>QOEJAOO�SNEPAN�ODKQH@�HA=NJ�>U�AT=ILHA�>QP
NABN=EJ�BNKI�?QP�=J@�L=OPA�OPN=PACEAO�PK�?KILHAPA�=�@K?QIAJP�

(J�=�SKNH@�SDANA�IKOP�IK@ANJ�@K?QIAJPO�=NA�=??AOOE>HA�EJ�OKIA�BKNI�KJHEJA��PDA
=>EHEPU�PK�?NKOONABANAJ?A�EJBKNI=PEKJ�SEPD�=�?KQLHA�KB�GAU�OPNKGAO�I=GAO�LH=CE=NEOI
=�OAHB@ABA=PEJC�OKHQPEKJ�SDAJ�>APPAN�=HPANJ=PERAO�ATEOP��0QKPA�=J@�CERA�?NA@EP��HEJG
PK�NAH=PA@�@K?QIAJPO�SEPD�LANIEOOEKJ��L=N=LDN=OA�=J@�OQII=NEVA�SEPD�?EP=PEKJ�
>QP�@K�JKP�LH=CE=NEVA�

��� 1ALNAOAJPEJC�=JKPDANgO�SKNG�=O
UKQN�KSJ�

��� 5AN>=PEI�?QP=J@L=OPA
EJOANPEKJ�KB�BN=CIAJPO�KB�KPDAN
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OKQN?AO�
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KEY TAKEAWAY

3DANA�EO�JKPDEJC�SNKJC�SEPD�MQKPEJC��L=N=LDN=OEJC��=J@�OQII=NEVEJC�SEPD
?NA@EP�PK�UKQN�KNECEJ=H�OKQN?A��>QP�LNAOAJPEJC�OKIAKJA�AHOAgO�SKNG�=O�EB�EP
SANA�UKQN�KSJ�EO�LH=CE=NEOI�

EXERCISES

�� 2AHA?P�=�LEA?A�KB�SNEPEJC�OQ?D�=O�=J�AOO=U�BNKI�=�6A>�OEPA��=�>KKG
?D=LPAN��KN�=�JASOL=LAN�KN�I=C=VEJA�=NPE?HA��6NEPA�=�L=N=LDN=OA�KB�=
LKNPEKJ�KB�EP��6NEPA�=�>NEAB�OQII=NU�KB�PDA�AJPENA�LEA?A��-KPA�PDA
@EBBANAJ?A�>APSAAJ�PDA�PSK�PA?DJEMQAO��&EREJC�?NA@EP�PK�PDA�KNECEJ=H
LEA?A��@EO?QOO�UKQN�L=N=LDN=OA�=J@�OQII=NU�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�=J�=@RANPEOAIAJP�UKQ�LAN?AERA�=O�L=NPE?QH=NHU
ABBA?PERA�=J@�SNEPA�=�KJAOAJPAJ?A�OQII=NU��2D=NA�PDA�=@RANPEOAIAJP
=J@�UKQN�KJAOAJPAJ?A�OQII=NU�SEPD�PDA�?H=OO�

�� %EJ@�=J�AT=ILHA�KB�=J�=@RANPEOAIAJP�UKQ�LAN?AERA�=O�L=NPE?QH=NHU
EJABBA?PERA�=J@�SNEPA�=�KJAOAJPAJ?A�OQII=NU��2D=NA�PDA�=@RANPEOAIAJP
=J@�UKQN�KJA�OAJPAJ?A�NAREAS�SEPD�PDA�?H=OO�

�� %EJ@�=�?=OA�SDANA�LH=CE=NEOI�KN�IEONALNAOAJP=PEKJ�D=@�?KJOAMQAJ?AO�EJ
PDA�>QOEJAOO�SKNH@��2D=NA�UKQN�BEJ@EJCO�=J@�@EO?QOO�SEPD�?H=OOI=PAO�
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6.5 Additional Resources

1A=@�=J�EJBKNI=PERA�=NPE?HA�=>KQP�KQPHEJAO�=J@�CAP�=�O=ILHA�KQPHEJA�PAILH=PA�
DPPL���SSS�AOO=USNEPEJCDAHL�?KI�KQPHEJA�DPI

3DEO�6NEPEJC�3QPKNE=HO�OEPA�BNKI�)KDJ�)=U�"KHHACA�KB�"NEIEJ=H�)QOPE?A�KBBANO�=�IAJQ�KB
PKKHO�BKN�?KILKOEJC�=�PDAOEO�OP=PAIAJP��=J�KQPHEJA��SAHH?KJOPNQ?PA@�L=N=CN=LDO�
=J@�IKNA�DPPL���NAOKQN?AO�FF=U�?QJU�A@Q�AN?�SNEPEJC�EJ@AT�LDL�

3DEO�1AB#AOG�?KI�L=CA�KBBANO�=�?KILAJ@EQI�KB�@EBBANAJP�NAOKQN?AO�BKN�$JCHEOD
CN=II=N�=J@�QO=CA�DPPL���SSS�NAB@AOG�?KI�B=?PCN=I�DPIH

1A=@�=J�=NPE?HA�KJ�=RKE@EJC�>QNA=Q?N=PE?�H=JCQ=CA�>U�I=NGAPEJC�OPN=PACEOP�#=RE@
,AANI=J�2?KPP�DPPL���SSS�A?KJPAJPI=C�?KI� NPE?HAO�
 NPE?HA1A=@AN�=OLT� NPE?HA(#�������"KJPATP2Q>PULA(#���

&=N>HgO�6KN@U�/DN=OAO�LNAOAJPO�=�HEOP�KB�>QNA=Q?N=PE?�LDN=OAO�PK�=RKE@�=J@�PDAEN
OP=J@=N@�$JCHEOD�=HPANJ=PERAO�DPPL���DKIA�?KI?=OP�JAP�WC=N>H�OPUHAI=JQ=H�
LDN=OAO�DPI

3DEO�4JERANOEPU�KB�-KNPD�"=NKHEJ=�OEPA�LNKRE@AO�=�D=J@KQP�KJ�SNEPEJC�=NCQIAJPO�
DPPL���SSS�QJ?�A@Q�@ALPO�S?SA>�D=J@KQPO�=NCQIAJP�DPIH

1A=@�=>KQP�HKCE?�EJ�=NCQIAJP=PERA�SNEPEJC�KJ�/QN@QA�4JERANOEPUgO�.JHEJA�6NEPEJC
+=>�	.6+
� DPPL���KSH�AJCHEOD�LQN@QA�A@Q�KSH�NAOKQN?A�������

3DA�"KHHACA�!K=N@�6A>�OEPA�LNKRE@AO�=�NK>QOP�CQE@A�BKN�DKS�PK�=RKE@�LH=CE=NEOI�
DPPL���SSS�?KHHACA>K=N@�?KI�OPQ@AJP�LH=J�?KHHACAOQ??AOO�������DPIH
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http://www.essaywritinghelp.com/outline.htm
http://resources.jjay.cuny.edu/erc/writing/index.php
http://www.refdesk.com/factgram.html
http://www.econtentmag.com/Articles/ArticleReader.aspx?ArticleID=14538&ContextSubtypeID=12
http://www.econtentmag.com/Articles/ArticleReader.aspx?ArticleID=14538&ContextSubtypeID=12
http://home.comcast.net/~garbl/stylemanual/phrases.htm
http://home.comcast.net/~garbl/stylemanual/phrases.htm
http://www.unc.edu/depts/wcweb/handouts/argument.html
http://owl.english.purdue.edu/owl/resource/659/01
http://www.collegeboard.com/student/plan/college-success/10314.html


Chapter 7

Revising and Presenting Your Writing

(gI�JKP�=�RANU�CKK@�SNEPAN��>QP�(gI�=J�AT?AHHAJP�NASNEPAN�

 )=IAO� ��,E?DAJAN

'=HB�IU�HEBA�EO�=J�=?P�KB�NAREOEKJ�

 )KDJ�(NREJC

Getting Started

INTRODUCTORY EXERCISES

�� %EJ@�=J�=NPE?HA�UKQ�NA=@�KJHEJA�=J@�NAREAS�EP��JKPEJC�=P�HA=OP�KJA�=NA=
PD=P�SKQH@�>AJABEP�BNKI�NAREOEKJ��/HA=OA�OD=NA�UKQN�NAOQHPO�SEPD
?H=OOI=PAO�

�� $T?D=JCA�@N=BP�NAREOEKJO�KB�=�@K?QIAJP�LNAL=NA@�BKN�=�?H=OO�KN�SKNG
=OOECJIAJP�SEPD�=�?H=OOI=PA�KN�?KHHA=CQA��-KPA�=P�HA=OP�KJA�OPNAJCPD�=J@
KJA�=NA=�BKN�EILNKRAIAJP��/NKRE@A�BAA@>=?G�PK�PDA�SNEPAN�

.JA�KB�PDA�D=N@AOP�PAOPO�PK�L=OO�EO�PDA�KJA�KB�LAAN�NAREAS��(J�PDA�=?=@AIE?
AJRENKJIAJP��LNKBAOOKNO�?KJ@Q?P�NAOA=N?D��HA=NJ�HAOOKJO��=J@�OD=NA�PDAEN�BEJ@EJCO
>U�?KJPNE>QPEJC�=NPE?HAO�BKN�LNKBAOOEKJ=H�FKQNJ=HO��$=?D�=?=@AIE?�FKQNJ=H�=NPE?HA
QJ@ANCKAO�LAAN�NAREAS��KN�AR=HQ=PEKJ�>U�?KHHA=CQAO�EJ�PDA�O=IA�BEAH@�=O�PDA
LNKBAOOKN�SDK�SNKPA�PDA�=NPE?HA��3DAOA�AR=HQ=PEKJO��KBPAJ�?KJ@Q?PA@�>U�HA=@ANO�EJ
A=?D�BEAH@��@K�JKP�KJHU�?KJOE@AN�PDA�R=HQA�KB�PDA�SNEPANgO�BEJ@EJCO��3DAU�=HOK�AR=HQ=PA
PDA�IA?D=JE?O�KB�PDA�@K?QIAJP�	OLAHHEJC�=J@�CN=II=N
�=J@�EPO�LNAOAJP=PEKJ�
KNC=JEV=PEKJ��=J@�@AOECJ��3DA�BENOP�PEIA�=�O?DKH=N�OQ>IEPO�=J�=NPE?HA�BKN�LAAN�NAREAS�
DA�KN�ODA�?=J�ATLA?P�NAFA?PEKJO�=J@�HE>AN=H�QOA�KB�PDA�NA@�LAJ�

8KQ�I=U�JKP�ATLANEAJ?A�OQ?D�=�NECKNKQO�=J@�RECKNKQO�NAREAS�KB�UKQN�SNEPEJC��>QP�EJ
I=JU�S=UO�PDA�SKNH@�KB�>QOEJAOO�EO�AMQ=HHU�?D=HHAJCEJC�� ?=@AIE?�LQ>HE?=PEKJO
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QHPEI=PAHU�R=HQA�OKHE@�BEJ@EJCO�PD=P�?KJPNE>QPA�PK�PDA�BEAH@�KN�@EO?ELHEJA��!QOEJAOO
SNEPEJC�QHPEI=PAHU�R=HQAO�SNEPEJC�PD=P�LNK@Q?AO�NAOQHPO�KN�KQP?KIAO�EJ
AJRENKJIAJPO�SDANA�UKQ�@K�JKP�D=RA�PDA�HQTQNU�KB�?KJPNKHHEJC�PDA�R=NE=>HAO�
@AOECJEJC�PDA�?KJPATP��KN�HEIEPEJC�PDA�O?KLA�KB�UKQN�EJMQENU��8KQN�>QOEJAOO
@K?QIAJP�SEHH�>A�AR=HQ=PA@�>U�LAKLHA�UKQ�JARAN�IAP�KN�ARAJ�=JPE?EL=PA@�SKQH@
NA=@�EP��=J@�ANNKNO�SEHH�D=RA�=�JAC=PERA�EIL=?P�KJ�EPO�LANBKNI=J?A�

(J�ARANU�?=NAAN��EJ@QOPNU��=J@�LNKBAOOEKJ��PK@=UgO�>QOEJAOO�?HEI=PA�EO�=�NAOQHPO
KNEAJPA@�AJRENKJIAJP��1AC=N@HAOO�KB�SD=P�UKQ�SNEPA��PDANA�ATEOPO�PDA�LKOOE>EHEPU�
ARAJ�LNK>=>EHEPU��PD=P�IEOQJ@ANOP=J@EJCO�=J@�IEO?KIIQJE?=PEKJO�?=J�=J@�SEHH
K??QN�� HPDKQCD�UKQ�SEHH�JKP�=HS=UO�D=RA�?KJPNKH�KRAN�PDA�EILKNP=J?A�KB�PDA�E@A=O
UKQ�=NA�=OOECJA@�PK�?KIIQJE?=PA�EJ�UKQN�SNEPEJC��PDANA�EO�KJA�PDEJC�UKQ�?=J
?KJPNKH��ANNKNO��(B�UKQ�=RKE@�IEOP=GAO��>KPD�EJ�PDA�@K?QIAJP�EPOAHB�=J@�EJ�PDA�S=U
UKQN�=Q@EAJ?A�EJPANLNAPO�UKQN�IAOO=CA��UKQN�@K?QIAJP�SEHH�D=RA�EPO�>AOP�?D=J?A�KB
OQ??AOO��3K�PDEO�AJ@�=�PDKNKQCD�NAREOEKJ�EO�=J�EILKNP=JP�L=NP�KB�UKQN�SNEPEJC
LNK?AOO�

 O�UKQ�NAREAS�=J@�AR=HQ=PA�@K?QIAJPO��PDKOA�SNEPPAJ�>U�UKQ�=J@�KPDANO��UKQ�SEHH
JAA@�PK�GAAL�EJ�IEJ@�PDA�PDNAA�CK=HO�KB�>AEJC�?KNNA?P��?HA=N��=J@�?KJ?EOA��-ATP�UKQ
SEHH�D=RA�PK�BK?QO�KJ�ABBA?PERAJAOO�=J@�ABBE?EAJ?U��NA?KCJEVEJC�PD=P�EJ�=�?HEI=PA�KB
EJ?NA=OEJC�@AI=J@O�=J@�HEIEPA@�NAOKQN?AO�HEGA�PEIA��UKQ�JAA@�PK�CAP�EP�NECDP�PDA
BENOP�PEIA�

3DA�AJRENKJIAJP�KB�=�>QOEJAOO�SNEPAN�?=J�>A�OPNAOOBQH��>QP�EP�?=J�=HOK�>A�NAS=N@EJC�
1A?KCJEPEKJ�BNKI�UKQN�LAANOcOQLLHEANO��EJPANJ=H�@AL=NPIAJP�?KHHA=CQAO��KN
?QOPKIANOc?=J�I=GA�EP�=HH�SKNPDSDEHA��2PEHH��PDA�NAS=N@�EJ�PANIO�KB
=?GJKSHA@CAIAJP�I=U�?KIA�EJ�PDA�BKNI�KB�OEHAJ?A��6DAJ�UKQN�@K?QIAJP�?HA=NHU
IAAPO�ATLA?P=PEKJO�=J@�=??KILHEODAO�EPO�CK=H��PDA�KQP?KIA�I=U�>A�PDA�=>OAJ?A�KB
ANNKN�KN�IEOEJPANLNAP=PEKJ��=�N=NA�K??=OEKJ�PD=P�KBPAJ�CKAO�QJDAN=H@A@�� O�=
>QOEJAOO�SNEPAN�UKQ�JAA@�PK�R=HQA�UKQN�SKNG�=J@�JKPA�SD=P�SKNGO��6DAJ�EP�@KAO�
P=GA�LNE@A�EJ�UKQN�D=N@�SKNG�EJ�ABBKNP��8KQ�I=U�JKP�=HS=UO�>A�?AHA>N=PA@�BKN�UKQN
ANNKNBNAA�@K?QIAJPO�PD=P�?KIIQJE?=PA�?KJ?ALPO�=J@�E@A=O�?HA=NHU��>QP�GJKS�PD=P
PDAU�=NA�OQ??AOOBQH��=J@�PDAEN�OQ??AOO�EO�UKQN�OQ??AOO�
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7.1 General Revision Points to Consider

LEARNING OBJECTIVES

�� #EO?QOO�PDA�LNK?AOO�KB�NAREOEKJ
�� +EOP�PDNAA�CAJAN=H�AHAIAJPO�KB�ARANU�@K?QIAJP�PD=P�NAMQENA�NAREOEKJ

)QOP�SDAJ�UKQ�PDEJG�PDA�LNK@Q?PEKJ�KB�UKQN�@K?QIAJP�EO�@KJA��PDA�NAREOEKJ�LNK?AOO
>ACEJO��1QJJANO�KBPAJ�NABAN�PK�dPDA�S=HH�e�SDANA�PDA�HEIEPO�KB�LDUOE?=H�ATANPEKJ�=NA
IAP�=J@�ATD=QOPEKJ�EO�EIIEJAJP��3DA�SNEPEJC�LNK?AOO�NAMQENAO�ABBKNP��BNKI
KRAN?KIEJC�SNEPANgO�>HK?G�PK�PDA�EJPAJOA�?KJ?AJPN=PEKJ�?KILKOEJC�=�@K?QIAJP
KBPAJ�EJRKHRAO��(P�EO�KJHU�J=PQN=H�PK�D=RA�=�OAJOA�KB�NAHEAB�SDAJ�UKQN�@K?QIAJP�EO
@N=BPA@�BNKI�>ACEJJEJC�PK�AJ@��3DEO�NAHEAB�EO�B=HOA�?KJBE@AJ?A��PDKQCD��8KQN
@K?QIAJP�EO�JKP�?KILHAPA��=J@�EJ�EPO�?QNNAJP�OP=PA�EP�?KQH@��EJ�B=?P��@K�IKNA�D=NI
PD=J�CKK@��$NNKNO��KIEOOEKJO��=J@�QJ?HA=N�LDN=OAO�I=U�HQNG�SEPDEJ�UKQN�@K?QIAJP�
S=EPEJC�PK�NABHA?P�LKKNHU�KJ�UKQ�SDAJ�EP�NA=?DAO�UKQN�=Q@EAJ?A��-KS�EO�JKP�PEIA�PK
HAP�UKQN�CQ=N@�@KSJ��LNAI=PQNAHU�?AHA>N=PA��KN�PK�IAJP=HHU�IKRA�KJ�PK�PDA�JATP
=OOECJIAJP��3DEJG�KB�PDA�NAREOEKJ�LNK?AOO�=O�KJA�PD=P�D=N@AJO�=J@�OPNAJCPDAJO�UKQN
@K?QIAJP��ARAJ�PDKQCD�EP�I=U�NAMQENA�PDA�O=?NEBE?A�KB�OKIA�D=N@A=NJA@�SNEPEJC�

&AJAN=H�NAREOEKJ�NAMQENAO�=PPAJPEKJ�PK�?KJPAJP��KNC=JEV=PEKJ��OPUHA��=J@�NA=@=>EHEPU�
3DAOA�BKQN�I=EJ�?=PACKNEAO�ODKQH@�CERA�UKQ�=�PAILH=PA�BNKI�SDE?D�PK�>ACEJ�PK
ATLHKNA�@AP=EHO�EJ�@ALPD�� �?QNOKNU�NAREAS�KB�PDAOA�AHAIAJPO�EJ�=J@�KB�EPOAHB�EO
EJOQBBE?EAJP�BKN�ARAJ�PDA�>NEABAOP�NAREAS�� ?NKOO�PDEO�?D=LPAN�SA�SEHH�ATLHKNA�S=UO�PK
ATL=J@�UKQN�NAREOEKJ�ABBKNPO�PK�?KRAN�PDA�?KIIKJ�=NA=O�KB�SA=GJAOO�=J@�ANNKN��8KQ
I=U�JAA@�PK�P=GA�OKIA�PEIA�=S=U�BNKI�UKQN�@K?QIAJP�PK�=LLNK=?D�EP�=C=EJ�SEPD�=
BNAOD�LANOLA?PERA��6NEPANO�KBPAJ�FQCCHA�IQHPELHA�LNKFA?PO�PD=P�=NA�=P�@EBBANAJP�OP=CAO
KB�@ARAHKLIAJP��3DEO�=HHKSO�PDA�SNEPAN�PK�HA=RA�KJA�@K?QIAJP�=J@�NAPQNJ�PK
=JKPDAN�SEPDKQP�HKOEJC�R=HQ=>HA�LNK@Q?PEKJ�PEIA��.RAN=HH��UKQN�CK=H�EO�OEIEH=N�PK
SD=P�EP�S=O�@QNEJC�UKQN�SNEPEJC�LNAL=N=PEKJ�=J@�LNK@Q?PEKJ��=�?HA=N�IEJ@�

Evaluate Content

"KJPAJP�EO�KJHU�KJA�=OLA?P�KB�UKQN�@K?QIAJP��+APgO�O=U�UKQ�SANA�=OOECJA@�=�NALKNP
KJ�PDA�O=HAO�PNAJ@O�BKN�=�OLA?EBE?�LNK@Q?P�EJ�=�NAH=PERAHU�JAS�I=NGAP��8KQ�?KQH@
LNK@Q?A�=�KJAL=CA�?D=NP�?KIL=NEJC�H=OP�UA=NgO�NAOQHPO�PK�?QNNAJP�BECQNAO�=J@�?=HH�EP
=�@=U��>QP�SKQH@�EP�?HA=NHU�=J@�?KJ?EOAHU�@AHERAN�?KJPAJP�PD=P�EO�QOABQH�=J@�?KNNA?P�
 NA�UKQ�OQLLKOA@�PK�DECDHECDP�PNAJ@O�� NA�UKQ�OQLLKOA@�PK�OLKPHECDP�B=?PKNO�PD=P
?KJPNE>QPA@�PK�PDA�EJ?NA=OA�KN�@A?NA=OA�� NA�UKQ�OQLLKOA@�PK�EJ?HQ@A�LNKFA?PEKJO
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���



BKN�JATP�UA=N��.QN�HEOP�KB�MQAOPEKJO�?KQH@�?KJPEJQA��>QP�BKN�JKS�HAPgO�BK?QO�KJ
?KJPAJP�=J@�EPO�NAH=PEKJODEL�PK�PDA�@ENA?PEKJO��'=RA�UKQ�EJ?HQ@A@�PDA�?KJPAJP�PD=P
?KNNAOLKJ@O�PK�PDA�CERAJ�=OOECJIAJP��HABP�=JU�EJBKNI=PEKJ�KQP�PD=P�I=U�>A
JA?AOO=NU�PK�BQHBEHH�PDA�ATLA?P=PEKJO��KN�D=RA�UKQ�CKJA�>AUKJ@�PDA�=OOECJIAJP
@ENA?PEKJO��"KJPAJP�SEHH�=@@NAOO�PDA�?AJPN=H�MQAOPEKJO�KB�SDK��SD=P��SDANA��SDAJ�
SDU�=J@�DKS�SEPDEJ�PDA�N=JCA�=J@�L=N=IAPANO�KB�PDA�=OOECJIAJP�

Evaluate Organization

.NC=JEV=PEKJ�EO�=JKPDAN�GAU�=OLA?P�KB�=JU�@K?QIAJP��2P=J@=N@�BKNI=PO�PD=P�EJ?HQ@A
=J�EJPNK@Q?PEKJ��>K@U��=J@�?KJ?HQOEKJ�I=U�>A�L=NP�KB�UKQN�@K?QIAJP��>QP�@E@�UKQ
@A?E@A�KJ�=�@ENA?P�KN�EJ@ENA?P�=LLNK=?D��"=J�UKQ�PAHH�� �@ENA?P�=LLNK=?D�SEHH
=JJKQJ?A�PDA�I=EJ�LKEJP�KN�LQNLKOA�=P�PDA�>ACEJJEJC��SDEHA�=J�EJ@ENA?P�=LLNK=?D
SEHH�LNAOAJP�=J�EJPNK@Q?PEKJ�>ABKNA�PDA�I=EJ�LKEJP��8KQN�@K?QIAJP�I=U�QOA�=JU�KB
=�SE@A�R=NEAPU�KB�KNC=JEVEJC�LNEJ?ELHAO��OQ?D�=O�?DNKJKHKCE?=H��OL=PE=H��?KIL=NA�
?KJPN=OP��(O�UKQN�KNC=JEVEJC�LNEJ?ELHA�?HA=N�PK�PDA�NA=@AN�

!AUKJ@�PDA�KRAN=HH�KNC=JEV=PEKJ��L=U�OLA?E=H�=PPAJPEKJ�PK�PN=JOEPEKJO��1A=@ANO�KBPAJ
D=RA�@EBBE?QHPU�BKHHKSEJC�=�@K?QIAJP�EB�PDA�SNEPAN�I=GAO�PDA�?KIIKJ�ANNKN�KB
B=EHEJC�PK�I=GA�KJA�LKEJP�NAHAR=JP�PK�PDA�JATP��KN�PK�EHHQOPN=PA�PDA�NAH=PEKJODELO
>APSAAJ�PDA�LKEJPO��%EJ=HHU��UKQN�?KJ?HQOEKJ�ODKQH@�IENNKN�UKQN�EJPNK@Q?PEKJ�=J@
JKP�EJPNK@Q?A�JAS�I=PANE=H�

Evaluate Style

2PUHA�EO�?NA=PA@�PDNKQCD�?KJPAJP�=J@�KNC=JEV=PEKJ��>QP�=HOK�EJRKHRAO�SKN@�?DKE?A
=J@�CN=II=PE?=H�OPNQ?PQNAO��(O�UKQN�@K?QIAJP�SNEPPAJ�EJ�=J�EJBKNI=H�KN�BKNI=H
PKJA��KN�@KAO�EP�LNAOAJP�=�>HAJ@��=�IET��KN�=J�=SGS=N@�IEOI=P?D��#KAO�EP�LNKRE@A�=
?KDANAJP�=J@�QJEBUEJC�RKE?A�SEPD�=�LNKBAOOEKJ=H�PKJA��(B�UKQ�=NA�?KHH=>KN=PEJC�KJ
PDA�LNKFA?P�SEPD�KPDAN�SNEPANO�KN�?KJPNE>QPKNO��L=U�OLA?E=H�=PPAJPEKJ�PK�QJEBUEJC�PDA
@K?QIAJP�=?NKOO�PDA�@EBBANAJP�=QPDKNOg�OPUHAO�KB�SNEPEJC��$RAJ�EB�PDAU�SANA�=HH�PK
SNEPA�EJ�=�LNKBAOOEKJ=H��BKNI=H�OPUHA��PDA�@K?QIAJP�I=U�H=?G�=�?KJOEOPAJP�RKE?A�
1A=@�EP�KQP�HKQ@c?=J�UKQ�PAHH�SDK�EO�SNEPEJC�SD=P��(B�OK��PD=P�EO�=�?HA=N�?HQA�PD=P�UKQ
JAA@�PK�@K�IKNA�NAREOEJC�EJ�PANIO�KB�OPUHA�

Evaluate Readability

Readability � NABANO�PK�PDA�NA=@ANgO�=>EHEPU�PK�NA=@�=J@�?KILNADAJ@�PDA�@K?QIAJP�� 
R=NEAPU�KB�PKKHO�=NA�=R=EH=>HA�PK�I=GA�=J�AOPEI=PA�KB�=�@K?QIAJPgO�NA=@EJC�HARAH�
KBPAJ�?KNNAH=PA@�PK�=�O?DKKH�CN=@A�HARAH��(B�PDEO�?D=LPAN�D=O�=�NA=@EJC�HARAH�KB�������EP
SKQH@�>A�=LLNKLNE=PA�BKN�IKOP�NA=@ANO�EJ�PDA�AHARAJPD�CN=@A��!QP�FQOP�>A?=QOA�UKQ
=NA�EJ�CN=@A�PDENPAAJ��AECDPAAJ��KN�PSAJPUKJA�@KAOJgP�IA=J�PD=P�UKQN�=Q@EAJ?A��EJ

�� 1A=@ANOg�=>EHEPU�PK�NA=@�=J@
?KILNADAJ@�PDA�@K?QIAJP�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

����&AJAN=H�1AREOEKJ�/KEJPO�PK�"KJOE@AN ���



PDAEN�ARANU@=U�QOA�KB�H=JCQ=CA��NA=@O�=P�=�LKOPOA?KJ@=NU�HARAH�� O�=�>QOEJAOO�SNEPAN�
UKQN�CK=H�EO�PK�I=GA�UKQN�SNEPEJC�?HA=N�=J@�?KJ?EOA��JKP�?KILHAT�=J@�?D=HHAJCEJC�

8KQ�?=J�KBPAJ�QOA�PDA�d3KKHOe�IAJQ�KB�UKQN�SKN@�LNK?AOOEJC�LNKCN=I�PK�@APANIEJA
PDA�=LLNKTEI=PA�NA=@EJC�HARAH�KB�UKQN�@K?QIAJP��3DA�LNKCN=I�SEHH�AR=HQ=PA�PDA
JQI>AN�KB�?D=N=?PANO�LAN�SKN@��=@@�EJ�PDA�JQI>AN�KB�SKN@O�LAN�OAJPAJ?A��=J@�?KIA
QL�SEPD�=�N=PEJC��(P�I=U�=HOK�JKPA�PDA�LAN?AJP=CA�KB�L=OOERA�OAJPAJ?AO��=J@�KPDAN
EJBKNI=PEKJ�PD=P�SEHH�=HHKS�UKQ�PK�AR=HQ=PA�NA=@=>EHEPU��+EGA�=JU�?KILQPAN
CAJAN=PA@�N=PEJC��EP�ODKQH@�OANRA�UKQ�=O�KJA�LKEJP�KB�AR=HQ=PEKJ��>QP�JKP�PDA�KJHU
LKEJP��8KQN�?KJ?ANPA@�ABBKNP�PK�?DKKOA�SKN@O�UKQ�LAN?AERA�=O�=LLNKLNE=PA�BKN�PDA
=Q@EAJ?A�SEHH�OANRA�UKQ�>APPAN�PD=J�=JU�?KILQPAN�AR=HQ=PEKJ�KB�UKQN�SNEPEJC�

KEY TAKEAWAY

3DA�BKQN�I=EJ�?=PACKNEAOc?KJPAJP��KNC=JEV=PEKJ��OPUHA��=J@
NA=@=>EHEPUcLNKRE@A�=�PAILH=PA�BKN�CAJAN=H�NAREOEKJ�

EXERCISES

�� 2AHA?P�=�@K?QIAJP��OQ?D�=O�=J�=NPE?HA�BNKI�=�6A>�OEPA��JASOL=LAN�
I=C=VEJA��KN�=�LEA?A�KB�SNEPEJC�UKQ�D=RA�?KILHAPA@�BKN�=�?KQNOA�
$R=HQ=PA�PDA�@K?QIAJP�=??KN@EJC�PK�PDA�BKQN�I=EJ�?=PACKNEAO�@AO?NE>A@
EJ�PDEO�OA?PEKJ��"KQH@�PDA�@K?QIAJP�>AJABEP�BNKI�NAREOEKJ�EJ�=JU�KB�PDAOA
=NA=O��#EO?QOO�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� (JPANREAS�=�?KSKNGAN�KN�?KHHA=CQA�=J@�OLA?EBE?=HHU�=OG�DKS�IQ?D�PEIA
=J@�=PPAJPEKJ�PDAU�@A@E?=PA�PK�PDA�NAREOEKJ�LNK?AOO�KB�PDAEN�SNEPPAJ
SKNG��"KIL=NA�UKQN�NAOQHPO�SEPD�?H=OOI=PAO�

�� %EJ@�=�L=NPE?QH=NHU�CKK@�AT=ILHA�KB�SNEPEJC�=??KN@EJC�PK�PDA�=>KRA
?NEPANE=��1AREAS�EP�=J@�OD=NA�EP�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=�L=NPE?QH=NHU�>=@�AT=ILHA�KB�SNEPEJC�=??KN@EJC�PK�PDA�=>KRA
?NEPANE=��1AREAS�EP�=J@�OD=NA�EP�SEPD�UKQN�?H=OOI=PAO�
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7.2 Specific Revision Points to Consider

LEARNING OBJECTIVE

�� +EOP�OET�OLA?EBE?�AHAIAJPO�KB�ARANU�@K?QIAJP�PK�?DA?G�BKN�NAREOEKJ

6DAJ�NAREOEJC�UKQN�@K?QIAJP��EP�?=J�>A�DAHLBQH�PK�BK?QO�KJ�OLA?EBE?�LKEJPO��6DAJ
UKQ�?KJOE@AN�A=?D�LKEJP�EJ�PQNJ��UKQ�SEHH�>A�=>HA�PK�>NA=G�@KSJ�PDA�NAREOEKJ�LNK?AOO
EJPK�I=J=CA=>HA�OPALO��6DAJ�UKQ�D=RA�AT=IEJA@�A=?D�LKEJP��UKQ�?=J�>A�?KJBE@AJP
PD=P�UKQ�D=RA�=RKE@A@�I=JU�LKOOE>HA�=NA=O�BKN�ANNKNO��2LA?EBE?�NAREOEKJ�NAMQENAO
=PPAJPEKJ�PK�PDA�BKHHKSEJC�

_ %KNI=P
_ %=?PO
_ -=IAO
_ 2LAHHEJC
_ /QJ?PQ=PEKJ
_ &N=II=N

+APgO�AT=IEJA�PDAOA�?D=N=?PANEOPE?O�KJA�>U�KJA�

Format

%KNI=P�EO�=J�EILKNP=JP�L=NP�KB�PDA�NAREOEKJ�LNK?AOO��%KNI=P�EJRKHRAO�PDA�@AOECJ
ATLA?P=PEKJO�KB�=QPDKN�=J@�=Q@EAJ?A��(B�=�HAPPAN�BKNI=P�JKNI=HHU�@AOECJ=PAO�=�@=PA�=P
PDA�PKL��KN�PDA�OAJ@ANgO�=@@NAOO�KJ�PDA�HABP�OE@A�KB�PDA�L=CA�>ABKNA�PDA�O=HQP=PEKJ�
PDA�EJBKNI=PEKJ�ODKQH@�>A�EJ�PDA�?KNNA?P�HK?=PEKJ��%KNI=PPEJC�PD=P�EO�IAOOU�KN�B=EHO
PK�?KJBKNI�PK�PDA�?KIL=JU�OPUHA�SEHH�NABHA?P�LKKNHU�KJ�UKQ�>ABKNA�PDA�NA=@AN�ARAJ
OP=NPO�PK�NA=@�EP��!U�LNAOAJPEJC�=�@K?QIAJP�PD=P�EO�LNKLANHU�BKNI=PPA@�=??KN@EJC�PK
PDA�ATLA?P=PEKJO�KB�UKQN�KNC=JEV=PEKJ�=J@�UKQN�NA=@ANO��UKQ�SEHH�OP=NP�KBB�I=GEJC�=
CKK@�EILNAOOEKJ�

Facts

 JKPDAN�GAU�L=NP�KB�PDA�NAREOEKJ�LNK?AOO�EO�?DA?GEJC�UKQN�B=?PO��#E@�UKQ�GJKS�PD=P
JASO�KNC=JEV=PEKJO�=J@�I=C=VEJAO�AILHKU�LNKBAOOEKJ=H�B=?P?DA?GANO��3DAOA
SKNGANO�=NA�NAOLKJOE>HA�BKN�AT=IEJEJC�ARANU�=NPE?HA�>ABKNA�EP�CAPO�LQ>HEODA@�=J@
?KJOQHPEJC�KNECEJ=H�OKQN?AO�PK�I=GA�OQNA�PDA�EJBKNI=PEKJ�EJ�PDA�=NPE?HA�EO�=??QN=PA�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

���



Figure 7.1

Always spell a personÕs name
correctly.

3DEO�?=J�EJRKHRA�I=GEJC�LDKJA�?=HHO�PK�PDA�LAKLHA�SDK�SANA�EJPANREASA@�BKN�PDA
=NPE?HAcBKN�AT=ILHA��d,N��#E=V��KQN�NALKNP�OP=PAO�PD=P�UKQ�=NA�PDENPUJEJA�UA=NO�KH@�
.QN�=NPE?HA�SEHH�>A�LQ>HEODA@�KJ�PDA�BEBPAAJPD��6EHH�PD=P�>A�UKQN�?KNNA?P�=CA�KJ�PD=P
@=PA�e�%=?P�?DA?GEJC�=HOK�EJRKHRAO�HKKGEJC�B=?PO�QL�EJ�AJ?U?HKLA@E=O��@ENA?PKNEAO�
=PH=OAO��=J@�KPDAN�OP=J@=N@�NABANAJ?A�SKNGO��=J@��EJ?NA=OEJCHU��EJ�KJHEJA�OKQN?AO�

6DEHA�UKQ�?=JgP�>A�ATLA?PA@�PK�D=RA�PDA�OGEHHO�KB�=�LNKBAOOEKJ=H�B=?P?DA?GAN��UKQ�@K
JAA@�PK�NANA=@�UKQN�SNEPEJC�SEPD�=�?NEPE?=H�AUA�PK�PDA�EJBKNI=PEKJ�EJ�EP��(J=??QN=PA
?KJPAJP�?=J�ATLKOA�UKQ�=J@�UKQN�KNC=JEV=PEKJ�PK�HE=>EHEPU��=J@�SEHH�?NA=PA�B=N�IKNA
SKNG�PD=J�=�OEILHA�NAREOEKJ�KB�=�@K?QIAJP��2K��SDAJ�UKQ�NAREOA�=�@K?QIAJP��=OG
UKQNOAHB�PDA�BKHHKSEJC�

_ #KAO�IU�SNEPEJC�?KJP=EJ�=JU�OP=PEOPE?O�KN�NABANAJ?AO�PD=P�JAA@�PK�>A
RANEBEA@�

_ 6DANA�?=J�(�CAP�NAHE=>HA�EJBKNI=PEKJ�PK�RANEBU�EP�

(P�EO�KBPAJ�QOABQH�PK�@Kindependent verification � cPD=P�EO��HKKG�QL�PDA�B=?P�EJ�=
@EBBANAJP�OKQN?A�BNKI�PDA�KJA�SDANA�UKQ�BENOP�CKP�EP��%KN�AT=ILHA��LAND=LO�=
?KHHA=CQA�C=RA�UKQ�=�HEOP�KB�?HKOEJC�=RAN=CAO�BKN�PDA�#KS�)KJAO�(J@QOPNE=H�KJ�?ANP=EJ
@=PAO��8KQ�OPEHH�D=RA�PDA�HEOP��OK�UKQ�?=J�I=GA�OQNA�UKQN�@K?QIAJP�=CNAAO�SEPD�PDA
JQI>ANO�UKQN�?KHHA=CQA�LNKRE@A@��!QP�SD=P�EB�UKQN�?KHHA=CQA�I=@A�=�IEOP=GA��3DA
6A>�OEPAO�KB�PDAWall Street Journal=J@�KPDAN�I=FKN�JASOL=LANO�HEOP�?HKOEJCO�BKN�dPDA
#KS�e�OK�EP�EO�NA=OKJ=>HU�A=OU�BKN�UKQ�PK�HKKG�QL�PDA�JQI>ANO�=J@�RANEBU�PDAI
EJ@ALAJ@AJPHU�

Names

3DANA�EO�JK�IKNA�AI>=NN=OOEJC�ANNKN�EJ�>QOEJAOO�SNEPEJC
PD=J�PK�IEOOLAHH�OKIAKJAgO�J=IA��3K�PDA�SNEPAN��=J@�PK
OKIA�NA=@ANO��OLAHHEJC�=�J=IA�d,E?DAHHAe�EJOPA=@�KB
d,E?DAHAe�I=U�OAAI�HEGA�=�IEJKN�I=PPAN��>QP�PK�,E?DAHA
DANOAHB�EP�SEHH�I=GA�=�>EC�@EBBANAJ?A�� PPNE>QPEKJ�EO�KJA
S=U�SA�KBPAJ�EJRKHRA�=�LANOKJgO�J=IA��=J@�CEREJC�?NA@EP
SDANA�?NA@EP�EO�@QA�EO�AOOAJPE=H��3DANA�=NA�I=JU�KPDAN
NA=OKJO�BKN�EJ?HQ@EJC�OKIAKJAgO�J=IA��>QP�NAC=N@HAOO�KB
UKQN�NA=OKJO�BKN�?DKKOEJC�PK�BK?QO�KJ�PDAI��UKQ�JAA@�PK
I=GA�OQNA�PDA�OLAHHEJC�EO�?KNNA?P��(J?KNNA?P�OLAHHEJC�KB
J=IAO�EO�=�MQE?G�S=U�PK�QJ@ANIEJA�UKQN�?NA@E>EHEPU��EP
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Spelling

"KNNA?P�OLAHHEJC�EO�=JKPDAN�AHAIAJP�AOOAJPE=H�BKN�UKQN
?NA@E>EHEPU��=J@�ANNKNO�SEHH�>A�CH=NEJCHU�K>REKQO�PK�I=JU
NA=@ANO��3DA�JAC=PERA�EIL=?P�KJ�UKQN�NALQP=PEKJ�=O�=
SNEPAN��=J@�EPO�LAN?ALPEKJ�PD=P�UKQ�H=?G�=PPAJPEKJ�PK
@AP=EH�KN�@K�JKP�R=HQA�UKQN�SKNG��SEHH�>A�D=N@�PK�KRAN?KIA��(J�=@@EPEKJ�PK�PDA
JAC=PERA�LANOKJ=H�?KJOAMQAJ?AO��OLAHHEJC�ANNKNO�?=J�>A?KIA�B=?PQ=H�ANNKNO�=J@
@AOPNKU�PDA�R=HQA�KB�?KJPAJP��3DEO�I=U�HA=@�UKQ�PK�?HE?G�PDA�dOLAHH�?DA?Ge�>QPPKJ�EJ
UKQN�SKN@�LNK?AOOEJC�LNKCN=I��>QP�?KILQPAN�OLAHH?DA?GEJC�EO�JKP�AJKQCD��2LAHH
?DA?GANO�D=RA�EILNKRA@�EJ�PDA�UA=NO�OEJ?A�PDAU�SANA�BENOP�EJRAJPA@��>QP�PDAU�=NA
JKP�EJB=HHE>HA��3DAU�?=J�=J@�@K�I=GA�IEOP=GAO�

3ULE?=HHU��UKQN�EJ?KNNA?P�SKN@�I=U�EJ�B=?P�>A�=�SKN@��=J@�PDANABKNA��=??KN@EJC�PK
PDA�LNKCN=I��?KNNA?P��%KN�AT=ILHA��OQLLKOA�UKQ�SNKPA��d3DA�I=FKN�SEHH�=PPAJ@�PDA
IAAPEJCe�SDAJ�UKQ�IA=JP�PK�SNEPA�d3DA�I=UKN�SEHH�=PPAJ@�PDA�IAAPEJC�e�3DA
LNKCN=I�SKQH@�IEOO�PDEO�ANNKN�>A?=QOA�dI=FKNe�EO�=�SKN@��>QP�UKQN�IA=JEJC�SKQH@
>A�PSEOPA@�>AUKJ@�NA?KCJEPEKJ�

Punctuation

Punctuation marks � =NA�PDA�PN=BBE?�OECJ=HO��OECJO��=J@�EJ@E?=PEKJO�PD=P�=HHKS�QO�PK
J=REC=PA�PDA�SNEPPAJ�SKN@��3DAU�OANRA�PK�S=NJ�QO�EJ�=@R=J?A�SDAJ�=�PN=JOEPEKJ�EO
?KIEJC�KN�PDA�?KILHAPA�PDKQCDP�D=O�?KIA�PK�=J�AJ@�� �LANEK@�EJ@E?=PAO�PDA�PDKQCDP
EO�?KILHAPA��SDEHA�=�?KII=�OECJ=HO�PD=P�=@@EPEKJ=H�AHAIAJPO�KN�IK@EBEANO�=NA
?KIEJC��"KNNA?P�OECJ=HO�SEHH�DAHL�UKQN�NA=@AN�BKHHKS�PDA�PDKQCDPO�PDNKQCD
OAJPAJ?AO�=J@�L=N=CN=LDO��=J@�AJ=>HA�UKQ�PK�?KIIQJE?=PA�SEPD�I=TEIQI
ABBE?EAJ?U�SDEHA�NA@Q?EJC�PDA�LNK>=>EHEPU�KB�ANNKN�2PNQJG��6���)N�����6DEPA��$��!�
	����
� The elements of style	�N@�A@�
��-AS�8KNG��-8��,=?IEHHE=J�

3=>HA������/QJ?PQ=PEKJ�,=NGO�HEOPO�PSAHRA�LQJ?PQ=PEKJ�I=NGO�PD=P�=NA�?KIIKJHU
QOA@�EJ�$JCHEOD�EJ�=HLD=>APE?=H�KN@AN�=HKJC�SEPD�=J�AT=ILHA�KB�A=?D�

3=>HA����/QJ?PQ=PEKJ�,=NGO

Symbol Example

 LKOPNKLDAg ,E?DAHAgO�NALKNP�EO�@QA�PKIKNNKS�

"KHKJ � 3DEO�EO�SD=P�(�PDEJG��UKQ�JAA@�PK�NAREOA�UKQN�L=LAN�

"KII= �
3DA�NALKNP�=@REOA@�QO�SDAJ�PK�OAHH��SD=P�PK�OAHH��=J@�SDANA�PK�BEJ@
>QUANO�

�� 3DA�PN=BBE?�OECJ=HO��OECJO��=J@
EJ@E?=PEKJO�PD=P�=HHKS�QO�PK
J=REC=PA�PDA�SNEPPAJ�SKN@�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

����2LA?EBE?�1AREOEKJ�/KEJPO�PK�"KJOE@AN ���



Symbol Example

#=OD c
3DEO�EO�IKNA�@EBBE?QHP�PD=J�EP�OAAIOc>QUANO�=NA�O?=N?A�SDAJ�?NA@EP
EO�PECDP�

$HHELOEO a
+EJ?KHJ�OLKGA�KB�d=�JAS�J=PEKJa@A@E?=PA@�PK�PDA�LNKLKOEPEKJ�PD=P
=HH�IAJ�=NA�?NA=PA@�AMQ=H�e

$T?H=I=PEKJ
/KEJP

� 'KS�AT?EPEJC�

'ULDAJ  3DA�MQAOPEKJ�EO�=�I=JUB=?APA@�KJA�

/=NAJPDAOAO	�

3K�=JOSAN�EP�	KN�=P�HA=OP�PK�>ACEJ�=@@NAOOEJC�EP
�SA�SEHH�JAA@�IKNA
EJBKNI=PEKJ�

/ANEK@ � 3DA�=JOSAN�EO�JK��/ANEK@��%QHH�OPKL�

0QAOPEKJ
,=NG

� "=J�(�P=HG�UKQ�EJPK�?D=JCEJC�UKQN�IEJ@�

0QKP=PEKJ
,=NGO

d�e
3DA�I=J=CAN�PKH@�DEI��d(�SEHH�I=GA�OQNA�1AJYA�EO�=R=EH=>HA�PK�DAHL
UKQ�e

2AIE?KHKJ �
3DANAO=�S=O�H=PA�PK�PDA�IAAPEJC��DAN�?KILQPAN�D=@�BNKVAJ�=J@�ODA
S=O�OPQ?G�=P�DAN�@AOG�QJPEH�=�PA?D�NAL�?=IA�PK�BET�EP�

(P�I=U�>A�@=QJPEJC�PK�NA=HEVA�PD=P�PDA�JQI>AN�KB�LKOOE>HA�LQJ?PQ=PEKJ�ANNKNO�EO�=O
ATPAJOERA�=O�PDA�JQI>AN�KB�OUI>KHO�=J@�?KJOPNQ?PEKJO�=R=EH=>HA�PK�PDA�=QPDKN�
2KBPS=NA�LNKCN=I�I=U�?=P?D�I=JU�LQJ?PQ=PEKJ�ANNKNO��>QP�=C=EJ�EP�EO�PDA
?KIIEPPA@�SNEPAN�PD=P�I=GAO�PDA�@EBBANAJ?A��'ANA�SA�SEHH�LNKRE@A�@AP=EHO�KJ�DKS�PK
=RKE@�IEOP=GAO�SEPD�PDNAA�KB�PDA�IKOP�?KIIKJHU�QOA@�LQJ?PQ=PEKJ�I=NGO��PDA
?KII=��PDA�OAIE?KHKJ��=J@�PDA�=LKOPNKLDA�

Commas

3DA�?KII=�EO�LNK>=>HU�PDA�IKOP�RANO=PEHA�KB�=HH�LQJ?PQ=PEKJ�I=NGO��3DEO�IA=JO�UKQ
=O�=�SNEPAN�?=J�QOA�UKQN�FQ@CIAJP�EJ�I=JU�?=OAO�=O�PK�SDAPDAN�UKQ�JAA@�=�?KII=
KN�JKP��(P�=HOK�IA=JO�PD=P�PDA�LKOOE>HA�ANNKNO�EJRKHREJC�?KII=O�=NA�I=JU��"KII=O
=NA�JA?AOO=NU�OKIA�KB�PDA�PEIA��>QP�?=NAHAOO�SNEPANO�KBPAJ�LH=?A�=�?KII=�EJ�=
OAJPAJ?A�SDANA�EP�EO�OEILHU�JKP�JAA@A@�

"KII=O�=NA�QOA@�PK�OAL=N=PA�PSK�EJ@ALAJ@AJP�?H=QOAO�FKEJA@�>U�=�?KJFQJ?PEKJ�HEGA
d>QP�e�d=J@�e�=J@�dKN�e

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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Example

3DA�=@RANPEOEJC�@AL=NPIAJP�EO�ABBA?PERA��>QP�@KJgP�ATLA?P�IEN=?HAO�EJ�PDEO
>QOEJAOO�?HEI=PA�

"KII=O�=NA�JKP�QOA@�OEILHU�PK�FKEJ�PSK�EJ@ALAJ@AJP�?H=QOAO��3DEO�EO�GJKSJ�=O�PDA
?KII=�OLHE?A�ANNKN��=J@�PDA�S=U�PK�?KNNA?P�EP�EO�PK�EJOANP�=�?KJFQJ?PEKJ�=BPAN�PDA
?KII=�

Examples

3DA�=@RANPEOEJC�@AL=NPIAJP�EO�ABBA?PERA��PDA�O=HAO�@AL=NPIAJP�JAA@O�PK
LNK@Q?A�IKNA�NAOQHPO�

3DA�=@RANPEOEJC�@AL=NPIAJP�EO�ABBA?PERA�but PDA�O=HAO�@AL=NPIAJP�JAA@O�PK
LNK@Q?A�IKNA�NAOQHPO�

"KII=O�=NA�QOA@�BKN�EJPNK@Q?PKNU�LDN=OAO�=J@�PK�KBBOAP�?H=QOAO�PD=P�=NA�JKP
AOOAJPE=H�PK�PDA�OAJPAJ?A��(B�PDA�IA=JEJC�SKQH@�NAI=EJ�EJP=?P�SEPDKQP�PDA�LDN=OA��EP
EO�?KJOE@ANA@�JKJAOOAJPE=H�

Examples

After the summary of this yearÕs sales��PDA�O=HAO�@AL=NPIAJP�D=@�CKK@�NA=OKJ�PK
?AHA>N=PA�

3DA�O=HAO�@AL=NPIAJP�last yearÕs winner of the most productive award�
?AHA>N=PA@�PDAEN�OPAHH=N�O=HAO�OQ??AOO�PDEO�UA=N�

3DA�O=HAO�@AL=NPIAJP�?AHA>N=PA@�PDAEN�OPAHH=N�O=HAO�OQ??AOO�PDEO�UA=N�

"KII=O�=NA�QOA@�PK�KBBOAP�SKN@O�PD=P�DAHL�?NA=PA�QJEPU�=?NKOO�=�OAJPAJ?A�HEGA
dDKSARANe�=J@�dPDANABKNA�e

Examples

3DA�O=HAO�@AL=NPIAJP�@EO?KRANA@�however��PD=P�PDA�BKNA?=OP�BKN�JATP�UA=N�EO
?D=HHAJCEJC�

However��PDA�O=HAO�@AL=NPIAJP�@EO?KRANA@�PD=P�PDA�BKNA?=OP�BKN�JATP�UA=N�EO
?D=HHAJCEJC�

"KII=O�=NA�KBPAJ�QOA@�PK�OAL=N=PA�IKNA�PD=J�KJA�=@FA?PERA�IK@EBUEJC�=�JKQJ�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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Example

3DA�O=HAO�@AL=NPIAJP�@EO?KRANA@�PDAtroublesome, challengingBKNA?=OP�BKN
JATP�UA=N�

"KII=O�=NA�QOA@�PK�OAL=N=PA�=@@NAOOAO��@=PAO��=J@�PEPHAO��PDAU�=NA�=HOK�QOA@�EJ
@E=HKCQA�OAMQAJ?AO�

Examples

)KDJ�EO�BNKI� J?Q@��"DEHA�

*=PU�S=O�>KNJ�KJ� QCQOP���������

,=?GAJVEA�,?+A=J��#��5���EO�=J�AT?AHHAJP�RAPANEJ=NE=J�

+EO=�O=E@��d6DAJ�SNEPEJC��KIEP�JAA@HAOO�SKN@O�e

Semicolons

2AIE?KHKJO�D=RA�PSK�QOAO��%ENOP��PDAU�EJ@E?=PA�NAH=PEKJODELO�=IKJC�CNKQLO�KB�EPAIO
EJ�=�OANEAO�SDAJ�PDA�EJ@ERE@Q=H�EPAIO�=NA�OAL=N=PA@�>U�?KII=O��2A?KJ@��=�OAIE?KHKJ
?=J�>A�QOA@�PK�FKEJ�PSK�EJ@ALAJ@AJP�?H=QOAO��PDEO�EO�=JKPDAN�S=U�KB�=RKE@EJC�PDA
?KII=�OLHE?A�ANNKN�IAJPEKJA@�=>KRA��4OEJC�=�OAIE?KHKJ�PDEO�S=U�EO�KBPAJ�ABBA?PERA
EB�PDA�IA=JEJC�KB�PDA�PSK�EJ@ALAJ@AJP�?H=QOAO�EO�HEJGA@�EJ�OKIA�S=U��OQ?D�=O�=
?=QOAABBA?P�NAH=PEKJODEL�

Examples

,AN?D=J@EOA�KJ�KN@AN�EJ?HQ@AO�SKIAJgO�SA=N�OQ?D�=O�OSA=PANO��OGENPO��=J@
>HKQOAO��IAJgO�SA=N�OQ?D�=O�ODENPO��F=?GAPO��=J@�OH=?GO��=J@�KQPSA=N�OQ?D�=O
?K=PO��L=NG=O��=J@�D=PO�

3DA�O=HAO�?=IL=ECJ�S=O�OQ??AOOBQH��SEPDKQP�EPO�?KJPNE>QPEKJO�KQN�>KPPKI�HEJA
SKQH@�D=RA�>AAJ�@EOI=H�EJ@AA@�

Apostrophes

3DA�=LKOPNKLDA��HEGA�PDA�OAIE?KHKJ��D=O�PSK�QOAO��EP�NALH=?AO�HAPPANO�KIEPPA@�EJ�=
?KJPN=?PEKJ��=J@�EP�KBPAJ�EJ@E?=PAO�PDA�LKOOAOOERA�

!A?=QOA�?KJPN=?PEKJO�=NA�=OOK?E=PA@�SEPD�=J�EJBKNI=H�OPUHA��PDAU�I=U�JKP�>A
=LLNKLNE=PA�BKN�OKIA�LNKBAOOEKJ=H�SNEPEJC��3DA�>QOEJAOO�SNEPAN�SEHHc=O
=HS=UOcAR=HQ=PA�PDA�ATLA?P=PEKJO�=J@�=Q@EAJ?A�KB�PDA�CERAJ�=OOECJIAJP�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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Examples

ItÕsCNA=P�JASO�PD=P�O=HAO�SANA�QL�It is=HOK�CKK@�JASO�PD=PweÕveI=J=CA@�PK
NA@Q?A�KQN�=@RANPEOEJC�?KOPO�

6DAJ�UKQ�EJ@E?=PA�LKOOAOOEKJ��L=U�=PPAJPEKJ�PK�PDA�LH=?AIAJP�KB�PDA�=LKOPNKLDA�
-KQJO�?KIIKJHU�NA?AERA�dgOe�SDAJ�PDAU�=NA�I=@A�LKOOAOOERA��!QP�LHQN=HO�PD=P�AJ@
EJ�dOe�NA?AERA�=�D=JCEJC�=LKOPNKLDA�SDAJ�PDAU�=NA�I=@A�LKOOAOOERA��=J@�PDA�SKN@
dEPe�BKNIO�PDA�LKOOAOOERA�	dEPOe
�SEPD�JK�=LKOPNKLDA�=P�=HH�

Examples

,=?GAJVEAÕsODAAL�=NA�NA=@U�PK�>A�ODA=NA@�

3DA�L=NAJPsg�IAAPEJC�EO�O?DA@QHA@�BKN�3DQNO@=U�

6A�=NA�SEHHEJC�PK�=@KLP�=�@KC�PD=P�D=O�=HNA=@U�D=@�EPO�ODKPO�

Grammar

+A=NJEJC�PK�QOA�CKK@��?KNNA?P�OP=J@=N@�$JCHEOD�CN=II=N�EO�IKNA�KB�=�LN=?PE?A�PD=J
=J�ARAJP��KN�ARAJ�=�LNK?AOO�Grammar� EJRKHRAO�PDA�SNEPPAJ�?KJOPNQ?PEKJ�KB
IA=JEJC�BNKI�SKN@O�=J@�EJRKHRAO�?QOPKIO�PD=P�ARKHRA�=J@�=@=LP�PK�QO=CA�KRAN
PEIA��!A?=QOA�CN=II=N�EO�=HS=UO�ARKHREJC��JKJA�KB�QO�?=J�OEP�>=?G�=J@�NAOP�=OOQNA@
PD=P�SA�dGJKSe�DKS�PK�SNEPA�SEPD�LNKLAN�CN=II=N��(JOPA=@��EP�EO�EILKNP=JP�PK�SNEPA
=J@�NAREOA�SEPD�?HKOA�=PPAJPEKJ�PK�CN=II=N��GAALEJC�EJ�IEJ@�PD=P�CN=II=PE?=H
ANNKNO�?=J�QJ@ANIEJA�UKQN�?NA@E>EHEPU��NABHA?P�LKKNHU�KJ�UKQN�AILHKUAN��=J@�?=QOA
IEOQJ@ANOP=J@EJCO�

)A=J�6UNE?G�D=O�LNKRE@A@�=�HEOP�KB�?KIIKJ�ANNKNO�EJ�CN=II=N�PK�S=P?D�KQP�BKN�
SDE?D�SA�D=RA�=@=LPA@�DANA�BKN�A=OU�NABANAJ?A�6UNE?G��)��	����
� Steps to writing well
	��PD�A@�
��!KOPKJ��, ��3DKIOKJ�6=@OSKNPD�(J�A=?D�?=OA��PDA�ANNKN�EO�EJitalics=J@
PDA[correct form]EO�EP=HE?EVA@�SEPDEJ�OMQ=NA�>N=?GAP�

Subject-Verb Agreement

3DA�OQ>FA?P�=J@�RAN>�ODKQH@�=CNAA�KJ�PDA�JQI>AN�QJ@AN�?KJOE@AN=PEKJ��(J�B=QHPU
SNEPEJC��=�OEJCQH=N�OQ>FA?P�EO�OKIAPEIAO�IEOI=P?DA@�SEPD�=�LHQN=H�RAN>�BKNI��KN�RE?A
RANO=�

Examples

2=HAO�D=RA�JKP�>AAJ�?KJOEOPAJP�=J@�PDAUdoesnÕt [do not]NABHA?P�UKQN�D=N@
SKNG�=J@�ABBKNP�

�� 3DA�SNEPPAJ�?KJOPNQ?PEKJ�KB
IA=JEJC�BNKI�SKN@O��EJRKHREJC
?QOPKIO�PD=P�ARKHRA�=J@�=@=LP
PK�QO=CA�KRAN�PEIA�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

����2LA?EBE?�1AREOEKJ�/KEJPO�PK�"KJOE@AN ���



Examples

3DA�LNAOE@AJP�=LLNA?E=PAO�UKQN�D=N@�SKNG�=J@wish [wishes]PK�PD=JG�UKQ�

Verb Tense

Verb tense� NABANO�PK�PDA�LKEJP�EJ�PEIA�SDANA�=?PEKJ�K??QNO��3DA�IKOP�?KIIKJ
PAJOAO�=NA�L=OP��LNAOAJP��=J@�BQPQNA��3DANA�EO�JKPDEJC�SNKJC�SEPD�IETEJC�PAJOAO�EJ�=
OAJPAJ?A�EB�PDA�=?PEKJ�EO�EJPAJ@A@�PK�P=GA�LH=?A�=P�@EBBANAJP�PEIAO��(J�B=QHPU�KN
?=NAHAOO�SNEPEJC��DKSARAN��PDAU�=NA�KBPAJ�IEOI=P?DA@�EHHKCE?=HHU�

Examples

2D=NKJ�S=O�QJ@AN�LNAOOQNA�PK�BEJEOD�PDA�NALKNP��OK�ODAuses [used]=�ODKNP?QP
PK�L=OPA�EJ�PDA�O=HAO�BECQNAO�

3DA�O=HAO�@AL=NPIAJP�DKH@O�=�OP=PQO�IAAPEJC�ARANU�SAAG��=J@�H=OP�SAAGgO
IAAPEJCwill be [was]=P�PDA�&=N@AJ�(JJ�

Split Infinitive

3DAinfinitive � BKNI�KB�RAN>�EO�KJA�SEPDKQP�=�NABANAJ?A�PK�PEIA��=J@�EJ�EPO�OP=J@=N@
BKNI�EP�EJ?HQ@AO�PDA�=QTEHE=NU�SKN@�dPK�e�=O�EJ�dPK�SNEPA�EO�PK�NAREOA�e�(P�D=O�>AAJ
?QOPKI=NU�PK�GAAL�PDA�dPKe�JATP�PK�PDA�RAN>��PK�LH=?A�=J�=@RAN>�>APSAAJ�PDAI�EO
GJKSJ�=O�OLHEPPEJC�PDA�EJBEJEPERA��2KIA�IK@ANJ�SNEPANO�@K�PDEO�=HH�PDA�PEIA�	BKN
AT=ILHA��dPK�>KH@HU�CKae
��=J@�OEJ?A�=HH�CN=II=N�EO�AOOAJPE=HHU�=�OAP�KB�?QOPKIO�PD=P
CKRANJ�PDA�SNEPPAJ�SKN@��UKQ�SEHH�JAA@�PK�QJ@ANOP=J@�SD=P�PDA�?QOPKI�EO�SDANA�UKQ
SKNG��(B�UKQ�=NA�SKNGEJC�SEPD�?KHHA=CQAO�PN=EJA@�=?NKOO�PDA�H=OP�BEBPU�UA=NO��PDAU
I=U�BEJ@�OLHEP�EJBEJEPERAO�=JJKUEJC��%KN�PDEO�NA=OKJ��EPgO�KBPAJ�>AOP�PK�=RKE@�OLHEPPEJC
=J�EJBEJEPERA�SDANARAN�UKQ�?=J�@K�OK�SEPDKQP�@EOPKNPEJC�PDA�IA=JEJC�KB�PDA
OAJPAJ?A�

Examples

3DA�,=NGAPEJC�#AL=NPIAJP�JAA@O�=OOEOP=J?Ato accurately understand our
readers [to understand our readers accurately]�

#=RE@�LKJ@ANA@how to best revise [how best to revise]PDA�OAJPAJ?A�

Double Negative

 double negative� QOAO�PSK�JAC=PERAO�PK�?KIIQJE?=PA�=�OEJCHA�E@A=��@QLHE?=PEJC
PDA�JAC=PEKJ��(J�OKIA�H=JCQ=CAO��OQ?D�=O�2L=JEOD��SDAJ�PDA�I=EJ�=?PEKJ�EJ�PDA
OAJPAJ?A�EO�JAC=PERA��EP�EO�?KNNA?P�PK�ATLNAOO�PDA�KPDAN�AHAIAJPO�EJ�PDA�OAJPAJ?A
JAC=PERAHU�=O�SAHH��'KSARAN��EJ�$JCHEOD��PDEO�EO�EJ?KNNA?P��(J�=@@EPEKJ�PK�OKQJ@EJC
SNKJC�	UKQ�?=J�KBPAJ�DA=N�PDA�ANNKN�EB�UKQ�NA=@�PDA�OAJPAJ?A�KQP�HKQ@
��=�@KQ>HA

�� 1ABANO�PK�PDA�LKEJP�EJ�PEIA
SDANA�=?PEKJ�K??QNO�

�� %KNI�KB�RAN>�SEPDKQP�=
NABANAJ?A�PK�PEIA��EJ�EPO
OP=J@=N@�BKNI�EP�EJ?HQ@AO�PDA
=QTEHE=NU�SKN@�dPK�e

��  �LDN=OA�KN�OAJPAJ?A
?KJOPNQ?PEKJ�PD=P�AILHKUO�PSK
JAC=PERAO�PK�EJ@E?=PA�=�LKOEPERA�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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JAC=PERA�EJ�$JCHEOD�?=QOAO�=J�ANNKN�EJ�HKCE?��>A?=QOA�PSK�JAC=PERAO�?=J?AH�A=?D
KPDAN�KQP�=J@�UEAH@�=�LKOEPERA��(J�B=?P��PDA�SKN@EJC�KB�>=HHKP�IA=OQNAO�EO�KBPAJ
?NEPE?EVA@�BKN�?KJBQOEJC�RKPANO�SEPD�@KQ>HA�JAC=PERAO�

Examples

)KDJdoesnÕt need no [any]=OOEOP=J?A�SEPD�DEO�O=HAO�LNAOAJP=PEKJ��:.NJohn
needs no assistance with his sales presentation�;

)ANEcould not find no [any]NA=OKJ�PK�=LLNKRA�PDA�NAMQAOP��:.NJeri could find no
reason to approve the request�;

Irregular Verbs

,KOP�RAN>O�NALNAOAJP�PDA�L=OP�SEPD�PDA�=@@EPEKJ�KB�PDA�OQBBET�dA@�e�=O�EJ�d=OGe
>A?KIAO�d=OGA@�eIrregular verbs � ?D=JCA�=�RKSAH�KN�?KJRANP�PK�=JKPDAN�SKN@
SDAJ�NALNAOAJPEJC�PDA�L=OP�PAJOA��"KJOE@AN�PDA�ENNACQH=N�RAN>�dPK�CKe��PDA�L=OP
PAJOA�EO�dSAJP�e�JKP�dCKA@�e

Examples

3DA�JAA@arised [arose]PK�OAAG�=@@EPEKJ=H�BQJ@EJC�

*=PUleaped [leapt]KJPK�PDA�OP=CA�PK�EJPNK@Q?A�PDA�LNAOAJP=PEKJ�

Commas in a Series

 �?KII=�EO�QOA@�PK�OAL=N=PA�PDA�EPAIO�EJ�=�OANEAO��>QP�EJ�OKIA�SNEPEJC�OPUHAO�PDA
?KII=�EO�KIEPPA@�>APSAAJ�PDA�BEJ=H�PSK�EPAIO�KB�PDA�OANEAO��SDANA�PDA�?KJFQJ?PEKJ
FKEJO�PDA�H=OP�=J@�JATPPKH=OP�EPAIO��3DA�?KII=�EJ�PDEO�LKOEPEKJ�EO�GJKSJ�=O�PDA
dOANE=H�?KII=�e�3DA�OANE=H�?KII=�EO�PULE?=HHU�NAMQENA@�EJ�=?=@AIE?�SNEPEJC�=J@
PULE?=HHU�KIEPPA@�EJ�FKQNJ=HEOI��.PDAN�SNEPANO�KIEP�PDA�OANE=H�?KII=�EB�PDA�BEJ=H�PSK
EPAIO�EJ�PDA�OANEAO�D=RA�=�?HKOAN�HKCE?=H�?KJJA?PEKJ�PD=J�PDA�KPDAN�EPAIO��(J�>QOEJAOO
SNEPEJC��UKQ�I=U�QOA�EP�KN�KIEP�EP�=??KN@EJC�PK�PDA�LNAR=EHEJC�OPUHA�EJ�UKQN
KNC=JEV=PEKJ�KN�EJ@QOPNU��*JKS�UKQN�=Q@EAJ?A�=J@�>A�=S=NA�KB�PDA�NQHA�

Examples

+EO=�EO�=J�=I=VEJC�SEBA��IKPDAN��PA=?DAN�gardener, and editor�

+EO=�EO�=J�=I=VEJC�SEBA��IKPDAN�PA=?DAN�gardener and editor�

+EO=�EO�=J�=I=VEJC�PA=?DAN��A@EPKN��C=N@AJAN�wife and mother�

�� 5AN>O�PD=P�?D=JCA�=�RKSAH�KN
?KJRANP�PK�=JKPDAN�SKN@�SDAJ
NALNAOAJPEJC�PDA�L=OP�PAJOA�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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Faulty Comparisons

6DAJ�?KIL=NEJC�PSK�K>FA?PO�>U�@ACNAA��PDANA�ODKQH@�>A�JK�IAJPEKJ�KB�dAOP�e�=O�EJ
d>ECCAOPe�=O�=HH�UKQ�?=J�NA=HHU�O=U�EO�PD=P�KJA�EO�>ECCAN�PD=J�PDA�KPDAN��(B�UKQ�=NA
?KIL=NEJC�PDNAA�KN�IKNA�K>FA?PO��PDAJ�dAOPe�SEHH�=??QN=PAHU�?KIIQJE?=PA�SDE?D�EO
PDA�d>ECCAOPe�KB�PDAI�=HH�

Examples

!APSAAJ�PDA�PSEJO��,=?GAJVEA�EO�PDAfastest [faster]KB�PDA�PSK�

 IKJC�KQN�PDNAA�?DEH@NAJ��,=?GAJVEA�EO�PDAtallest�

Dangling Modifiers

Modifiers � @AO?NE>A�=�OQ>FA?P�EJ�=�OAJPAJ?A�KN�EJ@E?=PA�DKS�KN�SDAJ�PDA�OQ>FA?P
?=NNEA@�KQP�PDA�=?PEKJ��(B�PDA�OQ>FA?P�EO�KIEPPA@��PDA�IK@EBEAN�EJPAJ@A@�BKN�PDA
OQ>FA?P�EO�HABP�@=JCHEJC�KN�D=JCEJC�KQP�KJ�EPO�KSJ�SEPDKQP�=�?HA=N�NAH=PEKJODEL�PK�PDA
OAJPAJ?A��6DK�EO�@KEJC�PDA�OAAEJC�EJ�PDA�BENOP�OAJPAJ?A�

Examples

2AAEJC�PDA�HECDP�=P�PDA�AJ@�KB�PDA�PQJJAH��?AHA>N=PEKJO�SANA�EJ�KN@AN�

2AAEJC�PDA�HECDP�=P�PDA�AJ@�KB�PDA�PQJJAH�we decidedPD=P�?AHA>N=PEKJO�SANA�EJ
KN@AN�

Misplaced Modifiers

,K@EBEANO�PD=P�=NA�IEOLH=?A@�=NA�JKP�HKOP��PDAU�=NA�OEILHU�EJ�PDA�SNKJC�LH=?A��3DAEN
QJBKNPQJ=PA�HK?=PEKJ�EO�KBPAJ�B=N�BNKI�PDA�SKN@�KN�SKN@O�PDAU�@AO?NE>A��I=GEJC�EP
A=OU�BKN�NA=@ANO�PK�IEOEJPANLNAP�PDA�OAJPAJ?A�

Examples

3NUEJC�PK�=RKE@�PDA�@AAN�the tree hit my car�

My car hit the treeSDAJ�(�PNEA@�PK�=RKE@�=�@AAN�EJ�PDA�NK=@�

KEY TAKEAWAY

!U�NAREOEJC�BKN�BKNI=P��B=?PO��J=IAO��OLAHHEJC��LQJ?PQ=PEKJ��=J@�CN=II=N�
UKQ�?=J�EJ?NA=OA�UKQN�?D=J?AO�KB�?KNNA?PEJC�I=JU�?KIIKJ�ANNKNO�EJ�UKQN
SNEPEJC�

�� #AO?NE>AO�=�OQ>FA?P�EJ�=
OAJPAJ?A��KN�EJ@E?=PAO�DKS�KN
SDAJ�PDA�OQ>FA?P�?=NNEA@�KQP
PDA�=?PEKJ�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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EXERCISES

�� 2AHA?P�=�JASO�=NPE?HA�BNKI�=�JASO�6A>�OEPA��JASOL=LAN��KN�I=C=VEJA�
%EJ@�=O�I=JU�B=?PO�EJ�PDA�=NPE?HA�=O�UKQ�?=J�PD=P�?KQH@�NAMQENA�B=?P
?DA?GEJC��3DAJ�?DA?G�=O�I=JU�KB�PDAOA�B=?PO�=O�UKQ�?=J��QOEJC�OKQN?AO
=R=EH=>HA�PK�UKQ�EJ�PDA�HE>N=NU�=J@�KJ�PDA�(JPANJAP��#E@�UKQ�BEJ@�=JU
ANNKNO�EJ�PDA�=NPE?HA��#EO?QOO�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�=J�=OOANPEKJ�SEPDKQP�=PPNE>QPEKJ�=J@�OD=NA�EP�SEPD
?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�=J�ANNKN�EJ�=�LQ>HEODA@�@K?QIAJP�=J@�OD=NA�EP�SEPD
?H=OOI=PAO�

�� (JPANREAS�=�?KSKNGAN�KN�?KHHA=CQA�=J@�OLA?EBE?=HHU�=OG�PDAI�PK�OD=NA�=
OPKNU�SDANA�=J�ANNKN�CKP�L=OP�PDAI�@QNEJC�PDA�NAREOEKJ�LNK?AOO�=J@
I=@A�EP�PK�LNEJP�KN�LQ>HE?=PEKJ��'KS�@E@�PDAU�D=J@HA�EP��'KS�IQ?D�PEIA
@E@�EP�P=GA�PK�?KNNA?P��6D=P�@E@�PDAU�HA=NJ�BNKI�PDA�ATLANEAJ?A�
"KIL=NA�UKQN�NAOQHPO�SEPD�?H=OOI=PAO�

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC
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7.3 Style Revisions

LEARNING OBJECTIVE

�� #EO?QOO�=J@�@AIKJOPN=PA�PDA�QOA�KB�PSAHRA�LKEJPO�PK�?KJOE@AN�BKN�OPUHA
NAREOEKJO�

8KQ�GJKS�PDA�@EBBANAJ?A�>APSAAJ�?HKQ@U�=J@�?HA=N�S=PAN��>QP�?=J�UKQ�PAHH�SDAJ
UKQN�SNEPEJC�EO�?HKQ@U��SDAJ�IA=JEJC�EO�DE@@AJ�EJ�OD=@KSO��SDAJ�PDA�IAOO=CA�UKQ
=NA�PNUEJC�PK�?KIIQJE?=PA�EO�K>O?QNA@�>U�PDA�OPUHA�UKQ�QOA�PK�LNAOAJP�EP��6=PAN
BEHPN=PEKJ�EJRKHRAO�NAIKREJC�L=NPE?QH=PAO��D=NIBQH�EJKNC=JE?�=J@�KNC=JE?�I=PANE=HO�
=J@�?H=NEBUEJC�PDA�S=PAN��(J�PDA�O=IA�S=U��PDA�NAREOEKJ�LNK?AOO�NAMQENAO�BEHPN=PEKJ�
8KQ�I=U�?KIA�=?NKOO�SKN@�?DKE?AO�UKQ�PDKQCDP�SANA�=LLNKLNE=PA�=P�PDA�PEIA�KN
JKPE?A�SKN@O�UKQ�PDKQCDP�UKQ�SNKPA�>QP�=NA�=>OAJP��=J@�PDA�NAREOEKJ�LNK?AOO�SEHH
OP=NP�PK�LNK@Q?A�NAOQHPO��2KIA�SKN@O�=J@�OAJPAJ?A�?KJOPNQ?PEKJO�SEHH�>A�D=NIBQH�PK
PDA�ABBA?PERA�@AHERANU�=J@�NAMQENA�=PPAJPEKJ��2KIA�PN=JOEPEKJO�B=EH�PK�ODKS�PDA
?KJJA?PEKJO�>APSAAJ�PDKQCDPO�=J@�JAA@�PK�>A�?D=JCA@�

 JKPDAN�S=U�KB�?KJ?ALPQ=HEVEJC�PDA�NAREOEKJ�LNK?AOO�EJ�CAJAN=H�=J@�PDA�?H=NEBUEJC
LNK?AOO�OLA?EBE?=HHU�EO�PDA�?KIIKJ�NABANAJ?A�PK�=�@E=IKJ@�EJ�PDA�NKQCD��+EGA�IQ@@U
S=PAN��@E=IKJ@O�@K�JKP�?KIA�PK�D=RA�OECJEBE?=JP�R=HQA�QJPEH�PDAU�D=RA�D=@�PDAEN
NKQCD�A@CAO�NAIKRA@��D=RA�NA?AERA@�ATLANP�LKHEOD��=J@�>AAJ�AR=HQ=PA@�BKN�?H=NEPU�
8KQN�=PPAJPEKJ�PK�PDEO�EILKNP=JP�LNK?AOO�SEHH�>NEJC�PDA�R=HQA�MQKPEAJP�KB�UKQN
SNEPEJC�QL�=O�EP�>ACEJO�PK�IKNA�=??QN=PAHU�?KIIQJE?=PA�EJPAJ@A@�IA=JEJC�� O
SAgRA�@EO?QOOA@�>ABKNA��JKS�EO�JKP�PDA�PEIA�PK�HKOA�IKIAJPQI��)QOP�PDA�KLLKOEPA�
JKS�EO�PDA�PEIA�PK�I=GA�UKQN�SNEPEJC�ODEJA�

'ANA�SA�SEHH�@EO?QOO�OARAN=H�OPN=PACEAO�PK�DAHL�?H=NEBU�UKQN�SNEPEJC�OPUHA��(B�UKQ�D=RA
I=@A�SEOA�SKN@�?DKE?AO��PDA�PDAJ�JATP�OPAL�PK�?H=NEBUEJC�UKQN�@K?QIAJP�EO�PK�P=GA�EP
OAJPAJ?A�>U�OAJPAJ?A��$=?D�OAJPAJ?A�ODKQH@�OP=J@�KJ�EPO�KSJ��>QP�A=?D�OAJPAJ?A�EO
=HOK�EJPAN@ALAJ@AJP�KJ�=HH�KPDAN�OAJPAJ?AO�EJ�UKQN�@K?QIAJP��3DAOA�OPN=PACEAO�SEHH
NAMQENA�OECJEBE?=JP�=PPAJPEKJ�PK�@AP=EH�=J@�=J�=S=NAJAOO�KB�CN=II=N�PD=P�IECDP�JKP
>A�UKQN�=NA=�KB�OPNAJCPD��>QP�PDA�IKNA�UKQ�LN=?PE?A�PDAI�PDA�IKNA�PDAU�SEHH�>A?KIA
CKK@�D=>EPO�PD=P�SEHH�AJD=J?A�UKQN�SNEPEJC�

Break Up Long Sentences

!U�NAREOEJC�HKJC�OAJPAJ?AO�UKQ�?=J�KBPAJ�EJ?NA=OA�PDA�KRAN=HH�?H=NEPU�KB�UKQN
@K?QIAJP��3K�@K�PDEO��HAPgO�OP=NP�KBB�SEPD�KJA�OPN=PACU�PD=P�SEHH�LNK@Q?A�EIIA@E=PA

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

���



NAOQHPO��"KQJP�PDA�JQI>AN�KB�?KJFQJ?PEKJO�EJ�UKQN�@K?QIAJP��6KN@�LNK?AOOEJC
LNKCN=IO�SEHH�KBPAJ�LANBKNI�=�OA=N?D�BKN�=�OLA?EBE?�=�SKN@�=J@�BKN�KQN�QOA��d=J@e
SEHH�@K�FQOP�BEJA��2EILHA�OAJPAJ?AO�KBPAJ�>A?KIA�?KILKQJ@�=J@�?KILHAT�PDNKQCD
PDA�QOA�KB�PDA�SKN@�d=J@�e�3DA�BQNPDAN�PDA�OQ>FA?P��PDA�=?PEKJ��=J@�PDA�IK@EBEANO�KN
@AO?NELPEKJO�=NA�BNKI�KJA�=JKPDAN�EO�@ENA?PHU�NAH=PA@�PK�PDA�?KILHATEPU�KB�PDA
OAJPAJ?A��EJ?NA=OEJC�PDA�LNK>=>EHEPU�KB�NA=@AN�ANNKN�=J@�IEOQJ@ANOP=J@EJCO��+KKG
BKN�PDA�SKN@�d=J@e�=J@�AR=HQ=PA�SDAPDAN�PDA�OAJPAJ?A�D=O�PSK�?KILHAPA�PDKQCDPO
KN�E@A=O��#KAO�EP�PNU�PK�FKEJ�PSK�@EOOEIEH=N�E@A=O�KN�KJAO�>APPAN�KBB�KJ�PDAEN�KSJ�

(J�LNKOA��=J@�UKQN�ATLKOEPKNU�SNEPEJC�?H=OOAO��UKQ�I=U�D=RA�HA=NJA@�PD=P�?KILHAT
OAJPAJ?AO�?=J�?KIIQJE?=PA�AIKPEKJO��OAPPEJCO��=J@�O?AJAO�PD=P�ARKGA�=�OAJOA�KB
LH=?A�=J@�PEIA�SEPD�UKQN�NA=@EJC�=Q@EAJ?A��(J�>QOEJAOO�SNEPEJC��KQN�CK=HO�=EI�IKNA
PKS=N@�LNA?EOEKJ�=J@�PDA�AHEIEJ=PEKJ�KB�ANNKN��=�CKK@�>QOEJAOO�@K?QIAJP�SKJgP�NA=@
HEGA�=�?KHHACA�AOO=U�� �LNKBAOOKN�I=U�D=RA�=@REOA@�UKQ�PK�=RKE@�ODKNP��?DKLLU
SNEPEJC�� NA�SA�=OGEJC�UKQ�PK�@K�OKIAPDEJC�=HKJC�PDKOA�HEJAO��-K��"DKLLU�SNEPEJC�EO
D=N@�PK�BKHHKS��>QP�OEILHA��?HA=N�SNEPEJC�@KAO�PDA�FK>�SEPD�=�IEJEIQI�KB�BQOO�=J@
SEPDKQP�@A?KN=PEKJ�

(J�PDAEN�>AOPOAHHEJC�>KKGThe Elements of Style��6EHHE=I�2PNQJG�)N��=J@�$��!�
6DEPA2PNQJG��6���)N�����6DEPA��$��!��	����
�The elements of style	�N@�A@�
��-AS�8KNG�
-8��,=?IEHHE=J�AILD=OEVA�?H=NEPU�=O�=�?AJPN=H�CK=H��'KSARAN��PDA�BKHHKSEJC�EO�KJA�KB
PDAEN�NQHAO��d#K�JKP�>NA=G�OAJPAJ?AO�EJ�PSK�e� O�ABBA?PERA�>QOEJAOO�SNEPANO�SA�SKQH@
=CNAA�SEPD�PDEO�NQHA��=J@�SDEHA�EP�I=U�OAAI�PK�?KJPN=@E?P�PDA�LNA?A@EJC�L=N=CN=LD�
HAPgO�?KJOE@AN�SD=P�PDAU�IA=J�>U�PD=P�NQHA��3DAU�AJ?KQN=CA�SNEPANO�PK�=RKE@
OAJPAJ?A�BN=CIAJPO�>U�NABN=EJEJC�BNKI�QOEJC�=�LANEK@�SDANA�PDA�OAJPAJ?A�JAA@O�=
?KII=��3D=P�IA=JO�PD=P�=J�EJ@ALAJ@AJP�?H=QOA�ODKQH@�>A�?KJJA?PA@�PK�=
@ALAJ@AJP�?H=QOA�SDAJ�JA?AOO=NU��=J@�=O�SAgRA�@EO?QOOA@�LNAREKQOHU��=�?KII=�=J@
=�?KJFQJ?PEKJ�=NA�=LLNKLNE=PA�BKN�PDA�P=OG��3DA�OAJPAJ?A�BN=CIAJP�?=JJKP�OP=J@
=HKJA��OK�SA�SKQH@�=CNAA�SEPD�PDA�NQHA�=O�SNEPPAJ�

!QP�SA�SKQH@�=HOK�MQ=HEBU�EPO�QOA��SDAJ�UKQ�D=RA�PSK�HKJC�=J@�=SGS=N@
EJ@ALAJ@AJP�?H=QOAO�PD=P�BKNI�=J�QJSEAH@U�OAJPAJ?A��EP�I=U�EJ@AA@�>A�>APPAN�PK
@ERE@A�PDA�?H=QOAO�EJPK�PSK�EJ@ALAJ@AJP�OAJPAJ?AO��8KQN�OGEHH�=O�=�>QOEJAOO�SNEPAN�EO
NAMQENA@�PK�>=H=J?A�PDA�JAA@O�KB�PDA�OAJPAJ?A�PK�?KIIQJE?=PA�IA=JEJC�SEPD�UKQN
QJ@ANOP=J@EJC�KB�=Q@EAJ?A�ATLA?P=PEKJO��=J@�?H=NEPU�KBPAJ�EJRKHRAO�?KJ?EOA
OAJPAJ?AO�

Revise Big Words and Long Phrases

!EC�SKN@O�?=J�?HQPPAN�UKQN�SNEPEJC�SEPD�JAA@HAOO�F=NCKJ�PD=P�I=U�>A�=�>=NNEAN�PK
I=JU�NA=@ANO��$RAJ�EB�UKQ�GJKS�UKQN�=Q@EAJ?A�D=O�OECJEBE?=JP�A@Q?=PEKJ�=J@
PN=EJEJC�EJ�=�BEAH@��UKQ�I=U�JAA@�PK�EJ?HQ@A�@ABEJEPEKJO�=J@�AT=ILHAO�=O�ABBA?PERA

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

����2PUHA�1AREOEKJO ���



OPN=PACEAO�PK�?KIIQJE?=PA�IA=JEJC��#KJgP�?KJBQOA�OEILHA�SNEPEJC�SEPD�OEILHEOPE?
SNEPEJC��8KQN�P=OG�SEHH�=HIKOP�?ANP=EJHU�JKP�NAMQENA�=J�AHAIAJP=NU�=LLNK=?D�BKN
JAS�NA=@ANO��>QP�EP�I=U�RANU�SAHH�NAMQENA�=PPAJPEKJ�PK�SKN@O�=J@�PDA�@ACNAA�PK
SDE?D�PDAU�?KJPNE>QPA�PK��KN�@APN=?P�BNKI��PDA�?KIIQJE?=PEKJ�KB�UKQN�EJPAJ@A@
IAOO=CA��+KJC�JKQJ�OAMQAJ?AO��KBPAJ�QOA@�=O�@AO?NELPERA�LDN=OAO��?=J�>A�KJA
AT=ILHA�KB�DKS�SNEPEJC�?=J�NA@Q?A�?H=NEPU��(B�UKQ�JAA@�PK�@AO?NE>A�=�JKQJ��QOA�=
LDN=OA�PD=P�IK@EBEAO�PDA�JKQJ�?HA=NHU��SEPD�?KII=O�PK�KBBOAP�BKN�AT=ILHA��PK
AJD=J?A�?H=NEPU�

 JKPDAN�HKJC�LDN=OA�PK�S=P?D�KQP�BKN�EO�KBPAJ�HK?=PA@�EJ�PDA�EJPNK@Q?PEKJ��+KJC
LNA=I>HAO�?=J�I=GA�PDA�OAJPAJ?A�=SGS=N@�=J@�SEHH�NAMQENA�NAREOEKJ��2AJPAJ?AO
PD=P�OP=NP�SEPD�d(P�EOe�KN�d3DANA�=NAe�?=J�KBPAJ�>A�ODKNPAJA@�KN�I=@A�?HA=NAN
PDNKQCD�NAREOEKJ�

Evaluate Long Prepositional Phrases

 prepositional phrase �� EO�=�LDN=OA�?KILKOA@�KB�=�LNALKOEPEKJ�	=�dSDANAe�SKN@��=
SKN@�PD=P�EJ@E?=PAO�HK?=PEKJ
�=J@�EPO�K>FA?P��SDE?D�I=U�>A�=�JKQJ��=�LNKJKQJ��KN�=
?H=QOA��2KIA�AT=ILHAO�KB�OEILHA�LNALKOEPEKJ=H�LDN=OAO�EJ?HQ@A�dSEPD�3KI�e�d>ABKNA
IA�e�=J@�dEJOE@A�PDA�>QEH@EJC�OA?QNEPU�LANEIAPAN�e

/NALKOEPEKJ=H�LDN=OAO�=NA�JA?AOO=NUcEP�SKQH@�>A�@EBBE?QHP�PK�SNEPA�SEPDKQP
PDAIc>QP�OKIA�=@@�PK�PDA�>KPPKI�HEJA�SKN@�?KQJP�SEPDKQP�=@@EJC�IQ?D�PK�PDA
OAJPAJ?A��!QNA=Q?N=PE?�SNEPEJC�KBPAJ�QOAO�PDEO�PA?DJEMQA�EJ�=J�=PPAILP�PK�I=GA�=
OAJPAJ?A�OKQJ@�EILKNP=JP��>QP�PDA�ABBKNP�QOQ=HHU�D=O�PDA�QJ@AOEN=>HA�@Q=H�ABBA?PO�KB
K>O?QNEJC�IA=JEJC�=J@�OKQJ@EJC�LKILKQO�

Examples

3DA������%KNI�SEHHin all certaintyOANRA�PDA�I=FKNEPU�KB�KQN�?QOPKIANO�

3DA������%KNI�SEHHcertainlyOANRA�PDA�I=FKNEPU�KB�KQN�?QOPKIANO�

3DA�NAREOEKJ�LH=?AO�=J�=@RAN>�EJ�LH=?A�KB�=�HKJC�LNALKOEPEKJ=H�LDN=OA�=J@�=HHKSO�BKN
=�NA@Q?PEKJ�EJ�PDA�SKN@�?KQJP�SDEHA�OPNAJCPDAJEJC�PDA�OAJPAJ?A�

Delete Repetitious Words

2KIA�HARAH�KB�NALAPEPEKJ�EO�PK�>A�ATLA?PA@�=J@�?=J�>A�>AJABE?E=H��(P�EO�=HOK�EILKNP=JP
PK�>A�?KJOEOPAJP�EJ�UKQN�QOA�KB�SKN@O�SDAJ�LNA?EOA�PANIEJKHKCU�EO�=LLNKLNE=PA�
'KSARAN��JAA@HAOO�NALAPEPEKJ�?=J�I=GA�UKQN�@K?QIAJP�HAOO�PD=J�RECKNKQO�=J@
@EO?KQN=CA�NA=@ANO��%KN�AT=ILHA��QOA�KB�PDA�SKN@�dO=E@e�SDAJ�=PPNE>QPEJC�@E=HKCQA

���  �LDN=OA�?KILKOA@�KB�=
LNALKOEPEKJ�=J@�EPO�K>FA?P�
SDE?D�I=U�>A�=�JKQJ��=
LNKJKQJ��KN�=�?H=QOA�
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EO�=??ALP=>HA�=�?KQLHA�KB�PEIAO��>QP�EB�EP�EO�PDA�KJHU�SKN@�UKQ�QOA��EP�SEHH�HKOA�EPO
EIL=?P�MQE?GHU��/AKLHA�?=J�dEJ@E?=PA�e�dLKEJP�KQP�e�dOD=NA�e�=J@�dIAJPEKJe�=O�A=OEHU
=O�PDAU�?=J�dO=Ue�SKN@O�KN�LDN=OAO��2UJKJUIO�=NA�QOABQH�EJ�=RKE@EJC�PDA�>KNA@KI
KB�NALAPEPEKJ�

Eliminate Archaic Expressions or References

2KIA�SNEPEJC�D=O�>AAJ�NEPQ=HEVA@�PK�PDA�LKEJP�KB�?HE?DY�=J@�D=O�HKOP�EPO�EIL=?P��%KN
AT=ILHA��?KJOE@AN�d'ANAPKBKNA��SA�D=RA�@EO?QOOA@�PDA�CK=H�KB�KIEPPEJC�JAA@HAOO
SKN@O�eHeretoforeEO�=J�KQP@=PA@�SKN@�PD=P�?KQH@�A=OEHU�>A�?QP�BNKI�PDA�LNAREKQO
OAJPAJ?A�� JKPDAN�AT=ILHA�EO�d=O�LAN�UKQN�NAMQAOP�BKN�@K?QIAJPO�PD=P�AILD=OEVA
?H=NEPU�=J@�NA@Q?A�NA=@AN�ANNKN�e�%AAH�BNAA�PK�AHEIEJ=PAas per your requestBNKI�UKQN
SKN@�?DKE?AO�

2EIEH=N�PK�KQP@=PA@�SKN@O�=J@�LDN=OAO��OKIA�NABANAJ?AO�=NA�AMQ=HHU�KQP@=PA@��6DEHA
EP�EO�EILKNP=JP�PK�NA?KCJEVA�HA=@ANO�EJ�=�BEAH@��=J@�PDEO�PATP�@KAO�EJ?HQ@A�NABANAJ?AO
PK�LEKJAANO�EJ�PDA�BEAH@�KB�?KIIQJE?=PEKJ��EP�=HOK�BK?QOAO�KJ�?QNNAJP�NAOA=N?D�=J@
?KJ?ALPO��6EPDKQP�=@@EPEKJ=H�?H=NEBE?=PEKJ�=J@�AT=ILHAO��NA=@ANO�I=U�JKP
QJ@ANOP=J@�NABANAJ?AO�PK�=J�=QPDKN�HKJC�OEJ?A�L=OOA@�ARAJ�PDKQCD�DA�KN�ODA�I=@A
=J�EILKNP=JP�?KJPNE>QPEKJ�PK�PDA�BEAH@��%KN�AT=ILHA��2D=JJKJ�=J@�6A=RAN
LEKJAANA@�PDA�HEJA=N�IK@AH�KB�?KIIQJE?=PEKJ�PD=P�NARKHQPEKJEVA@�KQN
QJ@ANOP=J@EJC�KB�EJPAN=?PEKJ�=J@�?KJPNE>QPA@�PK�?KILQPAN�EJPANB=?AO�=O�SA�GJKS
PDAI�PK@=U�,?+A=J��2��	����
� The basics of interpersonal communication��!KOPKJ��, �
 HHUJ���!=?KJ�'KSARAN��EB�SA�IAJPEKJ�PDAI�SEPDKQP�ATLH=EJEJC�DKS�PDAEN�SKNG
NAH=PAO�PK�KQN�?QNNAJP�?KJPATP��SA�I=U�HKOA�KQN�NA=@ANO��2EIEH=NHU��NABANAJ?AO�PK
BEHIO�HEGAMy Fair LadyI=U�SAHH�>A�HAOO�QJ@ANOPKK@�PD=J�PDA�QOA�KBThe Princess
Diaries=O�=J�AT=ILHA�KB�PDA�PN=JOBKNI=PERA�LNK?AOO�PDA�HA=@�?D=N=?PANO�QJ@ANCK�
BNKI�NKQCD��OPNAAPOI=NP�SKIAJ�PK�BKNI=HHU�A@Q?=PA@��LKHEODA@�IAI>ANO�KB�PDA
AHEPA�

Avoid Fillers

+EGA��UKQ�GJKS��HEGA��UKQ�GJKS�SD=P�(�IA=J��=DD��QII��=J@�=HH�PDA�BEHHANO�UKQ�I=U
QOA�KN�DA=N�EJ�KN=H�?KIIQJE?=PEKJ�D=RA��SAHH��HEPPHA�KN�JK�LH=?A�EJ�PDA�SNEPPAJ
NALNAOAJP=PEKJ�KB�PDA�OLKGAJ�SKN@��1AREAS�UKQN�SNEPEJC�BKN�ATPN=�SKN@O�PD=P�OANRA
PDA�SNEPPAJ�AMQER=HAJP�KB�dHEGAe�=J@�KIEP�PDAI��3DAU�@K�JKP�OANRA�UKQ�=O�=J�=QPDKN�
=J@�@K�JKP�OANRA�PDA�NA=@EJC�=Q@EAJ?A�

Eliminate Slang

,=JU�?KHHACA�LNKBAOOKNO�?=J�CERA�AT=ILHAO�KB�AI=EHO�PDAU�D=RA�NA?AERA@�BNKI
OPQ@AJPO�PD=P�QOA�=HH�PDA�IK@ANJ�?D=N=?PANEOPE?O�KB�EJOP=JP�IAOO=CA�=J@�PATP

"D=LPAN���1AREOEJC�=J@�/NAOAJPEJC�8KQN�6NEPEJC

����2PUHA�1AREOEKJO ���



=>>NARE=PEKJ�?KI>EJA@�SEPD�=�?KILHAPA�@EONAC=N@�BKN�=JU�JKNIO�KB�CN=II=N�KN
OLAHHEJC��NAOQHPEJC�EJ�JA=NHU�EJ?KILNADAJOE>HA�IAOO=CAO��(B�UKQN�CK=H�EO�PK�>A
LNKBAOOEKJ=H��=J@�PDA�=Q@EAJ?A�ATLA?P=PEKJO�@K�JKP�EJ?HQ@A�PDA�QOA�KB�OH=JC��PDAJ�EP
EO�EJ=LLNKLNE=PA�PK�EJ?HQ@A�EP�EJ�UKQN�@K?QIAJP��$HEIEJ=PA�OH=JC�=O�UKQ�SKQH@�=
F=NCKJ�PANI�PD=P�OANRAO�=O�=�>=NNEAN�PK�QJ@ANOP=J@EJC�IA=JEJC��-KP�ARANUKJA�SEHH
QJ@ANOP=J@�UKQN�OH=JC�SKN@�JK�IKNA�PD=J�PDAU�SKQH@�=�DECDHU�OLA?E=HEVA@�PANI�
=J@�EP�SEHH�@ABA=P�UKQN�LQNLKOA��-KNIO�BKN�?=LEP=HEV=PEKJ�=J@�LQJ?PQ=PEKJ�PD=P�=NA
NKQPEJAHU�=>=J@KJA@�EJ�ABBE?EAJP�PATP�IAOO=CAO�KN�PSAAPO�=NA�JA?AOO=NU�=J@
NAMQENA@�EJ�LNKBAOOEKJ=H�@K?QIAJPO��%EJ=HHU��PDANA�EO�JK�LH=?A�EJ�NALQP=>HA�>QOEJAOO
SNEPEJC�BKN�KBBAJOERA�OH=JC�KN�LNKB=JEPU�

Evaluate ClichŽs

"HE?DYO�=NA�SKN@O�KN�LDN=OAO�PD=P�PDNKQCD�PDAEN�KRANQOA�D=RA�HKOP�PDAEN�EIL=?P��3D=P
@ABEJEPEKJ�@KAO�JKP�EILHU�PDAU�D=RA�HKOP�PDAEN�IA=JEJC��=J@�OKIAPEIAO�=�SAHH
LH=?A@�?HE?DY�?=J�?KIIQJE?=PA�=�IAOO=CA�ABBA?PERAHU��d ?PEKJO�OLA=G�HKQ@AN�PD=J
SKN@Oe�EO�=�?HE?DY��>QP�EPO�BERA�SKN@O�OLA=G�RKHQIAO�PD=P�I=JU�KB�UKQN�NA=@ANO�SEHH
NA?KCJEVA��3DEO�=LLA=H�PK�B=IEHE=NEPU�?=J�>A�=J�ABBA?PERA�OPN=PACU�PK�?KIIQJE?=PA�
>QP�QOA�EP�?=NABQHHU��$T?AOOERA�NAHE=J?A�KJ�?HE?DYO�SEHH�I=GA�UKQN�SNEPEJC�PNEPA��SDEHA
AHEIEJ=PEJC�PDAI�=HPKCAPDAN�I=U�JKP�OANRA�UKQ�SAHH�AEPDAN�� O�=J�ABBA?PERA�>QOEJAOO
SNEPAN��UKQ�SEHH�JAA@�PK�AR=HQ=PA�UKQN�QOA�KB�?HE?DYO�BKN�PDAEN�EIL=?P�RANOQO
@APN=?PEKJ�BNKI�UKQN�IAOO=CA�

Emphasize Precise Words

"KJ?NAPA�SKN@O�PD=P�=NA�EIIA@E=PAHU�=R=EH=>HA�PK�UKQN�=Q@EAJ?A�=NA�KBPAJ�IKNA
ABBA?PERA�PD=J�=>OPN=?P�PANIO�PD=P�NAMQENA�@ABEJEPEKJO��AT=ILHAO��=J@�MQ=HEBE?=PEKJO�
 HH�PDAOA�OPN=PACEAO�D=RA�PDAEN�LH=?A��>QP�AT?AOOERA�QOA�KB�=>OPN=?PEKJO�SEHH�I=GA
UKQN�@K?QIAJP�HAOO�PD=J�LNA?EOA��NAMQENEJC�=@@EPEKJ=H�?H=NEBE?=PEKJ�PD=P�?=J
PN=JOH=PA�PK�SKNG�BKN�UKQ�=O�PDA�=QPDKN�=J@��IKNA�EILKNP=JPHU��BKN�UKQN�NA=@ANO�
0Q=HEBEANO�@AOANRA�OLA?E=H�IAJPEKJ�DANA��2KIA�EJOPNQ?PKNO�I=U�EJ@E?=PA�PD=P�SKN@O
HEGA�dI=U�e�dOAAIO�e�KN�d=LL=NAJPHUe�I=GA�UKQN�SNEPEJC�SA=G��6KN@O�=NA�FQOP�SKN@O
=J@�EP�EO�DKS�SA�QOA�PDAI�PD=P�?NA=PAO�IA=JEJC��2KIA�MQ=HEBEANO�=NA�JA?AOO=NU�
L=NPE?QH=NHU�EB�PDA�@K?QIAJP�OANRAO�=O�NA?KN@�KN�I=U�>A�PDA�LKEJP�KB�@EO?QOOEKJ�EJ�=
HAC=H�EOOQA��(J�KPDAN�?=OAO�@ENA?P�H=JCQ=CA�EO�NAMQENA@��=J@�MQ=HEBEANO�IQOP�>A
AHEIEJ=PA@��3KK�I=JU�MQ=HEBEANO�?=J�SA=GAJ�UKQN�SNEPEJC��>QP�PKK�BAS�?=J�ATLKOA
UKQ�PK�HE=>EHEPU�� O�=�>QOEJAOO�SNEPAN��UKQN�QJ@ANOP=J@EJC�KB�=Q@EAJ?A�ATLA?P=PEKJO
=J@�=OOECJIAJP�NAMQENAIAJPO�SEHH�CQE@A�UKQ�PK�PDA�FQ@E?EKQO�QOA�KB�MQ=HEBEANO�

Evaluate Parallel Construction

6DAJ�UKQ�=NA�SNEPEJC�EJ�=�OANEAO�KN�D=RA�IKNA�PD=J�KJA�E@A=�PK�ATLNAOO��EP�EO
EILKNP=JP�PK�LNAOAJP�PDAI�EJ�OEIEH=N�S=UO�PK�LNAOANRA�=J@�LNKIKPA�QJEPU�=?NKOO
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UKQN�@K?QIAJP�Parallel construction �� NABANO�PK�PDA�QOA�KB�O=IA�CN=II=PE?=H
L=PPANJ��EP�?=J�>A�=LLHEA@�PK�SKN@O��LDN=OAO��=J@�OAJPAJ?AO��%KN�AT=ILHA��d6A�BKQJ@
PDA�OAIEJ=N�EJPANAOPEJC��AJPANP=EJEJC��=J@�EJOLENEJCe�EO�=�OAJPAJ?A�SEPD�L=N=HHAH
?KJOPNQ?PEKJ��SDANA=O�d6A�BKQJ@�PDA�OAIEJ=N�EJPANAOPEJC��AJPANP=EJEJC��=J@�EP
EJOLENA@�QOe�EO�JKP��(B�UKQN�OAJPAJ?AO�@K�JKP�OAAI�PK�BHKS�SAHH��L=NPE?QH=NHU�SDAJ
UKQ�NA=@�PDAI�KQP�HKQ@��HKKG�BKN�IEOLH=?A@�L=N=HHAHO�=J@�?D=JCA�PDAI�PK�I=GA�PDA
?KJOPNQ?PEKJ�PNQHU�L=N=HHAH�

Obscured Verbs

!QOEJAOO�SNEPEJC�ODKQH@�>A�?HA=N�=J@�?KJ?EOA��(B�PDA�IA=JEJC�EO�K>O?QNA@��PDAJ
NAREOEKJ�EO�NAMQENA@��.JA�?KIIKJ�LNK>HAI�EO�PDA�?KJRANOEKJ�KB�RAN>O�EJPK�JKQJO
SEPD�PDA�=@@EPEKJ�KB�OQBBETAO�HEGA��=JP�AJP��EKJ��PEKJ��OEKJ��AJ?A��=J?A��=J@�EJC�
(JOPA=@�KB�DE@EJC�IA=JEJC�SEPDEJ�PDA�LDN=OA�dPDNKQCD�PDA�?KJOKHE@=PEKJ�KB�e
?KJOE@AN�SDAPDAN�PK�QOA�PDA�RAN>�BKNIO�d?KJOKHE@=PA@e�KN�d?KJOKHE@=PEJC�e
2EIEH=NHU��EJOPA=@�KB�dPDA�EJ?HQOEKJ�KB�e�?KJOE@AN�QOEJC�dEJ?HQ@EJC�e�SDE?D�SEHH�HEGAHU
I=GA�PDA�OAJPAJ?A�IKNA�=?PERA�=J@�RECKNKQO�

The ÒIs It Professional?Ó Test

%EJ=HHU��SDAJ�NAREOEJC�UKQN�@K?QIAJP�SEPD�=J�=PPAJPEKJ�PK�@AP=EH��UKQ�OEILHU�JAA@
PK�=OG�PDA�MQAOPEKJ��EO�EP�LNKBAOOEKJ=H��(B�=�@K?QIAJP�EO�PKK�AILD=PE?��EP�I=U�OAAI
HEGA�=J�=PPAILP�=P�?DAANHA=@EJC��(B�EP�QOAO�PKK�IQ?D�F=NCKJ��EP�I=U�>A�=LLNKLNE=PA�BKN
dJAN@Oe�>QP�I=U�HEIEP�=??AOO�PK�PDA�EJBKNI=PEKJ�>U�=�JKJPA?DJE?=H�=Q@EAJ?A��(B�PDA
@K?QIAJP�=LLA=NO�PKK�OEILHEOPE?��EP�I=U�OAAI�PK�>A�dP=HGEJC�@KSJe�PK�PDA�=Q@EAJ?A�
PNA=PEJC�PDA�NA=@ANO�IKNA�HEGA�?DEH@NAJ�PD=J�=@QHPO��#KAO�UKQN�@K?QIAJP�NALNAOAJP
UKQ�=J@�UKQN�KNC=JEV=PEKJ�EJ�=�LNKBAOOEKJ=H�I=JJAN��6EHH�UKQ�>A�LNKQ@�KB�PDA�SKNG
=�UA=N�BNKI�JKS��#KAO�EP�=??KILHEOD�EPO�IEOOEKJ��OP=PA@�K>FA?PERAO��=J@�PDA
=Q@EAJ?AgO�ATLA?P=PEKJO��!QOEJAOO�SNEPEJC�EO�JKP�ATLKOEPKNU��SKN@U��KN�@A?KN=PERA�
=J@�PDA�LNAOAJ?A�KB�PDAOA�PN=EPO�I=U�K>O?QNA�IA=JEJC��!QOEJAOO�SNEPEJC�EO
LNKBAOOEKJ=H��NAOLA?PBQH��=J@�?HA=NHU�?KIIQJE?=PAO�=�IAOO=CA�SEPD�IEJEI=H
>NA=G@KSJ�

KEY TAKEAWAY

1AREOEJC�BKN�OPUHA�?=J�EJ?NA=OA�=�@K?QIAJPgO�?H=NEPU��?KJ?EOAJAOO��=J@
LNKBAOOEKJ=HEOI�

��� 3DA�QOA�KB�PDA�O=IA
CN=II=PE?=H�L=PPANJ��EP�?=J�>A
=LLHEA@�PK�SKN@O��LDN=OAO��=J@
OAJPAJ?AO�
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EXERCISES

�� 6DE?D�KB�PDA�BKHHKSEJC�OAJPAJ?AO�=NA�AT=ILHAO�KB�CKK@�>QOEJAOO
SNEPEJC�EJ�OP=J@=N@�$JCHEOD��%KN�PDA�OAJPAJ?AO�JAA@EJC
EILNKRAIAJP��I=GA�NAREOEKJO�=O�UKQ�OAA�BEP�=J@�ATLH=EJ�SD=P�S=O
SNKJC�SEPD�PDA�KNECEJ=H�OAJPAJ?A��#EO?QOO�UKQN�NAOQHPO�SEPD�UKQN
?H=OOI=PAO�

=� "=EPHEJ�HEGAO�C=N@AJEJC��CKHBEJC��DEGEJC��=J@�PK�OSEI�
>�  P�=JU�CERAJ�LKEJP�EJ�PEIA��SAHH��PDANA�EO�=�LKOOE>EHEPU�PD=P�SA

?KQH@��HEGA��>A�?=HHA@�QLKJ�BKN�DAHL�
?� 3DA�AR=HQ=PEKJ�KB�SNEPEJC�?=J�>A�@KJA�PDNKQCD�PDA

AT=IEJ=PEKJ�=J@�IK@EBE?=PEKJ�KB�A=?D�OAJPAJ?A�
@� 6DEHA�EJ�PDA�IAAPEJC��PDA�BENA�=H=NI�N=JC�
A� "DEH@NAJ�>AJABEP�BNKI�CAPPEJC�AJKQCD�OHAAL��A=PEJC�=

>=H=J?A@�@EAP��=J@�KQP@KKN�LH=UPEIA�
B� 8AA�D=O�=OGA@�QO�PK�I=TEIEVA�PDA�@AL=NPIAJPgO�G=?DEJC�>U

AJD=J?EJC�PDA�>HEJC>HEJC�KB�KQN�IAN?D=J@EOA��EB�SA�B=EH�PK�@K
PDEO�PDA�@=NJ�LNAOE@AJP�I=U�LQP�PDA�GE>KOD�KJ�KQN�LNKFA?P�

C� .NPAC=gO�IAIK�OP=PA@�EJ�JK�QJ?ANP=EJ�PANIO�PD=P�=HH
AILHKUAAO�JAA@�PK�=NNERA�BKN�SKNG�KJ�PEIA�ARANU�@=U�

D�  HPDKQCD�PDANA�=NA�I=JU�?D=HHAJCAO�EJ�PK@=UgO�I=NGAP�=J@
OPK?G�R=HQAO�D=RA�@NKLLA@�?KJOE@AN=>HU�OEJ?A�H=OP�UA=N��>QP
SA�?=J�DKLA�PK�>AJABEP�BNKI�OPN=PACE?�PDEJGEJC�=J@�?=NABQH
@A?EOEKJ�I=GEJC�

E� (B�UKQ�=NA�QJ=>HA�PK�=PPAJ@�PDA�IAAPEJC��LHA=OA�HAP�2PARA�KN�(
GJKS�=O�OKKJ�=O�LKOOE>HA�

F� .JA�KB�PDA�ODELLEJC�?KJP=EJANO�=NA�KLAJ�

�� %EJ@�=J�AT=ILHA�KB�=�CKK@�AT=ILHA�KB�ABBA?PERA�>QOEJAOO�SNEPEJC��NAREAS
EP��=J@�OD=NA�EP�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�KB�=�>=@�AT=ILHA�KB�ABBA?PERA�>QOEJAOO�SNEPEJC��NAREAS
EP��=J@�OD=NA�EP�SEPD�UKQN�?H=OOI=PAO�

�� 1AREOEKJ�NAMQENAO�=PPAJPEKJ�PK�@AP=EH��=J@�UKQ�I=U�>A�QJ@AN�LNAOOQNA�PK
LNK@Q?A�MQ=HEPU�NAOQHPO�SEPDEJ�=�@A=@HEJA��'KS�@K�UKQ�?KIIQJE?=PA
UKQN�JAA@�BKN�PEIA�BKN�PDA�NAREOEKJ�LNK?AOO�PK�PDKOA�SDK�=NA�S=EPEJC�KJ
UKQ�PK�?KILHAPA�PDA�@K?QIAJP��2D=NA�=J@�@EO?QOO�UKQN�NAOLKJOAO�SEPD
UKQN�?H=OOI=PAO�
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7.4 Evaluating the Work of Others

LEARNING OBJECTIVES

�� #AO?NE>A�BERA�AHAIAJPO�KB�?NEPE?=H�=J=HUOEO�PK�QOA�EJ�AR=HQ=PEJC�OKIAKJA
AHOAgO�SNEPEJC�

�� #AIKJOPN=PA�DKS�PK�@AHERAN�=J�AR=HQ=PEKJ�?KJOPNQ?PERAHU�=J@
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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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3DEO�?D=LPAN�NA?KCJEVAO�PDA�SNEPEJC�LNK?AOO�=J@�EPO�?KILKJAJPO�SEPD�=J�AILD=OEO
KJ�BAA@>=?G��#K�UKQ�GJKS�PDA�@EBBANAJ?A�>APSAAJ�EJ@ENA?P�=J@�@ENA?P�BAA@>=?G�� NA
UKQ�=S=NA�KB�ABBA?PERA�OPN=PACEAO�PK�AHE?EP�R=HQ=>HA�BAA@>=?G��'KS�@K�UKQ�GJKS�EB�PDA
BAA@>=?G�EO�R=HE@��3K�SD=P�ATPAJP��=J@�EJ�SD=P�S=UO��ODKQH@�UKQ�=@=LP�=J@�=@FQOP
UKQN�SNEPEJC�>=OA@�KJ�BAA@>=?G��3DAOA�=NA�?AJPN=H�MQAOPEKJO�EJ�PDA�SNEPEJC�LNK?AOO�
=J@�=JU�OGEHHA@�>QOEJAOO�SNEPAN�NA?KCJEVAO�PDA�JAA@�BKN�EILNKRAIAJP�>=OA@�KJ�OKHE@
BAA@>=?G��8KQ�I=U�JKP�=HS=UO�AJFKU�NA?AEREJC�BAA@>=?G��>QP�UKQ�ODKQH@�=HS=UO�CERA
EP�@QA�PDKQCDP�=J@�?KJOE@AN=PEKJ��%=EHQNA�PK�?D=JCA�=J@�=@=LP�D=O�I=JU
QJBKNPQJ=PA�?KJOAMQAJ?AO�)KDJOKJ��2��	����
� Who moved my cheese? An amazing way
to deal with change in your work and in your life��-AS�8KNG��-8��/AJCQEJ�!KKGO�(P�EO�QL
PK�UKQ�PK�OAAG�CKK@�EJBKNI=PEKJ�=J@�PK�OAL=N=PA�PDA�NAHE=>HA�BNKI�PDA�QJNAHE=>HA�EJ
UKQN�CK=H�KB�EILNKREJC�UKQN�>QOEJAOO�SNEPEJC�

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

���



8.1 Diverse Forms of Feedback

LEARNING OBJECTIVES

�� #AO?NE>A�BAA@>=?G�=O�L=NP�KB�PDA�SNEPEJC�LNK?AOO�
�� "KIL=NA�=J@�?KJPN=OP�EJ@ENA?P�=J@�@ENA?P�BAA@>=?G�
�� 4J@ANOP=J@�EJPANJ=H�=J@�ATPANJ=H�BAA@>=?G�
�� #EO?QOO�@ERANOA�BKNIO�KB�BAA@>=?G�

)QOP�=O�UKQ�GJKS�PD=P�NAHECEKJ�=J@�LKHEPE?O�=NA�PSK�OQ>FA?PO�PD=P�KBPAJ�LNKRKGA
AIKPEKJ=H�NAOLKJOAO��UKQ�=HOK�NA?KCJEVA�PD=P�KJ?A�UKQ�=NA�=S=NA�KB�OKIAKJAgO
REASLKEJP�UKQ�?=J�?DKKOA�PK�NABN=EJ�BNKI�@EO?QOOEJC�?ANP=EJ�PKLE?O��KN�I=U�?D=JCA
PDA�S=U�UKQ�=@@NAOO�PDAI��3DA�=S=NAJAOO�KB�>E=O�=J@�LNABANAJ?A��?KI>EJA@�SEPD
PDA�=>EHEPU�PK�=@=LP�PDA�IAOO=CA�>ABKNA�EP�EO�OAJP��EJ?NA=OAO�PDA�LNK>=>EHEPU�KB
NA?ALPEKJ�=J@�OQ??AOOBQH�?KIIQJE?=PEKJ��4L�QJPEH�JKS�SA�D=RA�BK?QOA@�KJ�GJKSEJC
PDA�=Q@EAJ?AgO�ATLA?P=PEKJ�=J@�PDA�=OOECJIAJP�@ENA?PEKJO��=O�SAHH�=O�ABBA?PERA
OPN=PACEAO�BKN�SNEPEJC�=J@�LNK@Q?PEKJ��-KS��PK�?KILHAPA�PDA�?KIIQJE?=PEKJ
LNK?AOO��PK�?HKOA�PDA�SNEPEJC�LNK?AOO��SA�JAA@�PK�C=PDAN�=J@�AR=HQ=PA�BAA@>=?G�

8KQ�I=U�NA?AERA�BAA@>=?G�BNKI�LAANO��?KHHA=CQAO��A@EPKNO��KN�OQLANREOKNO��>QP�=?PQ=H
BAA@>=?G�BNKI�PDA�EJPAJ@A@�=Q@EAJ?A�?=J�>A�N=NA��(I=CEJA�PD=P�UKQ�SKNG�EJ�PDA
I=NGAPEJC�@AL=NPIAJP�KB�=J�AJCEJAANEJC�?KIL=JU�=J@�D=RA�SNEPPAJ�=J�=NPE?HA
@AO?NE>EJC�=�JAS�GEJ@�KB�S=PAN�LQIL�PD=P�KLAN=PAO�SEPD�HEPPHA�I=EJPAJ=J?A�=J@�HAOO
AJANCU�?KJOQILPEKJ�PD=J�LNAREKQO�IK@AHO��8KQN�?KIL=JU�D=O�=HOK�@ARAHKLA@�=J
=@RANPEOEJC�?=IL=ECJ�EJPNK@Q?EJC�PDEO�JAS�LQIL�PK�PDA�I=NGAP�=J@�D=O�=@@A@�EP�PK
PDAEN�KJHEJA�O=HAO�IAJQ��.J?A�UKQN�=NPE?HA�D=O�>AAJ�NAREASA@�=J@�LKOPA@��EP�I=U�>A
=??AOOA@�KJHEJA�>U�=�NA=@AN�EJ�=JKPDAN�?KQJPNU�SDK�EO�?QNNAJPHU�NAOA=N?DEJC�S=PAN
LQILO�PD=P�B=HH�SEPDEJ�UKQN�LNK@Q?P�N=JCA��3D=P�NA=@AN�SEHH�OAA�=�>=JJAN�=@
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=>KQP�PDA�DEPO�KJ�UKQN�6A>�OEPA�BNKI�&ANI=JU��SDANA�PDAU�KNECEJ=PA@��=J@�SDAPDAN
PDA�REOEPKN�EJEPE=PA@�=�O=HAO�KN@AN�BKN�PDA�LQIL��(B�PDA�O=HA�S=O�HABP�EJ?KILHAPA��PDAU
SEHH�GJKS�SDAJ�PDA�>=OGAP�KN�KN@AN�S=O�=>=J@KJA@�KN�>A?=IA�EJ=?PERA�EJ�PDA
LQN?D=OA�LNK?AOO��(B�PDA�O=HA�S=O�OQ??AOOBQH��UKQN�O=HAO�@AL=NPIAJP�?=J�LNKRE@A
BAA@>=?G�EJ�PDA�BKNI�KB�KRAN=HH�O=HAO�=O�SAHH�=O�EJBKNI=PEKJ�KJ�OLA?EBE?�?QOPKIANO�
3DEO�EJ�PQNJ�=HHKSO�UKQ�=J�KLLKNPQJEPU�BKN�LKOPO=HAO�?KIIQJE?=PEKJ�=J@�=@@EPEKJ=H
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LNAOAJP��(B�UKQ�NAIKRA�KJA�KN�IKNA��PDA�LNK?AOO�@EOEJPACN=PAO��8KQ�JAA@�=�OKQN?A
=J@�=�NA?AERAN��ARAJ�EB�PDKOA�NKHAO�=HPANJ=PA�=J@�>HQN��8KQ�JAA@�=�IAOO=CA�=J@�=
?D=JJAH��KN�IQHPELHAO�KB�A=?D�EJ�@ERANCAJP�N=PEKO�KB�OECJ=H�OPNAJCPD�=J@�?H=NEPU��8KQ
=HOK�JAA@�?KJPATP�=J@�AJRENKJIAJP��EJ?HQ@EJC�>KPD�PDA�LOU?DKHKCE?=H�ATLA?P=PEKJO
KB�PDA�EJPAN=?PEKJ�=O�SAHH�=O�PDA�LDUOE?=H�=OLA?PO�LNAOAJP��(JPANBANAJ?A�EO�=HOK�L=NP�KB
=JU�?KIIQJE?=PEKJ�LNK?AOO��!A?=QOA�EJPANBANAJ?AcEJPANJ=H�KN�ATPANJ=HcEO�=HS=UO
LNAOAJP��=O�=�OGEHHA@�>QOEJAOO�SNEPAN��UKQ�D=RA�HA=NJA@�DKS�PK�QJ@ANOP=J@�=J@
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NA?U?HEJC�KB�EJBKNI=PEKJ��?KJPAJP��JACKPE=PEKJO��NAH=PEKJODELO��=J@�IA=JEJC
>APSAAJ�PDA�OKQN?A�=J@�NA?AERAN��!A?=QOA�BAA@>=?G�EO�OK�R=HQ=>HA�PK�=�>QOEJAOO
SNEPAN��UKQ�SEHH�SAH?KIA�EP�=J@�QOA�OPN=PACEAO�PK�KRAN?KIA�=JU�EJPANBANEJC�B=?PKNO
PD=P�I=U�?KILNKIEOA�NA?ALPEKJ�=J@�HEIEP�BAA@>=?G�

Feedback� EO�@ABEJA@�=O�=�NA?AERANgO�NAOLKJOA�PK�=�OKQN?A��=J@�?=J�?KIA�EJ�I=JU
BKNIO��%NKI�PDA�?D=JCA�EJ�PDA�?QNOKN�=NNKS�=O�UKQ�L=OO�KRAN�=�HEJG�=O�=�NAOLKJOA�PK
PDA�NA=@ANgO�EJ@E?=PEKJ��RE=�PDA�IKQOA��PKQ?D�O?NAAJ��KN�OEIEH=N�EJLQP�@ARE?A��=O�=
JKJRAN>=H�NAOLKJOA��PK�KJA�OLKGAJ�KQP�HKQ@�@QNEJC�PDA�?KQNOA�KB�=�?KJRANO=PEKJ�
BAA@>=?G�EO�=HS=UO�LNAOAJP��ARAJ�EB�SA�B=EH�PK�?=LPQNA�KN�=PPAJ@�PK�PDA�EJBKNI=PEKJ�=O
EP�EO�@EOLH=UA@��+APgO�AT=IEJA�OARAN=H�@ERANOA�PULAO�KB�BAA@>=?G�

Indirect Feedback

(B�UKQ�D=RA�SKNGA@�EJ�=J�KBBE?A�UKQ�I=U�D=RA�DA=N@�KB�PDA�CN=LAREJA��=J@�I=U
=HNA=@U�>A�=S=NA�PD=P�EP�KBPAJ�?=NNEAO�SDEJAO�EJOPA=@�KB�SEJA��3DAgrapevine � EO�PDA
QJKBBE?E=H��EJBKNI=H�?KIIQJE?=PEKJ�JAPSKNG�SEPDEJ�=J�KNC=JEV=PEKJ��=J@�EO�KBPAJ
?D=N=?PANEVA@�>U�NQIKN��CKOOEL��=J@�EJJQAJ@K��3DA�CN=LAREJA�KBPAJ�EJRKHRAO
EJBKNI=PEKJ�PD=P�EO�EJ@ENA?P��OLA?QH=PERA��=J@�JKP�EIIA@E=PAHU�RANEBE=>HA��3D=P
I=GAO�EP�HAOO�PD=J�NAHE=>HA��>QP�QJ@ANOP=J@=>HU�=PPN=?PERA�=J@�EJPANAOPEJC�PK�I=JU�

�� 3DA�RAN>=H�=J@�KN�JKJRAN>=H
NAOLKJOA�PK�=�IAOO=CA�

�� 3DA�QJKBBE?E=H��EJBKNI=H
?KIIQJE?=PEKJ�JAPSKNG
SEPDEJ�=J�KNC=JEV=PEKJ��KBPAJ
?D=N=?PANEVA@�>U�NQIKN��CKOOEL�
=J@�EJJQAJ@K�
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(J�PDA�O=IA�S=U�indirect feedback � EO�=�NAOLKJOA�PD=P�@KAO�JKP�@ENA?PHU�?KIA�BNKI
PDA�NA?AERAN�KN�OKQN?A��3DA�NA?AERAN�I=U�NA?AERA�PDA�IAOO=CA��=J@�I=U�>A?KIA�PDA
OKQN?A�KB�PDA�NAOLKJOA��>QP�PDAU�I=U�JKP�?KIIQJE?=PA�PD=P�NAOLKJOA�@ENA?PHU�PK
UKQ��PDA�=QPDKN��8KQN�=>EHEPU�PK�PN=?G�SDK�=??AOOAO�UKQN�6A>�L=CA��SD=P�PDAU�NA=@�
=J@�DKS�HKJC�PDAEN�REOEP�H=OPO�?=J�>A�=�OKQN?A�KB�BAA@>=?G�PD=P�OANRAO�PK�CQE@A�UKQN
SNEPEJC��8KQ�I=U�=HOK�NA?AERA�?KIIAJPO��AI=EHO��KN�EJBKNI=PEKJ�BNKI�EJ@ERE@Q=HO
SEPDEJ�UKQN�KNC=JEV=PEKJ�=>KQP�SD=P�?QOPKIANO�D=RA�PKH@�PDAI��PDEO�EO�=JKPDAN
OKQN?A�KB�EJ@ENA?P�BAA@>=?G��3DA�B=?P�PD=P�PDA�EJBKNI=PEKJ�EO�JKP�?KIIQJE?=PA@
@ENA?PHU�I=U�HEIEP�EPO�QOA�KN�NAHE=>EHEPU��>QP�EP�@KAO�D=RA�R=HQA�� HH�BKNIO�KB�BAA@>=?G
D=RA�OKIA�IA=OQNA�KB�R=HQA�

Direct Feedback

8KQ�LKOP�=J�=NPE?HA�=>KQP�UKQN�?KIL=JUgO�JAS�S=PAN�LQIL�=J@�SDAJ�UKQ�?KIA
>=?G�PK�EP�=J�DKQN�H=PAN�PDANA�=NA�����?KIIAJPO�� O�UKQ�O?NKHH�PDNKQCD�PDA
?KIIAJPO�UKQ�BEJ@�PD=P�PAJ�LKPAJPE=H�?QOPKIANO�=NA�EJPANAOPA@�EJ�HA=NJEJC�IKNA�
SDEHA�PDA�NAOP�@A>=PA�PDA�OLA?EBE?=PEKJO�=J@�PA?DJE?=H�=>EHEPEAO�KB�PDA�LQIL��3DEO
@ENA?P�NAOLKJOA�PK�UKQN�SNEPEJC�EO�=JKPDAN�BKNI�KB�BAA@>=?G�

Direct feedback � EO�=�NAOLKJOA�PD=P�?KIAO�BNKI�PDA�NA?AERAN��#ENA?P�BAA@>=?G�?=J�>A
>KPD�RAN>=H�=J@�JKJRAN>=H��=J@�EP�I=U�EJRKHRA�OECJO��OUI>KHO��SKN@O��KN�OKQJ@O�PD=P
=NA�QJ?HA=N�KN�@EBBE?QHP�PK�QJ@ANOP=J@��8KQ�I=U�OAJ@�=J�AI=EH�PK�=�?QOPKIAN�SDK
EJMQENA@�=>KQP�UKQN�S=PAN�LQIL��KBBANEJC�PK�OAJ@�=�LNEJPA@�>NK?DQNA�=J@�D=RA�=
HK?=H�O=HAO�NALNAOAJP=PERA�?=HH�PK�AR=HQ=PA�DKS�OQEP=>HA�UKQN�LQIL�SKQH@�>A�BKN�PDA
?QOPKIANgO�L=NPE?QH=N�=LLHE?=PEKJ��(J�KN@AN�PK�@K�OK��UKQ�SEHH�JAA@�PDA�?QOPKIANgO
I=EHEJC�=@@NAOO��LDUOE?=H�HK?=PEKJ��=J@�LDKJA�JQI>AN��(B�PDA�?QOPKIAN�NALHEAO
OEILHU�SEPD�d3D=JGO�ecJK�=@@NAOO��JK�LDKJA�JQI>ANcDKS�@K�UKQ�EJPANLNAP�PDEO
@ENA?P�BAA@>=?G��"KIIQJE?=PEKJ�EO�@UJ=IE?�=J@�?KILHAT��=J@�EP�EO�JK�A=OU�P=OG�PK
QJ@ANOP=J@�KN�LNA@E?P��.JA�=OLA?P�KB�PDA�LNK?AOO��DKSARAN��EO�LNA@E?P=>HA��BAA@>=?G
EO�=HS=UO�L=NP�KB�PDA�?KIIQJE?=PEKJ�LNK?AOO�

)QOP�=O�JKJRAN>=H�CAOPQNAO�@K�JKP�=LLA=N�EJ@ALAJ@AJP�KB�PDA�?KJPATP�EJ�SDE?D�PDA
?KIIQJE?=PEKJ�EJPAN=?PEKJ�K??QNO��=J@�KBPAJ�KRANH=L��NA?U?HA��=J@�NALA=P�=?NKOO
PDA�EJPAN=?PEKJ��PDA�=>EHEPU�PK�E@AJPEBU�?HA=N�=J@�@ENA?P�BAA@>=?G�?=J�>A�=�OECJEBE?=JP
?D=HHAJCA��(J�B=?APKB=?A�?KIIQJE?=PEKJ��U=SJO�=J@�BNAMQAJP�CH=J?AO�=P�PDA�?HK?G
I=U�OANRA�=O�=�?HA=N�OECJ=H�	@ENA?P�BAA@>=?G
�BKN�H=?G�KB�EJPANAOP��>QP�@ENA?P�BAA@>=?G
BKN�PDA�SNEPAN�EO�KBPAJ�HAOO�K>REKQO��(P�EO�=�N=NA�IKIAJP�SDAJ�PDA�=NPE?HA�UKQ�SNKPA�EO
NA=@�EJ�UKQN�LNAOAJ?A�=J@�@ENA?P�BAA@>=?G�EO�EIIA@E=PAHU�=R=EH=>HA��.BPAJ�BAA@>=?G
?KIAO�PK�PDA�=QPDKN�HKJC�=BPAN�PDA�=NPE?HA�EO�LQ>HEODA@���  �NAOLKJOA�PD=P�@KAO�JKP�?KIA

BNKI�@ENA?PHU�BNKI�PDA�NA?AERAN
KN�OKQN?A�

��  �NAOLKJOA�PD=P�?KIAO�BNKI
PDA�NA?AERAN�
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Internal Feedback

6A�QOQ=HHU�PDEJG�KB�BAA@>=?G�=O�OKIAPDEJC�PD=P�?=J�KJHU�?KIA�BNKI�KPDANO��>QP�EJ
PDA�?=OA�KB�EJPANJ=H�BAA@>=?G��SA�?=J�CAP�EP�BNKI�KQNOAHRAO�Internal feedback � EO
CAJAN=PA@�>U�PDA�OKQN?A�EJ�NAOLKJOA�PK�PDA�IAOO=CA�?NA=PA@�>U�PD=P�O=IA�OKQN?A�
8KQ��=O�PDA�=QPDKN��SEHH�>A�GAU�PK�PDA�EJPANJ=H�BAA@>=?G�LNK?AOO��3DEO�I=U�EJRKHRA
NAREASEJC�UKQN�@K?QIAJP�>ABKNA�UKQ�OAJ@�EP�KN�LKOP�EP��>QP�EP�=HOK�I=U�EJRKHRA
AR=HQ=PEKJ�BNKI�SEPDEJ�UKQN�KNC=JEV=PEKJ�
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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?

3DEO�EO�=�NAOA=N?D�PANI�PD=P�EO�KBPAJ�QOA@�=J@�?KIIKJHU�IEOQJ@ANOPKK@��-KP�ARANU
NAOA=N?D�BEJ@EJC�EO�OP=PEOPE?=HHU�OECJEBE?=JP��=J@�I=JU�KB�PDKOA�PD=P�=NA�?KJOE@ANA@
OECJEBE?=JP�=NA�KJHU�OHECDPHU�IKNA�HEGAHU�PD=J�LQNA�?D=J?A�Statistically significant
findings �� =NA�PDKOA�PD=P�D=RA�=�DECD�HARAH�KB�NAHE=>EHEPU��EJ�PD=P�EB�PDA�O=IA�PAOP�EO
=LLHEA@�EJ�PDA�O=IA�?KJPATP�PK�PDA�O=IA�OQ>FA?PO��PDA�NAOQHPO�SEHH�?KIA�KQP�PDA�O=IA
PEIA�=J@�PEIA�=C=EJ�2PKJA1KIANK��$��%��	����
��3DA�NAH=PERA�R=HE@EPU�=J@�QOABQHJAOO
KB�R=NEKQO�AILENE?=H�NAOA=N?D�@AOECJO��(J�2��&��1KCAH>ANC�	$@�
�Handbook of research
methods in industrial and organizational psycology	LL����b��
��,=H@AJ��, ��!H=?GSAHH�
8KQ�I=U�OAA�=�?KJBE@AJ?A�HARAH�KB���b�	LHQO�KN�IEJQO
�PDNAA�LAN?AJP=CA�LKEJPO�=O�=
?KIIKJ�OP=PAIAJP�KB�NAHE=>EHEPU�=J@�?KJBE@AJ?A�EJ�=�LKHH��(P�IA=JO�PD=P�EB�PDA�LKHH
SANA�NALA=PA@��PDANA�EO�?KJBE@AJ?A�PD=P�PDA�NAOQHPO�SKQH@�>A�SEPDEJ�PDNAA�LKEJPO
=>KRA�KN�>AHKS�PDA�LAN?AJP=CAO�EJ�PDA�KNECEJ=H�NAOQHPO��6DAJ�OP=PAIAJPO�KB
OP=PEOPE?=H�OECJEBE?=J?A�=NA�I=@A��UKQ�SEHH�GJKS�PD=P�EP�IA=JO�=�@EBBANAJ?A�KN�=
NAH=PEKJODEL�S=O�AOP=>HEODA@�SEPD�?KJBE@AJ?A�>U�PDA�OPQ@U��3D=P�?KJBE@AJ?A�CERAO
PDA�NAOQHPO�?NA@E>EHEPU�

KEY TAKEAWAY

1AOA=N?D�?=J�>A�MQ=HEP=PERA�KN�MQ=JPEP=PERA��=J@�EP�EO�EILKNP=JP�PK�=OOAOO�PDA
R=HE@EPU��NAHE=>EHEPU��=J@�OP=PEOPE?=H�OECJEBE?=J?A�KB�NAOA=N?D�BEJ@EJCO�

EXERCISES

�� 5EOEP�PDA�6A>�OEPA�KB�=�I=FKN�LKHHEJC�KNC=JEV=PEKJ�OQ?D�=O�&=HHQL��/AS�
1KLAN��KN�9KC>U��6D=P�?=J�UKQ�HA=NJ�=>KQP�DKS�PDA�KNC=JEV=PEKJ
?KJ@Q?PO�LKHHO��'KS�R=HE@��NAHE=>HA��=J@�OP=PEOPE?=HHU�OECJEBE?=JP�=NA�PDA
NAOQHPO�KB�PDEO�KNC=JEV=PEKJgO�LKHHO��=J@�DKS�@K�UKQ�GJKS��#EO?QOO�UKQN
BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=J�AT=ILHA�SDANA�EJBKNI=PEKJ�EO�LNAOAJPA@�PK�OQLLKNP�=�?H=EI��>QP
UKQ�LAN?AERA�EP�PK�>A�HAOO�PD=J�R=HE@�KN�NAHE=>HA��2D=NA�UKQN�K>OANR=PEKJO
=J@�NAREAS�PDA�NAOQHPO�KB�UKQN�?H=OOI=PAOg�OEIEH=N�ABBKNPO�

��� "KJ?HQOEKJO�PD=P�D=RA�=�DECD
HARAH�KB�NAHE=>EHEPU��EJ�PD=P�EB�PDA
O=IA�PAOP�EO�=LLHEA@�EJ�PDA
O=IA�?KJPATP�PK�PDA�O=IA
OQ>FA?PO��PDA�NAOQHPO�SEHH�?KIA
KQP�PDA�O=IA�PEIA�=J@�PEIA
=C=EJ�

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

����0Q=HEP=PERA�=J@�0Q=JPEP=PERA�1AOA=N?D ���



8.3 Feedback as an Opportunity

LEARNING OBJECTIVE
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NA=@ANO�

��� "KIIQJE?=PAO�OUIL=PDU�=J@
AIL=PDU�BKN�PDA�OKQN?A�KB�PDA
IAOO=CA�

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

����%AA@>=?G�=O�=J�.LLKNPQJEPU ���



KEY TAKEAWAY

%AA@>=?G�I=U�>A�AR=HQ=PERA��EJPANLNAPERA��OQLLKNPERA��LNK>EJC��KN
QJ@ANOP=J@EJC��=J@�EP�EO�=HS=UO�=J�KLLKNPQJEPU�BKN�CNKSPD�

EXERCISES

�� 2AHA?P�=�LEA?A�KB�SNEPEJC�OQ?D�=O�=J�=NPE?HA�BNKI�=�6A>�OEPA��JASOL=LAN�
KN�I=C=VEJA��6NEPA�=P�HA=OP�KJA�OAJPAJ?A�KB�BAA@>=?G�EJ�A=?D�KB�PDA�BERA
PULAO�@AO?NE>A@�EJ�PDEO�OA?PEKJ��#K�UKQ�BEJ@�KJA�PULA�KB�BAA@>=?G�A=OEAN
PK�CERA�PD=J�=JKPDAN��(B�UKQ�SANA�PDA�=QPDKN��DKS�SKQH@�UKQ�BAAH
NA?AEREJC�PDEO�BAA@>=?G��#EO?QOO�UKQN�PDKQCDPO�SEPD�UKQN�?H=OOI=PAO�

�� 1AREAS�=�6A>�OEPA��=NPE?HA��KN�OEIEH=N�LNAOAJP=PEKJ�KB�EJBKNI=PEKJ��%K?QO
KJ�OPNAJCPDO�=J@�SA=GJAOOAO�BNKI�UKQN�LAN?ALPEKJ�=J@�SNEPA�=�>NEAB
=J=HUOEO�=J@�NAREAS��/HA=OA�LKOP�UKQN�NAOQHPO�=J@�?KIL=NA�SEPD
?H=OOI=PAO�

�� %EJ@�=�>HKC�KN�KJHEJA�=NPE?HA�SEPD�?KIIAJPO�LKOPA@�=BPAN�PDA�@K?QIAJP�
"DKKOA�KJA�AT=ILHA�KB�BAA@>=?G�BNKI�PDA�?KIIAJPO�=J@�OD=NA�EP�SEPD
UKQN�?H=OOI=PAO��-KPA�=JU�PNAJ@O�KN�PDAIAO�PD=P�LNAOAJP�PDAIOAHRAO�=O
UKQ�ATLHKNA�PDA�?KIIAJPO�

�� "NA=PA�=�>HKC�=J@�LKOP�=J�KLEJEKJ�KN�A@EPKNE=H�=NPE?HA��6D=P�GEJ@O�KB
BAA@>=?G�@K�UKQ�CAP�BNKI�UKQN�NA=@ANO��"KIL=NA�=J@�?KJPN=OP�UKQN
ATLANEAJ?AO�SEPD�PDKOA�KB�UKQN�?H=OOI=PAO�

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

����%AA@>=?G�=O�=J�.LLKNPQJEPU ���



8.4 Additional Resources

.JHEJA�6NEPEJC�+=>KN=PKNU�	.6+
�=P�/QN@QA�D=O�=�?KILNADAJOERA�CQE@A�PK�PDA
SNEPEJC�LNK?AOO�DPPL���KSH�AJCHEOD�LQN@QA�A@Q

3DA�JASOHAPPANManaging Work RelationsKBBANO�=J�=NPE?HA�KJ�PDA�CN=LAREJA�=J@
SKNGLH=?A�CKOOEL�DPPL���SSS�SKNGNAH=PEKJODELO�?KI�OEPA�JASOHAPPAN�EOOQA��DPI

5EOEP�PDEO� >KQP�?KI�L=CA�BKN�=J�EJBKNI=PERA�=NPE?HA�BKN�I=J=CANO�KJ�DKS�PK�@AHERAN
BAA@>=?G�PK�OQ>KN@EJ=PAO�DPPL���DQI=JNAOKQN?AO�=>KQP�?KI�?O�?KIIQJE?=PEKJ�
DP�%AA@>=?GEIL=?P�DPI

1A=@�=J�EJOLENEJC�OPKNU�=>KQP�BAA@>=?G�KJ�PDEO�'AHEQI�?KI�L=CA�
DPPL���SSS�DAHEQI�?KI�EPAIO��������?KIIQJE?=PEKJOGEHHOLNKRE@EJCBAA@>=?G
PD=PD=O=JEIL=?P

1A=@�IKNA�=>KQP�DKS�PK�=??ALP�=J@�>AJABEP�BNKI�BAA@>=?G�EJ�PDEO�AVEJA�=NPE?HA�
DPPL���AVEJA=NPE?HAO�?KI��6KNGLH=?A"KIIQJE?=PEKJ ??ALPEJC
%AA@>=?G�E@��������

2PQ@U�&QE@AO�=J@�2PN=PACEAO�LNAOAJPO�=J�=NPE?HA�KJ�DKS�PK�>AJABEP�BNKI�BAA@>=?G
SDAJ�SKNGEJC�SEPD�=�PQPKN�DPPL���SSS�OPQ@UCO�JAP�BAA@>=?G�DPI

 HH!QOEJAOO�LNAOAJPO�=J�=NPE?HA�KJ�PDA�BERA�I=EJ�IAPDK@O�KB�I=NGAP�NAOA=N?D�
DPPL���SSS�=HH>QOEJAOO�?KI�I=NGAPEJC�I=NGAPNAOA=N?D�������DPIH

%NAA�,=J=CAIAJP�+E>N=NU�LNAOAJPO�=J�EJ@ALPD�=NPE?HA�KJ�I=NGAP�NAOA=N?D�
DPPL���I=J=CAIAJPDAHL�KNC�INGPJC�IG<NON?D�IG<NON?D�DPI

$TLHKNA�PDA�DKIA�L=CA�KB�2QNRAU,KJGAU�=J@�HA=NJ�=>KQP�OKIA�KB�PDA�@A?EOEKJO�PD=P
JAA@�PK�>A�I=@A�EJ�PDA�LNK?AOO�KB�@AOECJEJC�=�OQNRAU�
DPPL���SSS�OQNRAUIKJGAU�?KI

1A=@�=J�=NPE?HA�KJ�DKS�PK�KNC=JEVA�=�BK?QO�CNKQL�>U�"=NPAN�,?-=I=N=��,! ��/D#�
DPPL���I=J=CAIAJPDAHL�KNC�AR=HQ=PJ�BK?QOCNL�DPI

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

���

http://owl.english.purdue.edu
http://www.workrelationships.com/site/newsletter/issue1.htm
http://humanresources.about.com/cs/communication/ht/Feedbackimpact.htm
http://humanresources.about.com/cs/communication/ht/Feedbackimpact.htm
http://www.helium.com/items/1231747-communication-skills-providing-feedback-that-has-an-impact
http://www.helium.com/items/1231747-communication-skills-providing-feedback-that-has-an-impact
http://ezinearticles.com/?Workplace-Communication---Accepting-Feedback&id=2147532
http://ezinearticles.com/?Workplace-Communication---Accepting-Feedback&id=2147532
http://www.studygs.net/feedback.htm
http://www.allbusiness.com/marketing/market-research/1287-1.html
http://managementhelp.org/mrktng/mk_rsrch/mk_rsrch.htm
http://www.surveymonkey.com
http://managementhelp.org/evaluatn/focusgrp.htm


6NEPANO�KBPAJ�NA?AERA�BAA@>=?G�>U�D=REJC�PDAEN�@K?QIAJPO�A@EPA@��1A=@�=>KQP�SD=P
=J�A@EPKN�@KAO�KJ�PDA�DKIA�L=CA�KB�*.*�$@EP�DPPL���SSS�GKGA@EP�?KI

"D=JCEJC,EJ@O�KNC�@EO?QOOAO�1KCANOgO�BERA�BAA@>=?G�PULAO�SEPD�AT=ILHAO�
DPPL���?D=JCEJCIEJ@O�KNC�PA?DJEMQAO�?KJRANO=PEKJ�NABHA?PEJC�
NKCANO<BAA@>=?G�DPI

"D=LPAN���%AA@>=?G�EJ�PDA�6NEPEJC�/NK?AOO

���� @@EPEKJ=H�1AOKQN?AO ���

http://www.kokedit.com
http://changingminds.org/techniques/conversation/reflecting/rogers_feedback.htm
http://changingminds.org/techniques/conversation/reflecting/rogers_feedback.htm


Chapter 9

Business Writing in Action

(B�UKQ�?=HH�B=EHQNAO�ATLANEIAJPO��UKQ�?=J�LQP�PDAI�EJ�UKQN�NYOQIY�=J@�?H=EI�PDAI�=O
=?DEARAIAJPO�

 ,=OKJ�"KKHAU

5KHQJPAANcJKP�OK�UKQ�?=J�>QEH@�UKQN�NYOQIY��>QP�OK�UKQ�?=J�>QEH@�UKQNOAHB�

  QPDKN�4JGJKSJ

Getting Started

INTRODUCTORY EXERCISES

�� 1AREAS�PDA�@EBBANAJP�GEJ@O�KB�?KIIKJ�>QOEJAOO�?KIIQJE?=PEKJ�SNEPEJC
?KRANA@�>U�PDA�I=EJ�DA=@EJCO�EJ�PDEO�?D=LPAN��,=GA�=�JKPA�KB�SDE?D
GEJ@O�KB�@K?QIAJPO�UKQ�D=RA�LNK@Q?A@�EJ�PDA�L=OP�=J@�SDE?D�UKQ�D=RA
JKP��%KN�AT=ILHA��D=RA�UKQ�SNEPPAJ�I=JU�IAIKO�>QP�JKP�=�>QOEJAOO
NALKNP��2D=NA�=J@�?KIL=NA�SEPD�?H=OOI=PAO�

�� "KJ@Q?P�=J�KJHEJA�OA=N?D�BKN�FK>�@AO?NELPEKJO�=OOK?E=PA@�SEPD�UKQN
?DKOAJ�?=NAAN�=J@�PDEJG�=>KQP�SD=P�P=OGO�=NA�=??KILHEODA@�EJ�=�PULE?=H
@=U�KN�SAAG��(B�LKOOE>HA��=HOK�P=HG�PK�OKIAKJA�SDK�EO�AILHKUA@�EJ�PD=P
?=NAAN��-KPA�PDA�GEJ@O�KB�SNEPEJC�OGEHHO�PD=P�=NA�EJRKHRA@�EJ�?=NNUEJC�KQP
FK>�@QPEAO�KN�P=OGO��2D=NA�UKQN�NAOQHPO�SEPD�PDA�?H=OO�

!QOEJAOO�?KIIQJE?=PEKJ�EJ�SNEPPAJ�BKNI�NAMQENAO�OGEHH�=J@�ATLANPEOA��%NKI�PATP
IAOO=CAO�PK�NALKNPO��DKS�UKQ�NALNAOAJP�UKQNOAHB�SEPD�PDA�SNEPPAJ�SKN@�?KQJPO�
6NEPEJC�EJ�=J�KJHEJA�AJRENKJIAJP�NAMQENAO�P=?P�=J@�OGEHH��=J@�=J�=S=NAJAOO�PD=P
SD=P�UKQ�SNEPA�I=U�>A�PDANA�BKNARAN��%NKI�IAIKO�PK�HAPPANO��BNKI�>QOEJAOO
LNKLKO=HO�PK�LNAOO�NAHA=OAO��UKQN�SNEPPAJ�>QOEJAOO�?KIIQJE?=PEKJ�NALNAOAJPO�UKQ
=J@�UKQN�?KIL=JU��UKQN�CK=H�EO�PK�I=GA�EP�?HA=N��?KJ?EOA��=J@�LNKBAOOEKJ=H�

���



9.1 Text, E-mail, and Netiquette

LEARNING OBJECTIVES

�� #EO?QOO�PDA�NKHA�KB�PATP�IAOO=CEJC�EJ�>QOEJAOO�?KIIQJE?=PEKJ�
�� 6NEPA�ABBA?PERA�AI=EHO�BKN�>KPD�EJPANJ=H�=J@�ATPANJ=H�?KIIQJE?=PEKJ�
�� #AIKJOPN=PA�PDA�=LLNKLNE=PA�QOA�KB�JAPEMQAPPA�

3ATP�IAOO=CAO�=J@�AI=EHO�=NA�L=NP�KB�KQN�?KIIQJE?=PEKJ�H=J@O?=LA��=J@�OGEHHA@
>QOEJAOO�?KIIQJE?=PKNO�?KJOE@AN�PDAI�=�R=HQ=>HA�PKKH�PK�?KJJA?P�Netiquette �

NABANO�PK�APEMQAPPA��KN�LNKPK?KHO�=J@�JKNIO�BKN�?KIIQJE?=PEKJ��KJ�PDA�(JPANJAP�

Texting

6D=PARAN�@ECEP=H�@ARE?A�UKQ�QOA��SNEPPAJ�?KIIQJE?=PEKJ�EJ�PDA�BKNI�KB�>NEAB
IAOO=CAO��KNtexting � ��D=O�>A?KIA�=�?KIIKJ�S=U�PK�?KJJA?P��(P�EO�QOABQH�BKN�ODKNP
AT?D=JCAO��=J@�EO�=�?KJRAJEAJP�S=U�PK�OP=U�?KJJA?PA@�SEPD�KPDANO�SDAJ�P=HGEJC�KJ
PDA�LDKJA�SKQH@�>A�?QI>ANOKIA��3ATPEJC�EO�JKP�QOABQH�BKN�HKJC�KN�?KILHE?=PA@
IAOO=CAO��=J@�?=NABQH�?KJOE@AN=PEKJ�ODKQH@�>A�CERAJ�PK�PDA�=Q@EAJ?A�

(P�EO�KBPAJ�O=E@�PD=P�UKQ�?=J�PAHH�DKS�KH@�OKIAKJA�EO�>U�DKS�DA�KN�ODA�EJLQPO�=�LDKJA
JQI>AN�KJ�=�?AHH�LDKJA��(B�PDA�LANOKJ�QOAO�DEO�KN�DAN�PDQI>�SDEHA�DKH@EJC�PDA
@ECEP=H�@ARE?A��PD=P�LANOKJ�I=U�D=RA�>AAJ�N=EOA@�KJ�RE@AK�C=IAO�=J@�>A�=@ALP�=P
KJAD=J@A@�EJPANB=?AO��(B�DA�DKH@O�PDA�@ECEP=H�@ARE?A�SEPD�KJA�D=J@�=J@�EJLQPO�PDA
JQI>AN�SEPD�PDA�KPDAN��DA�I=U�>A�KRAN�PDENPU��KN�I=U�>A�HAOO�?KIBKNP=>HA�SEPD
OKIA�PA?DJKHKCE?=H�@ARE?AO��.B�?KQNOA��PDANA�EO�JK�=?PQ=H�?KNNAH=PEKJ�>APSAAJ�EJLQP
=J@�=CA��>QP�EP�EO�=�QOABQH�AT=ILHA�PK�QOA�SDAJ�?KJOE@ANEJC�SDK�UKQN�=Q@EAJ?A�EO
SDAJ�SNEPEJC�=�PATP�IAOO=CA��(B�PDA�LANOKJ�EO�=�KJAD=J@AN��=J@�GJKSO�=HH�PDA
=>>NARE=PEKJO�?KIIKJ�PK�PATPEJC��UKQ�I=U�>A�=>HA�PK�QOA�OEIEH=N�?K@AO�PK
?KIIQJE?=PA�ABBA?PERAHU��(B�PDA�LANOKJ�EO�=�PSKD=J@AN��UKQ�=NA�>APPAN�KBB�QOEJC
BASAN�SKN@O�=J@�OLAHHEJC�PDAI�KQP��3ATPEJC�?=J�>A�=�CNA=P�PKKH�BKN�?KJJA?PEJC�SDEHA
KJ�PDA�CK��>QP�?KJOE@AN�UKQN�=Q@EAJ?A�=J@�UKQN�?KIL=JU��=J@�?DKKOA�SKN@O��PANIO�
KN�=>>NARE=PEKJO�PD=P�SEHH�@AHERAN�UKQN�IAOO=CA�

Tips for Effective Business Texting

_ *JKS�UKQN�NA?ELEAJP��d����@O?Pe�I=U�>A�=J�QJ@ANOP=J@=>HA�S=U�PK�=OG�=
?HKOA�=OOK?E=PA�SD=P�PDA�LNKLAN�@EO?KQJP�EO�PK�KBBAN�=�?ANP=EJ�?QOPKIAN�

�� $PEMQAPPA��KN�LNKPK?KHO�=J@
JKNIO�BKN�?KIIQJE?=PEKJ��KJ
PDA�(JPANJAP�

�� 6NEPPAJ�?KIIQJE?=PEKJ�EJ�PDA
BKNI�KB�>NEAB�IAOO=CAO�QOEJC�=
@ECEP=H�@ARE?A�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���



>QP�EB�UKQ�=NA�SNEPEJC�=�PATP�PK�UKQN�>KOO��EP�IECDP�>A�SEOAN�PK�SNEPA�
dSD=P���@EO?KQJP�@KAO�,QNN=U�CAP�KJ���*�KN@AN�e

_  JPE?EL=PA�QJEJPAJPEKJ=H�IEOEJPANLNAP=PEKJ��3ATPEJC�KBPAJ�QOAO�OUI>KHO
=J@�?K@AO�PK�NALNAOAJP�PDKQCDPO��E@A=O��=J@�AIKPEKJO��&ERAJ�PDA
?KILHATEPU�KB�?KIIQJE?=PEKJ��=J@�PDA�QOABQH�>QP�HEIEPA@�PKKH�KB
PATPEJC��>A�=S=NA�KB�EPO�HEIEP=PEKJ�=J@�LNARAJP�IEOEJPANLNAP=PEKJ�SEPD
>NEAB�IAOO=CAO�

_ "KJP=?PEJC�OKIAKJA�PKK�BNAMQAJPHU�?=J�>KN@AN�KJ�D=N=OOIAJP��3ATPEJC
EO�=�PKKH��4OA�EP�SDAJ�=LLNKLNE=PA�>QP�@KJgP�=>QOA�EP�

_ 4JLHQC�UKQNOAHB�KJ?A�EJ�=SDEHA��#K�UKQ�BAAH�?KJOP=JPHU�?KJJA?PA@��#K
UKQ�BAAH�HKOP�KN�dKQP�KB�EPe�EB�UKQ�@KJgP�D=RA�UKQN�?AHH�LDKJA�=J@�?=JJKP
?KJJA?P�PK�LAKLHA��ARAJ�BKN�BEBPAAJ�IEJQPAO��2KIAPEIAO�>AEJC
QJ=R=EH=>HA�BKN�=�PEIA�?=J�>A�DA=HPDUcARANUPDEJC�EJ�IK@AN=PEKJ�
EJ?HQ@EJC�PATPEJC�

_ #KJgP�PATP�=J@�@NERA��1AOA=N?D�ODKSO�PD=P�PDA�HEGAHEDKK@�KB�=J�=??E@AJP
EJ?NA=OAO�@N=I=PE?=HHU�EB�PDA�@NERAN�EO�PATPEJC�>ADEJ@�PDA
SDAAH�'KQOPKJ�"DNKJE?HA��	������2ALPAI>AN���
��#A=@HU�@EOPN=?PEKJ�
3ATPEJC�SDEHA�@NEREJC��PSE?A�=O�NEOGU�=O�@NQJG�@NEREJC��ODKQH@�>A
>=JJA@�Houston Chronicle	��23 1�1�.��A@�
��L��!���1APNEARA@�BNKI
DPPL���SSS�?DNKJ�?KI�"# �=N?DERAO�=N?DERA�ILH�E@�����<�������
!AEJC�EJ�=J�=??E@AJP�SDEHA�?KJ@Q?PEJC�?KIL=JU�>QOEJAOO�SKQH@�NABHA?P
LKKNHU�KJ�UKQN�FQ@CIAJP�=O�SAHH�=O�KJ�UKQN�AILHKUAN�

E-mail

$HA?PNKJE?�I=EH��QOQ=HHU�?=HHA@e-mail � ��EO�MQEPA�B=IEHE=N�PK�IKOP�OPQ@AJPO�=J@
SKNGANO��(P�I=U�>A�QOA@�HEGA�PATP��KN�OUJ?DNKJKQO�?D=P��=J@�EP�?=J�>A�@AHERANA@�PK�=
?AHH�LDKJA��(J�>QOEJAOO��EP�D=O�H=NCAHU�NALH=?A@�LNEJP�D=N@�?KLU�HAPPANO�BKN�ATPANJ=H
	KQPOE@A�PDA�?KIL=JU
�?KNNAOLKJ@AJ?A��=O�SAHH�=O�P=GEJC�PDA�LH=?A�KB�IAIKO�BKN
EJPANJ=H�	SEPDEJ�PDA�?KIL=JU
�?KIIQJE?=PEKJ�&QBBAU��,��	����
� Essentials of
business communication	�PD�A@�
��,=OKJ��.'��3DKIOKJ�6=@OSKNPD�$I=EH�?=J�>A
RANU�QOABQH�BKN�IAOO=CAO�PD=P�D=RA�OHECDPHU�IKNA�?KJPAJP�PD=J�=�PATP�IAOO=CA��>QP�EP
EO�OPEHH�>AOP�QOA@�BKN�B=ENHU�>NEAB�IAOO=CAO�

,=JU�>QOEJAOOAO�QOA�=QPKI=PA@�AI=EHO�PK�=?GJKSHA@CA�?KIIQJE?=PEKJO�BNKI�PDA
LQ>HE?��KN�PK�NAIEJ@�=OOK?E=PAO�PD=P�LANEK@E?�NALKNPO�KN�L=UIAJPO�=NA�@QA��8KQ�I=U
=HOK�>A�=OOECJA@�PK�dLKLQH=PAe�=�BKNI�AI=EH�EJ�SDE?D�OP=J@=N@�L=N=CN=LDO�=NA�QOA@
>QP�UKQ�?DKKOA�BNKI�=�IAJQ�KB�OAJPAJ?AO�PK�I=GA�PDA�SKN@EJC�OQEP=>HA�BKN�=
L=NPE?QH=N�PN=JO=?PEKJ�

$I=EHO�I=U�>A�EJBKNI=H�EJ�LANOKJ=H�?KJPATPO��>QP�>QOEJAOO�?KIIQJE?=PEKJ�NAMQENAO
=PPAJPEKJ�PK�@AP=EH��=S=NAJAOO�PD=P�UKQN�AI=EH�NABHA?PO�UKQ�=J@�UKQN�?KIL=JU��=J@
=�LNKBAOOEKJ=H�PKJA�OK�PD=P�EP�I=U�>A�BKNS=N@A@�PK�=JU�PDEN@�L=NPU�EB�JAA@A@��$I=EH�� $HA?PNKJE?�I=EH�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����3ATP��$I=EH��=J@�-APEMQAPPA ���

http://www.chron.com/CDA/archives/archive.mpl?id=2009_4791006


KBPAJ�OANRAO�PK�AT?D=JCA�EJBKNI=PEKJ�SEPDEJ�KNC=JEV=PEKJO�� HPDKQCD�AI=EH�I=U
D=RA�=J�EJBKNI=H�BAAH��NAIAI>AN�PD=P�SDAJ�QOA@�BKN�>QOEJAOO��EP�JAA@O�PK�?KJRAU
LNKBAOOEKJ=HEOI�=J@�NAOLA?P��-ARAN�SNEPA�KN�OAJ@�=JUPDEJC�PD=P�UKQ�SKQH@JgP�S=JP
NA=@�EJ�LQ>HE?�KN�EJ�BNKJP�KB�UKQN�?KIL=JU�LNAOE@AJP�

Tips for Effective Business E-mails

_ /NKLAN�O=HQP=PEKJO�ODKQH@�@AIKJOPN=PA�NAOLA?P�=J@�=RKE@�IETQLO�EJ
?=OA�=�IAOO=CA�EO�=??E@AJP=HHU�OAJP�PK�PDA�SNKJC�NA?ELEAJP��%KN
AT=ILHA��QOA�=�O=HQP=PEKJ�HEGA�d#A=N�,O��7e�	ATPANJ=H
�KN�d'E�!=NNUe
	EJPANJ=H
�

_ 2Q>FA?P�HEJAO�ODKQH@�>A�?HA=N��>NEAB��=J@�OLA?EBE?��3DEO�DAHLO�PDA
NA?ELEAJP�QJ@ANOP=J@�PDA�AOOAJ?A�KB�PDA�IAOO=CA��%KN�AT=ILHA�
d/NKLKO=H�=PP=?DA@e�KN�d8KQN�MQAOPEKJ�KB�������e

_ "HKOA�SEPD�=�OECJ=PQNA��(@AJPEBU�UKQNOAHB�>U�?NA=PEJC�=�OECJ=PQNA�>HK?G
PD=P�=QPKI=PE?=HHU�?KJP=EJO�UKQN�J=IA�=J@�>QOEJAOO�?KJP=?P
EJBKNI=PEKJ�

_  RKE@�=>>NARE=PEKJO�� J�AI=EH�EO�JKP�=�PATP�IAOO=CA��=J@�PDA�=Q@EAJ?A
I=U�JKP�BEJ@�UKQN�SEP�?=QOA�PK�1.3%+.+�	NKHH�KJ�PDA�BHKKN�H=QCDEJC�KQP
HKQ@
�

_ !A�>NEAB��.IEP�QJJA?AOO=NU�SKN@O�
_ 4OA�=�CKK@�BKNI=P��(J?HQ@A�HEJA�>NA=GO�>APSAAJ�OAJPAJ?AO�KN�@ERE@A

UKQN�IAOO=CA�EJPK�>NEAB�L=N=CN=LDO�BKN�A=OA�KB�NA=@EJC�� �CKK@�AI=EH
ODKQH@�CAP�PK�PDA�LKEJP�=J@�?KJ?HQ@A�EJ�PDNAA�OI=HH�L=N=CN=LDO�KN�HAOO�

_ 1ANA=@��NAREOA��=J@�NAREAS��"=P?D�=J@�?KNNA?P�OLAHHEJC�=J@�CN=II=N
IEOP=GAO�>ABKNA�UKQ�LNAOO�dOAJ@�e�(P�SEHH�P=GA�IKNA�PEIA�=J@�ABBKNP�PK
QJ@K�PDA�LNK>HAIO�?=QOA@�>U�=�D=OPU��LKKNHU�SNEPPAJ�AI=EH�PD=J�PK�CAP
EP�NECDP�PDA�BENOP�PEIA�

_ 1ALHU�LNKILPHU��6=P?D�KQP�BKN�=J�AIKPEKJ=H�NAOLKJOAcJARAN�NALHU�EJ
=JCANc>QP�I=GA�=�D=>EP�KB�NALHUEJC�PK�=HH�AI=EHO�SEPDEJ�PSAJPUBKQN
DKQNO��ARAJ�EB�KJHU�PK�O=U�PD=P�UKQ�SEHH�LNKRE@A�PDA�NAMQAOPA@
EJBKNI=PEKJ�EJ�BKNPUAECDP�KN�OARAJPUPSK�DKQNO�

_ 4OA�d1ALHU� HHe�OL=NEJCHU��#K�JKP�OAJ@�UKQN�NALHU�PK�ARANUKJA�SDK
NA?AERA@�PDA�EJEPE=H�AI=EH�QJHAOO�UKQN�IAOO=CA�=>OKHQPAHU�JAA@O�PK�>A
NA=@�>U�PDA�AJPENA�CNKQL�

_  RKE@�QOEJC�=HH�?=LO��"=LEP=H�HAPPANO�=NA�QOA@�KJ�PDA�(JPANJAP�PK
?KIIQJE?=PA�AILD=PE?�AIKPEKJ�KN�UAHHEJC�=J@�=NA�?KJOE@ANA@�NQ@A�

_ 3AOP�HEJGO��(B�UKQ�EJ?HQ@A�=�HEJG��PAOP�EP�PK�I=GA�OQNA�EP�EO�?KILHAPA�
_ $I=EH�=DA=@�KB�PEIA�EB�UKQ�=NA�CKEJC�PK�=PP=?D�H=NCA�BEHAO�	=Q@EK�=J@

REOQ=H�BEHAO�=NA�KBPAJ�MQEPA�H=NCA
�PK�LNARAJP�AT?AA@EJC�PDA�NA?ELEAJPgO
I=EH>KT�HEIEP�KN�PNECCANEJC�PDA�OL=I�BEHPAN�

_ &ERA�BAA@>=?G�KN�BKHHKS�QL��(B�UKQ�@KJgP�CAP�=�NAOLKJOA�EJ�PSAJPUBKQN
DKQNO��AI=EH�KN�?=HH��2L=I�BEHPANO�I=U�D=RA�EJPAN?ALPA@�UKQN�IAOO=CA�
OK�UKQN�NA?ELEAJP�I=U�JARAN�D=RA�NA?AERA@�EP�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����3ATP��$I=EH��=J@�-APEMQAPPA ���



+APgO�HKKG�=P�PSK�AT=ILHAO�KB�>QOEJAOO�AI=EH��(J%ECQNA������SA�D=RA�=J�AI=EH�BKNI�
(J %ECQNA������SA�D=RA�=�HAPPAN�SNEPPAJ�OLA?EBE?=HHU�BKN�PDA�OEPQ=PEKJ�=J@�=Q@EAJ?A�

Figure 9.1

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����3ATP��$I=EH��=J@�-APEMQAPPA ���



Figure 9.2

Netiquette

6A�?NA=PA�LANOKJ=H�L=CAO��LKOP�IAOO=CAO��=J@�EJPAN=?P�RE=�IA@E=PA@�PA?DJKHKCEAO�=O
=�JKNI=H�L=NP�KB�KQN�?=NAANO��>QP�DKS�SA�?KJ@Q?P�KQNOAHRAO�?=J�HA=RA�=�H=OPEJC
EI=CA��HEPAN=HHU��3DA�LDKPKCN=LD�UKQ�LKOPA@�KJ�UKQN�,U2L=?A�L=CA�I=U�D=RA�>AAJ
OAAJ�>U�UKQN�LKPAJPE=H�AILHKUAN��KN�PD=P�J=OPU�NAI=NG�EJ�=�LKOP�I=U�?KIA�>=?G�PK
D=QJP�UKQ�H=PAN��2KIA�BEBPAAJ�UA=NO�=CK��SDAJ�PDA�(JPANJAP�S=O�=�JAS�LDAJKIAJKJ�
5ENCEJE=�2DA=�H=E@�KQP�=�OANEAO�KB�CNKQJ@�NQHAO�BKN�?KIIQJE?=PEKJ�KJHEJA�PD=P
?KJPEJQA�PK�OANRA�QO�PK@=U�

Virginia SheaÕs Rules of Netiquette

_ 1AIAI>AN�PDA�DQI=J�KJ�PDA�KPDAN�OE@A�KB�PDA�AHA?PNKJE?
?KIIQJE?=PEKJ�

_  @DANA�PK�PDA�O=IA�OP=J@=N@O�KB�>AD=REKN�KJHEJA�PD=P�UKQ�BKHHKS�EJ�NA=H
HEBA�

_ *JKS�SDANA�UKQ�=NA�EJ�?U>ANOL=?A�
_ 1AOLA?P�KPDAN�LAKLHAgO�PEIA�=J@�>=J@SE@PD�
_ ,=GA�UKQNOAHB�HKKG�CKK@�KJHEJA�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����3ATP��$I=EH��=J@�-APEMQAPPA ���



_ 2D=NA�ATLANP�GJKSHA@CA�
_ *AAL�BH=IA�S=NO�QJ@AN�?KJPNKH�
_ 1AOLA?P�KPDAN�LAKLHAgO�LNER=?U�
_ #KJgP�=>QOA�UKQN�LKSAN�
_ !A�BKNCEREJC�KB�KPDAN�LAKLHAgO�IEOP=GAO�2DA=��5��	����
� Netiquette��2=J

%N=J?EO?K��" �� H>EKJ�!KKGO�

'AN�NQHAO�OLA=G�BKN�PDAIOAHRAO�=J@�NAIEJ@�QO�PD=P�PDA�CKH@AJ�NQHA�	PNA=P�KPDANO�=O
UKQ�SKQH@�HEGA�PK�>A�PNA=PA@
�EO�NAHAR=JP�SDANARAN�PDANA�EO�DQI=J�EJPAN=?PEKJ�

KEY TAKEAWAYS

_  �PATP�IAOO=CA�EO�=�>NEAB�SNEPPAJ�IAOO=CA�OAJP�=J@�NA?AERA@�QOEJC�=
@ECEP=H�@ARE?A��(P�EO�QOABQH�BKN�EJBKNI=H��>NEAB��PEIAOAJOEPERA
?KIIQJE?=PEKJ�

_ $I=EH�EO�QOABQH�BKN�>KPD�EJPANJ=H�=J@�ATPANJ=H�>QOEJAOO�?KIIQJE?=PEKJO�
3DA�?KJPAJP�=J@�BKNI=PPEJC�KB�=J�AI=EH�IAOO=CA�ODKQH@�NABHA?P
LNKBAOOEKJ=HEOI�=J@�BKHHKS�PDA�NQHAO�KB�JAPEMQAPPA�

_ 2K?E=H�?QOPKIO�PD=P�ATEOP�EJ�PN=@EPEKJ=H��HERA��DQI=J�EJPAN=?PEKJ�=HOK
EJBHQAJ?A�PDA�NQHAO�=J@�?QOPKIO�>U�SDE?D�SA�EJPAN=?P�SEPD�A=?D�KPDAN�EJ
PDA�KJHEJA�AJRENKJIAJP�

EXERCISES

�� 6NEPA�=�PATP�IAOO=CA�EJ�UKQN�JKNI=H�QOA�KB�H=JCQ=CA��(P�ODKQH@�QOA�=HH
UKQN�JKNI=H�=>>NARE=PEKJO�	A�C���%6(6��(,'.��+.+
��ARAJ�EB�JKP�ARANUKJA
QJ@ANOP=J@O�PDAI�

�� %EJ@�=J�AT=ILHA�KB�=J�AI=EH�PD=P�UKQ�SEOD�UKQ�D=@�JARAN�OAJP�KN
NA?AERA@��1ASNEPA�EP�PK�AHEIEJ=PA�PDA�?D=N=?PANEOPE?O�PD=P�UKQ�BEJ@
LNK>HAI=PE?��2D=NA�EP�SEPD�UKQN�?H=OOI=PAO�

�� "DKKOA�=P�HA=OP�PDNAA�AI=EHO�UKQ�D=RA�OAJP�KN�NA?AERA@�PD=P�=NA�CKK@
AT=ILHAO�KB�>QOEJAOO�?KIIQJE?=PEKJ��6D=P�I=GAO�PDAI�CKK@
AT=ILHAO��"KQH@�PDAU�>A�EILNKRA@�EJ�=JU�S=U��2D=NA�UKQN�OQCCAOPEKJO
SEPD�?H=OOI=PAO�

�� 6DAJ�EO�AI=EH�EJ=LLNKLNE=PA��6DU�
�� %EJ@�=�dBH=IA�S=N�e�KN�DA=PA@�@EO?QOOEKJ�EJ�=J�KJHEJA�BKNQI�=J@�JKPA

DKS�EP�EO�D=J@HA@��"KIL=NA�PDA�NAOQHPO�SEPD�UKQN�?H=OOI=PAO�
�� (J�UKQN�ATLANEAJ?A��DKS�@K�LAKLHA�>AD=RA�SDAJ�PDAU�EJPAN=?P�KJHEJA�

2D=NA�UKQN�K>OANR=PEKJO�SEPD�UKQN�?H=OOI=PAO�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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9.2 Memorandums and Letters

LEARNING OBJECTIVES

�� #EO?QOO�PDA�LQNLKOA�=J@�BKNI=P�KB�=�IAIK�
�� 4J@ANOP=J@�ABBA?PERA�OPN=PACEAO�BKN�>QOEJAOO�IAIKO�
�� #AO?NE>A�PDA�BEBPAAJ�L=NPO�KB�=�OP=J@=N@�>QOEJAOO�HAPPAN�
��  ??AOO�O=ILHA�>QOEJAOO�HAPPANO�=J@�SNEPA�=�O=ILHA�>QOEJAOO�HAPPAN�

Memos

 memo� 	KN�IAIKN=J@QI��IA=JEJC�dNAIEJ@ANe
�EO�JKNI=HHU�QOA@�BKN
?KIIQJE?=PEJC�LKHE?EAO��LNK?A@QNAO��KN�NAH=PA@�KBBE?E=H�>QOEJAOO�SEPDEJ�=J
KNC=JEV=PEKJ��(P�EO�KBPAJ�SNEPPAJ�BNKI�=�KJAPK=HH�LANOLA?PERA�	HEGA�I=OO
?KIIQJE?=PEKJ
��>NK=@?=OPEJC�=�IAOO=CA�PK�=J�=Q@EAJ?A��N=PDAN�PD=J�=�KJAKJKJA�
EJPANLANOKJ=H�?KIIQJE?=PEKJ��(P�I=U�=HOK�>A�QOA@�PK�QL@=PA�=�PA=I�KJ�=?PEREPEAO�BKN
=�CERAJ�LNKFA?P��KN�PK�EJBKNI�=�OLA?EBE?�CNKQL�SEPDEJ�=�?KIL=JU�KB�=J�ARAJP��=?PEKJ�
KN�K>OANR=J?A�

Memo Purpose

 �IAIKgO�LQNLKOA�EO�KBPAJ�PK�EJBKNI��>QP�EP�K??=OEKJ=HHU�EJ?HQ@AO�=J�AHAIAJP�KB
LANOQ=OEKJ�KN�=�?=HH�PK�=?PEKJ�� HH�KNC=JEV=PEKJO�D=RA�EJBKNI=H�=J@�BKNI=H
?KIIQJE?=PEKJ�JAPSKNGO��3DA�QJKBBE?E=H��EJBKNI=H�?KIIQJE?=PEKJ�JAPSKNG�SEPDEJ
=J�KNC=JEV=PEKJ�EO�KBPAJ�?=HHA@�PDAgrapevine � ��=J@�EP�EO�KBPAJ�?D=N=?PANEVA@�>U
NQIKN��CKOOEL��=J@�EJJQAJ@K��.J�PDA�CN=LAREJA��KJA�LANOKJ�I=U�DA=N�PD=P�OKIAKJA
AHOA�EO�CKEJC�PK�>A�H=E@�KBB�=J@�OP=NP�L=OOEJC�PDA�JASO�=NKQJ@��1QIKNO�?D=JCA�=J@
PN=JOBKNI�=O�PDAU�=NA�L=OOA@�BNKI�LANOKJ�PK�LANOKJ��=J@�>ABKNA�UKQ�GJKS�EP��PDA
SKN@�EO�PD=P�PDAU�=NA�ODQPPEJC�@KSJ�UKQN�AJPENA�@AL=NPIAJP�

.JA�ABBA?PERA�S=U�PK�=@@NAOO�EJBKNI=H��QJKBBE?E=H�OLA?QH=PEKJ�EO�PK�OLAHH�KQP�?HA=NHU
BKN�=HH�AILHKUAAO�SD=P�EO�CKEJC�KJ�SEPD�=�L=NPE?QH=N�EOOQA��(B�>Q@CAP�?QPO�=NA�=
?KJ?ANJ��PDAJ�EP�I=U�>A�SEOA�PK�OAJ@�=�IAIK�ATLH=EJEJC�PDA�?D=JCAO�PD=P�=NA
EIIEJAJP��(B�=�?KIL=JU�S=JPO�AILHKUAAO�PK�P=GA�=?PEKJ��PDAU�I=U�=HOK�EOOQA�=
IAIKN=J@QI��%KN�AT=ILHA��KJ�%A>NQ=NU�����������QLLAN�I=J=CAIAJP�=P�PDA
/=J=OKJE?�"KNLKN=PEKJ�EOOQA@�=�@A?H=N=PEKJ�PD=P�=HH�AILHKUAAO�ODKQH@�>QU�=P�HA=OP
�������SKNPD�KB�/=J=OKJE?�LNK@Q?PO��3DA�?KIL=JU�LNAOE@AJP�JKPA@�PD=P�EB�ARANUKJA
OQLLKNPA@�PDA�?KIL=JU�SEPD�LQN?D=OAO��EP�SKQH@�>AJABEP�=HH�+ASEO��+��	�����

��  J�=>>NARE=PEKJ�BKN
IAIKN=J@QI��JKNI=HHU�QOA@
BKN�?KIIQJE?=PEJC�LKHE?EAO�
LNK?A@QNAO��KN�NAH=PA@�KBBE?E=H
>QOEJAOO�SEPDEJ�=J
KNC=JEV=PEKJ�

�� 3DA�QJKBBE?E=H��EJBKNI=H
?KIIQJE?=PEKJ�JAPSKNG
SEPDEJ�=J�KNC=JEV=PEKJ��KBPAJ
?D=N=?PANEVA@�>U�NQIKN��CKOOEL�
=J@�EJJQAJ@K�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���



%A>NQ=NU���
�Panasonic orders staff to buy £1,000 in products��1APNEARA@�BNKI
DPPL���>QOEJAOO�PEIAOKJHEJA�?K�QG�PKH�>QOEJAOO�I=NGAPO�F=L=J�=NPE?HA��������A?A

6DEHA�IAIKO�@K�JKP�JKNI=HHU�EJ?HQ@A�=�?=HH�PK�=?PEKJ�PD=P�NAMQENAO�LANOKJ=H
OLAJ@EJC��PDAU�KBPAJ�NALNAOAJP�PDA�>QOEJAOO�KN�KNC=JEV=PEKJgO�EJPANAOPO��3DAU�I=U
=HOK�EJ?HQ@A�OP=PAIAJPO�PD=P�=HECJ�>QOEJAOO�=J@�AILHKUAA�EJPANAOP��=J@�QJ@ANO?KNA
?KIIKJ�CNKQJ@�=J@�>AJABEP�

Memo Format

 �IAIK�D=O�=�DA=@AN�PD=P�?HA=NHU�EJ@E?=PAO�SDK�OAJP�EP�=J@�SDK�PDA�EJPAJ@A@
NA?ELEAJPO�=NA��/=U�L=NPE?QH=N�=PPAJPEKJ�PK�PDA�PEPHA�KB�PDA�EJ@ERE@Q=H	O
�EJ�PDEO
OA?PEKJ��#=PA�=J@�OQ>FA?P�HEJAO�=NA�=HOK�LNAOAJP��BKHHKSA@�>U�=�IAOO=CA�PD=P�?KJP=EJO
=�@A?H=N=PEKJ��=�@EO?QOOEKJ��=J@�=�OQII=NU�

(J�=�OP=J@=N@�SNEPEJC�BKNI=P��SA�IECDP�ATLA?P�PK�OAA�=J�EJPNK@Q?PEKJ��=�>K@U��=J@�=
?KJ?HQOEKJ�� HH�PDAOA�=NA�LNAOAJP�EJ�=�IAIK��=J@�A=?D�L=NP�D=O�=�?HA=N�LQNLKOA��3DA
@A?H=N=PEKJ�EJ�PDA�KLAJEJC�QOAO�=�@A?H=N=PERA�OAJPAJ?A�PK�=JJKQJ?A�PDA�I=EJ�PKLE?�
3DA�@EO?QOOEKJ�AH=>KN=PAO�KN�HEOPO�I=FKN�LKEJPO�=OOK?E=PA@�SEPD�PDA�PKLE?��=J@�PDA
?KJ?HQOEKJ�OANRAO�=O�=�OQII=NU�

+APgO�AT=IEJA�=�O=ILHA�IAIK�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����,AIKN=J@QIO�=J@�+APPANO ���
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Figure 9.3

Five Tips for Effective Business Memos
Audience Orientation

 HS=UO�?KJOE@AN�PDA�=Q@EAJ?A�=J@�PDAEN�JAA@O�SDAJ�LNAL=NEJC�=�IAIK�� J�=?NKJUI
KN�=>>NARE=PEKJ�PD=P�EO�GJKSJ�PK�I=J=CAIAJP�I=U�JKP�>A�GJKSJ�>U�=HH�PDA
AILHKUAAO�KB�PDA�KNC=JEV=PEKJ��=J@�EB�PDA�IAIK�EO�PK�>A�LKOPA@�=J@�@EOPNE>QPA@
SEPDEJ�PDA�KNC=JEV=PEKJ��PDA�CK=H�EO�?HA=N�=J@�?KJ?EOA�?KIIQJE?=PEKJ�=P�=HH�HARAHO
SEPD�JK�=I>ECQEPU�

Professional, Formal Tone

,AIKO�=NA�KBPAJ�=JJKQJ?AIAJPO��=J@�PDA�LANOKJ�OAJ@EJC�PDA�IAIK�OLA=GO�BKN�=
L=NP�KN�=HH�KB�PDA�KNC=JEV=PEKJ��6DEHA�EP�I=U�?KJP=EJ�=�NAMQAOP�BKN�BAA@>=?G��PDA
=JJKQJ?AIAJP�EPOAHB�EO�HEJA=N��BNKI�PDA�KNC=JEV=PEKJ�PK�PDA�AILHKUAAO��3DA�IAIK
I=U�D=RA�HAC=H�OP=J@EJC�=O�EP�KBPAJ�NABHA?PO�LKHE?EAO�KN�LNK?A@QNAO��=J@�I=U
NABANAJ?A�=J�ATEOPEJC�KN�JAS�LKHE?U�EJ�PDA�AILHKUAA�I=JQ=H��BKN�AT=ILHA�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����,AIKN=J@QIO�=J@�+APPANO ���



Figure 9.4

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

© 2010 Jupiterimages
Corporation

Subject Emphasis

3DA�OQ>FA?P�EO�JKNI=HHU�@A?H=NA@�EJ�PDA�OQ>FA?P�HEJA�=J@�ODKQH@�>A�?HA=N�=J@�?KJ?EOA�
(B�PDA�IAIK�EO�=JJKQJ?EJC�PDA�K>OANR=J?A�KB�=�DKHE@=U��BKN�AT=ILHA��PDA�OLA?EBE?
DKHE@=U�ODKQH@�>A�J=IA@�EJ�PDA�OQ>FA?P�HEJAcBKN�AT=ILHA��QOA�d3D=JGOCEREJC
SAAGAJ@�O?DA@QHAe�N=PDAN�PD=J�dDKHE@=U�K>OANR=J?A�e

Direct Format

2KIA�SNEPPAJ�>QOEJAOO�?KIIQJE?=PEKJ�=HHKSO�BKN�=�?DKE?A�>APSAAJ�@ENA?P�=J@
EJ@ENA?P�BKNI=PO��>QP�IAIKN=J@QIO�=NA�=HS=UO�@ENA?P��3DA�LQNLKOA�EO�?HA=NHU
=JJKQJ?A@�

Objectivity

,AIKO�=NA�=�LH=?A�BKN�FQOP�PDA�B=?PO��=J@�ODKQH@�D=RA�=J
K>FA?PERA�PKJA�SEPDKQP�LANOKJ=H�>E=O��LNABANAJ?A��KN
EJPANAOP�KJ�@EOLH=U�� RKE@�OQ>FA?PEREPU�

Letters

Letters � =NA�>NEAB�IAOO=CAO�OAJP�PK�NA?ELEAJPO�PD=P�=NA
KBPAJ�KQPOE@A�PDA�KNC=JEV=PEKJ�!KRAA��"�����3DEHH��)�
	����
� Business communication essentials: a skills-based
approach to vital business English	�PD�A@�
��4LLAN�2=@@HA
1ERAN��-)��/NAJPE?A�'=HH�3DAU�=NA�KBPAJ�LNEJPA@�KJ
HAPPANDA=@�L=LAN��=J@�NALNAOAJP�PDA�>QOEJAOO�KN
KNC=JEV=PEKJ�EJ�KJA�KN�PSK�L=CAO��2DKNPAN�IAOO=CAO�I=U
EJ?HQ@A�AI=EHO�KN�IAIKO��AEPDAN�D=N@�?KLU�KN
AHA?PNKJE?��SDEHA�NALKNPO�PAJ@�PK�>A�PDNAA�KN�IKNA�L=CAO
EJ�HAJCPD�

6DEHA�AI=EH�=J@�PATP�IAOO=CAO�I=U�>A�QOA@�IKNA
BNAMQAJPHU�PK@=U��PDA�ABBA?PERA�>QOEJAOO�HAPPAN�NAI=EJO�=
?KIIKJ�BKNI�KB�SNEPPAJ�?KIIQJE?=PEKJ��(P�?=J�OANRA�PK
EJPNK@Q?A�UKQ�PK�=�LKPAJPE=H�AILHKUAN��=JJKQJ?A�=
LNK@Q?P�KN�OANRE?A��KN�ARAJ�OANRA�PK�?KIIQJE?=PA
BAAHEJCO�=J@�AIKPEKJO��6AgHH�AT=IEJA�PDA�>=OE?�KQPHEJA
KB�=�HAPPAN�=J@�PDAJ�BK?QO�KJ�OLA?EBE?�LNK@Q?PO�KN�SNEPEJC
=OOECJIAJPO�

�� !NEAB�IAOO=CA�OAJP�PK
NA?ELEAJP	O
�PD=P�=NA�KBPAJ
KQPOE@A�PDA�KNC=JEV=PEKJ�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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Figure 9.5Sample Business Letter
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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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Page Element Function Example
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This study analyzes the feasibility of
extraction and separation, including a
comprehensive cost/benefits analysis,
with specific recommendations�
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Page Element Function Example
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9.5 RŽsumŽ

LEARNING OBJECTIVES
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?KI>EJ=PEKJ��P=NCAPA@��=J@�O?=JJ=>HA�NYOQIYO�

�� #EO?QOO�SD=P�BA=PQNAO�=NA�NAMQENA@�EJ�A=?D�PULA�KB�NYOQIY�
�� /NAL=NA�=�KJAL=CA�NYOQIY�

 rŽsumŽ� EO�=�@K?QIAJP�PD=P�OQII=NEVAO�UKQN�A@Q?=PEKJ��OGEHHO��P=HAJPO�
AILHKUIAJP�DEOPKNU��=J@�ATLANEAJ?AO�EJ�=�?HA=N�=J@�?KJ?EOA�BKNI=P�BKN�LKPAJPE=H
AILHKUANO��3DA�NYOQIY�OANRAO�PDNAA�@EOPEJ?P�LQNLKOAO�PD=P�@ABEJA�EPO�BKNI=P��@AOECJ�
=J@�LNAOAJP=PEKJ�

�� 3K�NALNAOAJP�UKQN�LNKBAOOEKJ=H�EJBKNI=PEKJ�EJ�SNEPEJC
�� 3K�@AIKJOPN=PA�PDA�NAH=PEKJODEL�>APSAAJ�UKQN�LNKBAOOEKJ=H

EJBKNI=PEKJ�=J@�PDA�LNK>HAI�KN�?D=HHAJCA�PDA�LKPAJPE=H�AILHKUAN
DKLAO�PK�OKHRA�KN�=@@NAOO��KBPAJ�NALNAOAJPA@�EJ�PDA�BKNI�KB�=�FK>
@AO?NELPEKJ�KN�@QPEAO

�� 3K�CAP�UKQ�=J�EJPANREAS�>U�?HA=NHU�@AIKJOPN=PEJC�UKQ�IAAP�PDA
IEJEIQI�MQ=HEBE?=PEKJO�=J@�D=RA�PDA�LNKBAOOEKJ=H�>=?GCNKQJ@�DAHL
PDA�KNC=JEV=PEKJ�IAAP�EPO�CK=HO

 J�KJHEJA�LNKBEHA�L=CA�EO�OEIEH=N�PK�=�NYOQIY�EJ�PD=P�EP�NALNAOAJPO�UKQ��UKQN
>=?GCNKQJ@�=J@�MQ=HEBE?=PEKJO��=J@�=@@O�L=NPE?EL=PEKJ�PK�PDA�LQ>HE?=PEKJ��/AKLHA
JAPSKNG��HEJG��=J@�?KJJA?P�EJ�JAS�S=UO�RE=�KJHEJA�LNKBEHAO�KN�LNKBAOOEKJ=H�OEPAO�HEGA
+EJGA@(J��(J�I=JU�S=UO��UKQN�KJHEJA�LNKBEHA�EO�=J�KJHEJA�RANOEKJ�KB�UKQN�NYOQIY
SEPD�?KJJA?PEKJO�=J@�BNEAJ@O�KJ�LQ>HE?�@EOLH=U��8KQN�,U2L=?A�=J@�%=?A>KKG�L=CAO
=NA�=HOK�KBPAJ�=??AOOE>HA�PK�PDA�LQ>HE?��OK�JARAN�LKOP�=JUPDEJC�UKQ�SKQH@JgP�S=JP
UKQN�AILHKUAN�	?QNNAJP�KN�BQPQNA
�PK�NA=@��OAA��KN�DA=N��3DEO�?D=LPAN�?KRANO�=
PN=@EPEKJ=H�NYOQIY��=O�SAHH�=O�PDA�IKNA�LKLQH=N�O?=JJ=>HA�BA=PQNAO��>QP�PDA
AHAIAJPO�=J@�PELO�?KQH@�AMQ=HHU�=LLHU�PK�UKQN�KJHEJA�LNKBEHA�

Main Parts of a RŽsumŽ

1AC=N@HAOO�KB�PDA�BKNI=P��AILHKUANO�D=RA�ATLA?P=PEKJO�BKN�UKQN�NYOQIY��3DAU
ATLA?P�EP�PK�>A�?HA=N��=??QN=PA��=J@�QL�PK�@=PA�!AJJAPP��2�� ��	����
� The elements of
rŽsumŽ style: Essential rules and eye-opening advice for writing rŽsumŽs and cover letters
that work�� , ".,� 3DEO�@K?QIAJP�NALNAOAJPO�UKQ�EJ�UKQN�=>OAJ?A��=J@�UKQ�S=JP�EP

�� #K?QIAJP�PD=P�OQII=NEVAO
UKQN�A@Q?=PEKJ��OGEHHO��P=HAJPO�
AILHKUIAJP�DEOPKNU��=J@
ATLANEAJ?AO�EJ�=�?HA=N�=J@
?KJ?EOA�BKNI=P�BKN�LKPAJPE=H
AILHKUANO�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���



PK�@K�PDA�>AOP�FK>�LKOOE>HA��8KQ�@KJgP�S=JP�PK�>A�NALNAOAJPA@�>U�OLAHHEJC�KN
CN=II=PE?=H�ANNKNO��=O�PDAU�I=U�N=EOA�MQAOPEKJO�=>KQP�UKQN�A@Q?=PEKJ�=J@�=PPAJPEKJ
PK�@AP=EH��2KIAKJA�NA=@EJC�UKQN�NYOQIY�SEPD�ANNKNO�SEHH�KJHU�SKJ@AN�SD=P�GEJ@�KB
SKNG�UKQ�IECDP�LNK@Q?A�PD=P�SEHH�LKKNHU�NABHA?P�KJ�PDAEN�?KIL=JU��3DANA�EO�CKEJC�PK
>A�AJKQCD�?KILAPEPEKJ�PD=P�UKQ�@KJgP�S=JP�PK�LNKRE@A�=J�A=OU�AT?QOA�PK�PKOO�UKQN
NYOQIY�=P�PDA�OP=NP�KB�PDA�LNK?AOO��#K�UKQN�>AOP�SKNG�PDA�BENOP�PEIA�

1YOQIYO�D=RA�OARAN=H�>=OE?�AHAIAJPO�PD=P�AILHKUANO�HKKG�BKN��EJ?HQ@EJC�UKQN
?KJP=?P�EJBKNI=PEKJ��K>FA?PERA�KN�CK=H��A@Q?=PEKJ�=J@�SKNG�ATLANEAJ?A��=J@�OK�KJ�
$=?D�NYOQIY�BKNI=P�I=U�KNC=JEVA�PDA�EJBKNI=PEKJ�EJ�@EOPEJ?P�S=UO�>=OA@�KJ�PDA
KRAN=HH�@AOECJ�OPN=PACU��>QP�=HH�EJBKNI=PEKJ�ODKQH@�>A�?HA=N��?KJ?EOA��=J@
=??QN=PA�2EIKJO��6�����"QNPEO��1��	����
�The RŽsumŽ.com guide to writing unbeatable
rŽsumŽs��-AS�8KNG��-8��,?&N=S'EHH�

Contact Information

3DEO�OA?PEKJ�EO�KBPAJ�HK?=PA@�=P�PDA�PKL�KB�PDA�@K?QIAJP��3DA�BENOP�AHAIAJP�KB�PDA
?KJP=?P�EJBKNI=PEKJ�EO�UKQN�J=IA��8KQ�ODKQH@�QOA�UKQN�BQHH��HAC=H�J=IA�ARAJ�EB�UKQ
CK�>U�UKQN�IE@@HA�J=IA�KN�QOA�=�JE?GJ=IA��3DANA�SEHH�LHAJPU�KB�PEIA�H=PAN�PK�?H=NEBU
SD=P�UKQ�LNABAN�PK�>A�?=HHA@��>QP�=HH�UKQN�=LLHE?=PEKJ�@K?QIAJPO��EJ?HQ@EJC�PDKOA
PD=P�NAH=PA�PK�L=UNKHH��UKQN�OK?E=H�OA?QNEPU�JQI>AN��@NQC�O?NAAJEJCO��>=?GCNKQJ@
?DA?GO��BEJCANLNEJP�NA?KN@O��PN=JO?NELPO��?ANPEBE?=PAO�KN�@ACNAAO��ODKQH@�BA=PQNA�UKQN
HAC=H�J=IA��.PDAN�JA?AOO=NU�EJBKNI=PEKJ�EJ?HQ@AO�UKQN�=@@NAOO��LDKJA�JQI>AN	O
�
=J@�AI=EH�=@@NAOO��(B�UKQ�I=EJP=EJ�PSK�=@@NAOOAO�	A�C���=�?=ILQO�=J@�=�NAOE@AJPE=H
=@@NAOO
��I=GA�EP�?HA=N�SDANA�UKQ�?=J�>A�?KJP=?PA@�>U�EJ@E?=PEJC�PDA�LNEI=NU
=@@NAOO��%KN�>QOEJAOO�LQNLKOAO��@K�JKP�QOA�=J�QJLNKBAOOEKJ=H�AI=EH�=@@NAOO�HEGA
OATEHQRN���DKPI=HA�?KI�KN�PQPEBNQPE�U=BKK�?KI��"NA=PA�=�JAS�AI=EH�=??KQJP�EB
JAA@A@�SEPD�=J�=@@NAOO�OQEP=>HA�BKN�LNKBAOOEKJ=H�QOA�

Figure 9.7Sample Contact Information

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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Objective

3DEO�EO�KJA�L=NP�KB�UKQN�NYOQIY�PD=P�EO�NAH=PERAHU�OEILHA�PK�?QOPKIEVA�BKN�=J
EJ@ERE@Q=H�=LLHE?=PEKJ��8KQN�K>FA?PERA�ODKQH@�NABHA?P�PDA�=Q@EAJ?AgO�JAA@�PK�MQE?GHU
QJ@ANOP=J@�DKS�UKQ�SEHH�DAHL�PDA�KNC=JEV=PEKJ�=?DEARA�EPO�CK=HO�

Figure 9.8Sample Objective

Education

8KQ�JAA@�PK�HEOP�UKQN�A@Q?=PEKJ�EJ�NARANOA�?DNKJKHKCE?=H�KN@AN��SEPD�UKQN�IKOP
NA?AJP�@ACNAA�BENOP��+EOP�PDA�O?DKKH��@ACNAA��=J@�CN=@A�LKEJP�=RAN=CA�	&/ 
��(B�PDANA
EO�=�@EBBANAJ?A�>APSAAJ�PDA�&/ �EJ�UKQN�I=FKN�?KQNOAO�=J@�UKQN�KRAN=HH�&/ ��UKQ
I=U�S=JP�PK�HEOP�PDAI�OAL=N=PAHU�PK�@AIKJOPN=PA�UKQN�OQ??AOO�EJ�UKQN�?DKOAJ�BEAH@�
8KQ�I=U�=HOK�S=JP�PK�DECDHECDP�NAHAR=JP�?KQNOASKNG�PD=P�@ENA?PHU�NAH=PA�PK�PDA
LKOEPEKJ�

Figure 9.9Sample Education Field

Work Experience

+EOP�EJ�NARANOA�?DNKJKHKCE?=H�KN@AN�UKQN�AILHKUIAJP�DEOPKNU��EJ?HQ@EJC�PDA
LKOEPEKJO��?KIL=JEAO��HK?=PEKJO��@=PAO��@QPEAO�=J@�OGEHHO�@AIKJOPN=PA@�KN�=?MQENA@�
8KQ�I=U�?DKKOA�PK�QOA�=?PERA��@AO?NELPERA�OAJPAJ?AO�KN�>QHHAP�HEOPO��>QP�>A

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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?KJOEOPAJP��$ILD=OEVA�NAOLKJOE>EHEPEAO�PD=P�EJRKHRA@�>Q@CAPO��PA=ISKNG�
OQLANREOEKJ��=J@�?QOPKIAN�OANRE?A�SDAJ�=LLHUEJC�BKN�LKOEPEKJO�EJ�>QOEJAOO�=J@
EJ@QOPNU��>QP�@KJgP�HAP�AILD=OEO�>A?KIA�AT=CCAN=PEKJ��3DEO�@K?QIAJP�NALNAOAJPO
UKQ�EJ�UKQN�=>OAJ?A��=J@�EB�EJBKNI=PEKJ�EO�B=HOA��=P�=�IEJEIQI�UKQ�?KQH@�HKOA�UKQN
FK>�

Figure 9.10Sample Work Experience

3=>HA����3ULAO�KB�1YOQIYO

Type Function Advantage Disadvantage

���1ARANOA
"DNKJKHKCE?=H

1ARANOA�?DNKJKHKCE?=H
NYOQIYO�	=HOK�?=HHA@
NARANOA�PEIA�KN@AN

BK?QO�KJ�SKNG�DEOPKNU�

#AIKJOPN=PAO�=
?KJOEOPAJP�SKNG
DEOPKNU

(P�I=U�>A�@EBBE?QHP�PK
DECDHECDP�OGEHHO�=J@
ATLANEAJ?A�

���%QJ?PEKJ=H

%QJ?PEKJ=H�NYOQIYO
	=HOK�?=HHA@
?KILAPAJ?U>=OA@
NYOQIYO
�BK?QO�KJ
OGEHHO�

#AIKJOPN=PAO�OGEHHO
PD=P�?=J�?HA=NHU�HEJG
PK�FK>�BQJ?PEKJO�KN
@QPEAO

(P�EO�KBPAJ�=OOK?E=PA@�SEPD
LAKLHA�SDK�D=RA�C=LO�EJ
PDAEN�AILHKUIAJP
DEOPKNU�

��
"KI>EJ=PEKJ

 �?KI>EJ=PEKJ�NYOQIY
HEOPO�UKQN�OGEHHO�=J@
ATLANEAJ?A�BENOP��PDAJ
AILHKUIAJP�DEOPKNU
=J@�A@Q?=PEKJ�

'ECDHECDPO�PDA�OGEHHO
UKQ�D=RA�PD=P�=NA
NAHAR=JP�PK�PDA�FK>
=J@�LNKRE@AO�=
NARANOA
?DNKJKHKCE?=H�SKNG
DEOPKNU

2KIA�AILHKUANO�LNABAN�=
NARANOA�?DNKJKHKCE?=H
KN@AN�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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Type Function Advantage Disadvantage

���3=NCAPA@

 �P=NCAPA@�NYOQIY�EO�=
?QOPKI�@K?QIAJP�PD=P
OLA?EBE?=HHU�DECDHECDPO
PDA�ATLANEAJ?A�=J@
OGEHHO�PD=P�=NA�NAHAR=JP
PK�PDA�FK>�

/KEJPO�KQP�PK�PDA
NA=@AN�DKS�UKQN
MQ=HEBE?=PEKJO�=J@
ATLANEAJ?A�?HA=NHU
I=P?D�PDA�FK>�@QPEAO

"QOPKI�@K?QIAJPO�P=GA
=@@EPEKJ=H�PEIA�
LNAL=N=PEKJ��=J=HUOEO�KB
PDA�FK>�=JJKQJ?AIAJP�
=J@�I=U�JKP�BEP�PDA
AOP=>HEODA@�CQE@AHEJAO�

���2?=JJ=>HA

 �O?=JJ=>HA�NYOQIY�EO
OLA?EBE?=HHU�BKNI=PPA@
PK�>A�NA=@�>U�=�O?=JJAN
=J@�?KJRANPA@�PK�@ECEP=H
EJBKNI=PEKJ�

(J?NA=OEJCHU�QOA@�PK
B=?EHEP=PA�OA=N?D�=J@
NAPNEAR=H��=J@�PK
NA@Q?A�LDUOE?=H
OPKN=CA�?KOPO

2?=JJANO�I=U�JKP�NA=@
PDA�NYOQIY�?KNNA?PHU�

8KQ�I=U�?DKKOA�PK�EJ?HQ@A�NABANAJ?AO�=P�PDA�AJ@�KB�UKQN�NYOQIY��PDKQCD
dNABANAJ?AO�QLKJ�NAMQAOPe�EO�?KIIKJ��8KQ�I=U�=HOK�>A�PAILPA@�PK�ATPAJ@�UKQN
NYOQIY�PK�IKNA�PD=J�KJA�L=CA��>QP�@KJgP�AT?AA@�PD=P�HEIEP�QJHAOO�PDA�=@@EPEKJ=H
L=CA�SEHH�BA=PQNA�OLA?EBE?��NAHAR=JP�EJBKNI=PEKJ�PD=P�NALNAOAJPO�OARAN=H�UA=NO�KB
SKNG�PD=P�@ENA?PHU�NAH=PAO�PK�PDA�LKOEPEKJ��3DA�LANOKJ�NA=@EJC�UKQN�NYOQIY�I=U�>A
OEBPEJC�PDNKQCD�I=JU�=LLHE?=JPO�=J@�SEHH�JKP�OLAJ@�PEIA�NA=@EJC�ATPN=�L=CAO��4OA
PDA�KJAL=CA�BKNI=P�PK�LQP�UKQN�>AOP�BKKP�BKNS=N@��NAIAI>ANEJC�PD=P�UKQ�I=U
JARAN�CAP�=�OA?KJ@�?D=J?A�PK�I=GA�=�CKK@�BENOP�EILNAOOEKJ�

Maximize Scannable RŽsumŽ Content
Use Key Words

)QOP�=O�PDANA�=NA�?KIIKJ�OA=N?D�PANIO��=J@�?KIIKJ�SKN@O�EJ�NAH=PEKJ�PK�A=?D
LKOEPEKJ��FK>�@AO?NELPEKJ��KN�@AO?NELPEKJ�KB�@QPEAO��UKQN�O?=JJ=>HA�NYOQIY�JAA@O�PK
IENNKN�PDAOA�?KIIKJ�PANIO��4OA�KB�JKJOP=J@=N@�PANIO�I=U�JKP�OP=J@�KQP��=J@�UKQN
EJ@E?=PEKJ�KB�dI=J=CA@�AILHKUAAOe�I=U�JKP�CAP�PDA�O=IA�=PPAJPEKJ�=O�PDA�SKN@
dOQLANREOEKJe�KN�dI=J=CAIAJP�e

Follow Directions

(B�=�FK>�@AO?NELPEKJ�QOAO�OLA?EBE?�PANIO��NABANO�PK�?KILQPAN�LNKCN=IO��OGEHHO��KN
LNAREKQO�ATLANEAJ?A��I=GA�OQNA�UKQ�EJ?KNLKN=PA�PD=P�H=JCQ=CA�EJ�UKQN�O?=JJ=>HA
NYOQIY��8KQ�GJKS�PD=P�SDAJ�CERAJ�=�?H=OO�=OOECJIAJP��UKQ�=NA�ATLA?PA@�PK�BKHHKS
@ENA?PEKJO��OEIEH=NHU��PDA�AILHKUAN�EO�HKKGEJC�BKN�OLA?EBE?�OGEHHO�=J@�ATLANEAJ?A��!U
IENNKNEJC�PDA�AILHKUANgO�H=JCQ=CA�=J@�OQ>IEPPEJC�UKQN�=LLHE?=PEKJ�@K?QIAJPO�EJ
=??KN@�SEPD�PDAEN�EJOPNQ?PEKJO��UKQ�?KJRAU�=�OLENEP�KB�?KKLAN=PEKJ�=J@�=J
QJ@ANOP=J@EJC�KB�DKS�PK�BKHHKS�EJOPNQ?PEKJO�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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Insert a Key Word Section

"KJOE@AN�=�>NEAB�OA?PEKJ�PD=P�HEOPO�?KIIKJ�SKN@O�=OOK?E=PA@�SEPD�PDA�LKOEPEKJ�=O�=
OGEHHO�OQII=NU��?QOPKIAN�OANRE?A��>QOEJAOO�?KIIQJE?=PEKJ��O=HAO��KN�PANIO�=J@
=?NKJUIO�?KIIKJ�PK�PDA�>QOEJAOO�KN�EJ@QOPNU�

Make It Easy to Read

8KQ�JAA@�PK�I=GA�OQNA�UKQN�NYOQIY�EO�A=OU�PK�NA=@�>U�=�?KILQPAN��EJ?HQ@EJC�=
?D=N=?PAN�NA?KCJEPEKJ�LNKCN=I��3D=P�IA=JO�JK�EP=HE?O��QJ@ANHEJEJC��OD=@EJC��>KTAO�
KN�HEJAO��"DKKOA�=�O=JO�OANEB�	SEPDKQP�OANEB��KN�@A?KN=PERA�AJ@
�BKJP�HEGA� NE=H�KN
3=DKI=�PD=P�SKJgP�>A�IEONA=@��2EILHA��?HA=N�BKJPO�PD=P�@AIKJOPN=PA�JK�LKEJPO�=P
SDE?D�HAPPANO�I=U�=LLA=N�PK�KRANH=L�SEHH�EJ?NA=OA�PDA�LNK>=>EHEPU�KB�PDA�?KILQPAN
CAPPEJC�EP�NECDP�PDA�BENOP�PEIA��(J�KN@AN�BKN�PDA�?KILQPAN�PK�@K�PDEO��UKQ�D=RA�PK
?KJOE@AN�UKQN�=Q@EAJ?Ac=�?KILQPAN�LNKCN=I�PD=P�SEHH�JKP�>A�=>HA�PK�EJPANLNAP�UKQN
QJQOQ=H�BKJP�KN�K@@�SKN@�?DKE?A�� �BKJP�OEVA�KB�AHARAJ�KN�PSAHRA�EO�A=OEAN�PK�NA=@�BKN
IKOP�LAKLHA��=J@�SDEHA�PDA�?KILQPAN�@KAOJgP�?=NA�=>KQP�BKJP�OEVA��PDA�OI=HHAN�UKQN
BKJP��PDA�IKNA�HEGAHU�PDA�?KILQPAN�EO�PK�I=GA�PDA�ANNKN�KB�?KI>EJEJC�=@F=?AJP
HAPPANO�

Printing, Packaging and Delivery

4OA�=�H=OAN�LNEJPAN�PK�CAP�?NEOL�HAPPAN�BKNI=PEKJ��(JGFAP�LNEJPANO�?=J�D=RA�OKIA
d>HAA@e�>APSAAJ�?D=N=?PANO�PD=P�I=U�I=GA�PDAI�KRANH=L��=J@�PDANABKNA�>A
IEOQJ@ANOPKK@��%KH@O�?=J�I=GA�EP�D=N@�PK�O?=J�UKQN�@K?QIAJP��$I=EH�UKQN�NYOQIY
=O�=J�=PP=?DIAJP�EB�LKOOE>HA��>QP�EB�=�L=LAN�RANOEKJ�EO�NAMQENA@��@KJgP�BKH@�EP��4OA�=
?HA=J��SDEPA�LEA?A�KB�L=LAN�SEPD�>H=?G�EJG��?KHKNO�SEHH�KJHU�?KJBQOA�PDA�?KILQPAN�
#AHERAN�PDA�@K?QIAJP�EJ�=�JEJA>UPSAHRAEJ?D�AJRAHKLA��OPEBBAJA@�SEPD�=�ODAAP�KB
?=N@OPK?G�	DA=RU�L=LAN�KN�?=N@>K=N@
�PK�DAHL�LNARAJP�@=I=CA�PK�PDA�@K?QIAJP�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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Figure 9.11Sample Format for Chronological RŽsumŽ
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Figure 9.12Sample Format for Functional RŽsumŽ
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Figure 9.13Sample Format for Scannable RŽsumŽ

KEY TAKEAWAY

 �NYOQIY�SEHH�NALNAOAJP�UKQN�OGEHHO��A@Q?=PEKJ��=J@�ATLANEAJ?A�EJ�UKQN
=>OAJ?A��!QOEJAOOAO�EJ?NA=OEJCHU�O?=J�NYOQIYO�EJPK�OA=N?D=>HA�@=P=>=OAO�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ
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EXERCISES

�� %EJ@�=�FK>�=JJKQJ?AIAJP�SEPD�OLA?EBE?�@QPEAO�PD=P�NALNAOAJPO�=�FK>�PD=P
UKQ�SEHH�>A�LNAL=NA@�BKN�QLKJ�CN=@Q=PEKJ��"DKKOA�=�PULA�KB�NYOQIY�=J@
LNAL=NA�UKQN�NYOQIY�PK�OQ>IEP�PK�PDA�AILHKUAN�=O�=�?H=OO�=OOECJIAJP�
8KQN�EJOPNQ?PKN�I=U�=HOK�NAMQAOP�=�O?=JJ=>HA�RANOEKJ�KB�UKQN�NYOQIY�

�� "KJ@Q?P�=J�KJHEJA�OA=N?D�BKN�=�BQJ?PEKJ=H�KN�?DNKJKHKCE?=H�NYOQIY�
/HA=OA�LKOP�=J@�OD=NA�SEPD�UKQN�?H=OOI=PAO�

�� "KJ@Q?P�=J�KJHEJA�OA=N?D�BKN�FK>�=@RANPEOAIAJPO�PD=P�@AP=EH�LKOEPEKJO
UKQ�SKQH@�>A�EJPANAOPA@�EJ��=J@�JKPA�PDA�GAU�FK>�@QPEAO�=J@�LKOEPEKJ
NAMQENAIAJPO��/HA=OA�LKOP�KJA�AT=ILHA�=J@�OD=NA�SEPD�UKQN�?H=OOI=PAO�

�� 6DAJ�EO�=�OA?KJ@�L=CA�KB�UKQN�NYOQIY�FQOPEBEA@��$TLH=EJ�
�� "KJ@Q?P�=J�KJHEJA�OA=N?D�BKN�NAOKQN?AO�PK�DAHL�UKQ�LNAL=NA�UKQN�KSJ

NYOQIY��/HA=OA�LKOP�KJA�HEJG�=J@�=�>NEAB�NAREAS�KB�PDA�6A>�OEPA��JKPEJC
SD=P�BA=PQNAO�UKQ�BKQJ@�QOABQH�=J@�=P�HA=OP�KJA�NA?KIIAJ@=PEKJ�BKN
EILNKRAIAJP�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����1YOQIY ���



9.6 Sales Message

LEARNING OBJECTIVES

�� #EO?QOO�=�>=OE?�O=HAO�IAOO=CA�=J@�E@AJPEBU�EPO�?AJPN=H�LQNLKOA
�� #AP=EH�PDA�I=EJ�L=NPO�KB�=�O=HAO�IAOO=CA�=J@�QJ@ANOP=J@�OPN=PACEAO�BKN

OQ??AOO

 sales message�� EO�PDA�?AJPN=H�LANOQ=OERA�IAOO=CA�PD=P�EJPNECQAO��EJBKNIO�
LANOQ=@AO��?=HHO�PK�=?PEKJ��=J@�?HKOAO�PDA�O=HA��-KP�ARANU�O=HAO�IAOO=CA�SEHH�I=GA�=
@ENA?P�O=HA��>QP�PDA�CK=H�NAI=EJO��6DAPDAN�UKQN�O=HAO�IAOO=CA�EO�AI>A@@A@�EJ�=
HAPPAN��NALNAOAJPA@�EJ�=�LNKLKO=H��KN�>NK=@?=OP�=?NKOO�N=@EK�KN�PAHAREOEKJ��PDA
LQNLKOA�OP=UO�PDA�O=IA�

2=HAO�IAOO=CAO�=NA�KBPAJ�@EO?QOOA@�EJ�PANIO�KB�NA=OKJ�RANOQO�AIKPEKJ��$RANU
IAOO=CA�D=O�AHAIAJPO�KBethos�� ��KN�?NA@E>EHEPU�pathos�� ��KN�L=OOEKJ�=J@
AJPDQOE=OI��=J@logos�� ��KN�HKCE?�=J@�NA=OKJ��(B�UKQN�O=HAO�IAOO=CA�BK?QOAO
AT?HQOERAHU�KJ�NA=OKJ�SEPD�?KH@��D=N@�B=?PO�=J@�JKPDEJC�>QP�PDA�B=?PO��UKQ�I=U
=LLA=H�PK�OKIA�=Q@EAJ?A��>QP�?ANP=EJHU�JKP�PDA�I=FKNEPU��!QUANO�I=GA�LQN?D=OA
@A?EOEKJO�KJ�AIKPEKJ�=O�SAHH�=O�NA=OKJ��=J@�ARAJ�EB�PDAU�D=RA�NAOA=N?DA@�=HH�PDA
NAHAR=JP�B=?PO�=>KQP�?KILAPEJC�LNK@Q?PO��PDA�@A?EOEKJ�I=U�OPEHH�?KIA�@KSJ�PK
EILQHOA��AIKPEKJ��=J@�@AOENA��(B�UKQN�O=HAO�IAOO=CA�BK?QOAO�AT?HQOERAHU�KJ�AIKPEKJ�
SEPD�HEPPHA�KN�JK�OQ>OP=J?A��EP�I=U�JKP�>A�P=GAJ�OANEKQOHU��%EJ=HHU��EB�UKQN�O=HAO
IAOO=CA�@KAO�JKP�=LLA=N�PK�D=RA�?NA@E>EHEPU��PDA�IAOO=CA�SEHH�>A�@EOIEOOA@��(J�PDA
?=OA�KB�PDA�O=HAO�IAOO=CA��UKQ�JAA@�PK�IAAP�PDA�=Q@EAJ?AgO�JAA@O�PD=P�R=NU�CNA=PHU�

(J�CAJAN=H��=LLA=HO�PK�AIKPEKJ�LEMQA�?QNEKOEPU�=J@�CAP�KQN�=PPAJPEKJ��>QP�OKIA
=PPAJPEKJ�PK�NA=OKJ�=J@�B=?PO�ODKQH@�=HOK�>A�EJ?HQ@A@��3D=P�@KAOJgP�IA=J�SA�JAA@�PK
OLAHH�KQP�PDA�PA?DJE?=H�I=JQ=H�KJ�PDA�LNK@Q?P�KJ�PDA�KLAJEJC�O=HA�IAOO=CA��>QP
>=OE?�EJBKNI=PEKJ�=>KQP�@AOECJ�KN�BA=PQNAO��EJ�OLA?EBE?��?KJ?NAPA�S=UO�?=J�DAHL�=J
=Q@EAJ?A�I=GA�OAJOA�KB�UKQN�IAOO=CA�=J@�PDA�LNK@Q?P�KN�OANRE?A�� RKE@�QOEJC�PKK
I=JU�=>OPN=?P�PANIO�KN�NABANAJ?AO��=O�JKP�ARANUKJA�SEHH�QJ@ANOP=J@�PDAOA��8KQ
S=JP�UKQN�O=HAO�IAOO=CA�PK�@K�PDA�SKNG��JKP�PDA�=Q@EAJ?A�

Format for a Common Sales Message

 �O=HAO�IAOO=CA�D=O�PDA�BERA�I=EJ�L=NPO�KB�=JU�LANOQ=OERA�IAOO=CA�

��� 3DA�?AJPN=H�LANOQ=OERA�IAOO=CA
PD=P�EJPNECQAO��EJBKNIO�
LANOQ=@AO��?=HHO�PK�=?PEKJ��=J@
?HKOAO�PDA�O=HA�

��� "NA@E>EHEPU�

��� /=OOEKJ�=J@�AJPDQOE=OI�

��� +KCE?�=J@�NA=OKJ�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���



3=>HA����%ERA�,=EJ�/=NPO�KB�=�/ANOQ=OERA�,AOO=CA

 PPAJPEKJ
2P=PAIAJP

4OA�DQIKN��JKRAHPU��OQNLNEOA��KN�PDA�QJQOQ=H�PK�CAP�=PPAJPEKJ�

(JPNK@Q?PEKJ
!QEH@�EJPANAOP�>U�=LLA=HEJC�PK�?KIIKJ�JAA@O�=J@�S=JPO��=J@�EJ?HQ@A�=
LQNLKOA�OP=PAIAJP�PK�OAP�QL�ATLA?P=PEKJO�

!K@U
$OP=>HEOD�?NA@E>EHEPU��@EO?QOO�=PPN=?PERA�BA=PQNAO��=J@�?KIL=NA�SEPD
?KILAPEPKNO��=@@NAOOEJC�?KJ?ANJO�KN�LKPAJPE=H�MQAOPEKJO�>ABKNA�PDAU�=NA
ARAJ�?KJOE@ANA@�

"KJ?HQOEKJ
2QI�EP�QL�=J@�KBBAN�OKHQPEKJ�OPALO�KN�?=HHO�PK�=?PEKJ��IKPER=PEJC�PDA�=Q@EAJ?A
PK�P=GA�PDA�JATP�OPAL��3DA�OI=HHAN�PDA�OPAL��PDA�IKNA�HEGAHU�PDA�=Q@EAJ?A�SEHH
?KILHU��2AP�QL�UKQN�=Q@EAJ?A�BKN�=J�ABBA?PERA�?HKOEJC�

1AOE@Q=H
,AOO=CA

,=GA�PDA�O=HA��I=GA�PDAI�NAIAI>AN�UKQ��=J@�I=GA�OQNA�UKQN�BEJ=H�SKN@O
NAH=PA�PK�PDA�IKOP�EILKNP=JP�EJBKNI=PEKJ��HEGA�=�?KJP=?P�LDKJA�JQI>AN�

Getting Attention

8KQN�O=HAO�IAOO=CA�SEHH�?KILAPA�SEPD�DQJ@NA@O�KB�KPDAN�IAOO=CAO�=J@�UKQ�S=JP�EP
PK�OP=J@�KQP�/NE?A��#��	������.?PK>AN���
�How to communicate your sales message so
buyers take action now!1APNEARA@�)QJA�����������BNKI�AVEJA=NPE?HAO�?KI�
DPPL���AVEJA=NPE?HAO�?KI��'KS3K"KIIQJE?=PA8KQN2=HAO,AOO=CA2K!QUANO
3=GA ?PEKJ-KS��E@������ .JA�ABBA?PERA�S=U�PK�@K�PD=P�EO�PK�I=GA�OQNA�UKQN
=PPAJPEKJ�OP=PAIAJP	O
�=J@�EJPNK@Q?PEKJ�?HA=NHU�OP=PA�DKS�PDA�NA=@AN�KN�HEOPAJAN�SEHH
>AJABEP�

_ 6EHH�PDA�LNK@Q?P�KN�OANRE?A�O=RA�PEIA�KN�IKJAU�
_ 6EHH�EP�I=GA�PDAI�HKKG�CKK@�
_ 6EHH�EP�AJPANP=EJ�PDAI�
_ 6EHH�EP�O=PEOBU�PDAI�

1AC=N@HAOO�KB�PDA�LNK@Q?P�KN�OANRE?A��PDA�=Q@EAJ?A�EO�CKEJC�PK�?KJOE@AN�BENOP�SD=P�EO
EJ�EP�BKN�PDAI�� benefit �� EO�SD=P�PDA�>QUAN�C=EJO�SEPD�PDA�LQN?D=OA�=J@�EO�?AJPN=H
PK�UKQN�O=HAO�IAOO=CA��3DAU�I=U�C=EJ�OK?E=H�OP=PQO��LKLQH=NEPU��OAT�=LLA=H��KN�ARAJ
NA@Q?A�KN�AHEIEJ=PA�OKIAPDEJC�PDAU�@KJgP�S=JP��8KQN�O=HAO�IAOO=CA�ODKQH@�?HA=NHU
?KIIQJE?=PA�PDA�>AJABEPO�KB�UKQN�LNK@Q?P�KN�OANRE?A�6EJOPKJ��6�����&N=J=P��)�
	����
� Persuasive advertising for entrepreneurs and small business owners: How to create
more effective sales messages��-AS�8KNG��-8��1KQPHA@CA�

��� 6D=P�PDA�>QUAN�C=EJO�SEPD�PDA
LQN?D=OA�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����2=HAO�,AOO=CA ���

http://ezinearticles.com/?How-To-Communicate-Your-Sales-Message-So-Buyers-Take-Action-Now!&id=89569
http://ezinearticles.com/?How-To-Communicate-Your-Sales-Message-So-Buyers-Take-Action-Now!&id=89569


Sales Message Strategies for Success

8KQN�LNK@Q?P�KN�OANRE?A�I=U�OAHH�EPOAHB��>QP�EB�UKQ�NAMQENA�=�O=HAO�IAOO=CA��UKQ�I=U
S=JP�PK�?KJOE@AN�PDAOA�OPN=PACEAO�BKN�OQ??AOO�

�� Start with your greatest benefit ��4OA�EP�EJ�PDA�DA=@HEJA��OQ>FA?P�HEJA�
?=LPEKJ��KN�=PPAJPEKJ�OP=PAIAJP�� Q@EAJ?AO�PAJ@�PK�NAIAI>AN�PDA
EJBKNI=PEKJ�BNKI�PDA�>ACEJJEJC�=J@�AJ@�KB�=�IAOO=CA��>QP�D=RA�HAOO
NA?=HH�=>KQP�PDA�IE@@HA�LKEJPO��,=GA�UKQN�BENOP�OPAL�?KQJP�>U
DECDHECDPEJC�PDA�>AOP�BA=PQNA�BENOP�

�� Take baby steps��.JA�PDEJC�=P�=�PEIA��/NKIKPA��EJBKNI��=J@�LANOQ=@A
KJ�KJA�LNK@Q?P�KN�OANRE?A�=P�=�PEIA��8KQ�S=JP�PK�DA=N�dUAOe�=J@�I=GA
PDA�=OOK?E=PA@�O=HA��=J@�EB�UKQ�?KJBQOA�PDA�=Q@EAJ?A�SEPD�PKK�IQ?D
EJBKNI=PEKJ��PKK�I=JU�KLPEKJO��OPALO�PK�?KJOE@AN��KN�NAH=PA@�LNK@Q?PO
KN�OANRE?A��UKQ�=NA�IKNA�HEGAHU�PK�DA=N�dJKe�=O�=�@ABAJOERA�NAOLKJOA�=O
PDA�>QUAN�PNEAO�JKP�PK�I=GA�=�IEOP=GA�� RKE@�?KJBQOEKJ�=J@�GAAL�EP
OEILHA�

�� Know your audience��3DA�IKNA�>=?GCNKQJ@�NAOA=N?D�UKQ�?=J�@K�KJ
UKQN�>QUAN��PDA�>APPAN�UKQ�?=J�=JPE?EL=PA�PDAEN�OLA?EBE?�S=JPO�=J@
JAA@O�=J@�EJ@ERE@Q=HEVA�UKQN�O=HAO�IAOO=CA�PK�IAAP�PDAI�

�� Lead with emotion, follow with reason ��&=EJ�PDA�=Q@EAJ?AgO�=PPAJPEKJ
SEPD�@N=I=��DQIKN��KN�JKRAHPU�=J@�BKHHKS�SEPD�OLA?EBE?�B=?PO�PD=P
AOP=>HEOD�UKQN�?NA@E>EHEPU��LNKRE@A�IKNA�EJBKNI=PEKJ�=>KQP�PDA�LNK@Q?P
KN�OANRE?A��=J@�HA=@�PK�UKQN�?=HH�PK�=?PEKJ�PK�I=GA�PDA�O=HA�

3DAOA�BKQN�OPALO�?=J�DAHL�EILNKRA�UKQN�O=HAO�IAOO=CA��=J@�UKQN�O=HAO��(JRAOP�UKQN
PEIA�EJ�LH=JJEJC�=J@�LNAL=N=PEKJ��=J@�?KJOE@AN�PDA�=Q@EAJ?AgO�JAA@O�=O�UKQ�LNAL=NA
UKQN�O=HAO�IAOO=CA�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����2=HAO�,AOO=CA ���



Figure 9.14Sample E-mail Sales Message

KEY TAKEAWAY

 �O=HAO�IAOO=CA�?KI>EJAO�AIKPEKJ�=J@�NA=OKJ��=J@�NAEJBKN?AO�?NA@E>EHEPU��PK
?NA=PA�EJPANAOP�EJ�=�LNK@Q?P�KN�OANRE?A�PD=P�HA=@O�PK�=�O=HA�

EXERCISES

�� "NA=PA�UKQN�KSJ�AI=EH�O=HAO�IAOO=CA�EJ�=�DQJ@NA@�SKN@O�KN�HAOO��2D=NA
EP�SEPD�PDA�?H=OO�

�� (@AJPEBU�KJA�O=HAO�IAOO=CA�UKQ�?KJOE@AN�PK�>A�ABBA?PERA��2D=NA�EP�SEPD
?H=OOI=PAO�=J@�@EO?QOO�SDU�UKQ�LAN?AERA�EP�PK�>A�ABBA?PERA�

�� /HA=OA�?KJOE@AN�KJA�LQN?D=OA�UKQ�I=@A�NA?AJPHU��6D=P�IKPER=PA@�UKQ�PK
>QU�=J@�SDU�@E@�UKQ�?DKKOA�PK�?KILHAPA�PDA�LQN?D=OA��2D=NA�PDA�NAOQHPO
SEPD�UKQN�?H=OOI=PAO�

��  NA�UKQ�IKNA�IKPER=PA@�>U�AIKPEKJ�KN�NA=OKJ�� OG�PAJ�BNEAJ@O�PD=P
MQAOPEKJ�=J@�LKOP�UKQN�NAOQHPO�

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

����2=HAO�,AOO=CA ���



9.7 Additional Resources

5EOEP�-AP+EJCK�BKN�OKIA�?KIIKJ�PATPEJC�=>>NARE=PEKJO�DPPL���SSS�JAPHEJCK�?KI�
=?NKJUIO�LDL

3DA�.JHEJA�6NEPEJC�+=>�	.6+
�=P�/QN@QA�4JERANOEPU�EJ?HQ@AO�=J�=NA=�KJ�AI=EH
APEMQAPPA�DPPL���KSH�AJCHEOD�LQN@QA�A@Q�KSH�NAOKQN?A�������

2DA=gO�-APEMQAPPA�KJHEJA�EO�=JKPDAN�QOABQH�OKQN?A�DPPL���SSS�=H>EKJ�?KI�
JAPEMQAPPA�>KKG�EJ@AT�DPIH

3DANew York Times>HKC�d&=@CAPSEOA��&APPEJC�2I=NP� >KQP�/ANOKJ=H�3A?DJKHKCUe
@EO?QOOAO�=J�ARAN?D=JCEJC�R=NEAPU�KB�MQAOPEKJO�NAH=PA@�PK�JAPEMQAPPA�
DPPL���C=@CAPSEOA�>HKCO�JUPEIAO�?KI

3DA�.6+�=P�/QN@QA�=HOK�EJ?HQ@AO�L=CAO�KJ�IAIK�SNEPEJC�=J@�=�O=ILHA�IAIK�
DPPL���KSH�AJCHEOD�LQN@QA�A@Q�KSH�NAOKQN?A��������
DPPL���KSH�AJCHEOD�LQN@QA�A@Q�KSH�NAOKQN?A�������

%KN�����O=ILHA�HAPPANO��BNKI�?KRAN�HAPPANO�PK�?KILH=EJPO��CK�PK�PDEO�OEPA�
DPPL���SSS��D>�?KI�HAPPANO

5EOEP�PDEO�-ACKPE=PEKJO�?KI�L=CA�BKN�EJBKNI=PEKJ�KJ�SNEPEJC�=�NAMQAOP�BKN�LNKLKO=H�
MQKP=PEKJ��=J@�EJBKNI=PEKJ�DPPL���SSS�JACKPE=PEKJO�?KI�=NPE?HAO�LNK?QNAIAJP
PANIO

5EOEP�PDEO�OEPA�BKN�=@@EPEKJ=H�LNKLKO=H�SNEPEJC�PELO�DPPL���SSS��D>�?KI�
����PELSNEPA>EVLNKLKO=H�DPIH

3A?D2KQL�KBBANO�=�O=ILHA�1AMQAOP�BKN�/NKLKO=H�DPPL���SSS�PA?DOKQL�KNC�PKKHGEPO�
NBL�1%/<?HEAJP<ICIP��L@B

8KQN�KJHEJA�LNKBEHA�?KQJPO�=O�IQ?D�=O�UKQN�NYOQIY�DPPL���SSS�JLN�KNC�
PAILH=PAO�OPKNU�OPKNU�LDL�OPKNU(@�����������O?�JH�??�AO��������

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���

http://www.netlingo.com/acronyms.php
http://www.netlingo.com/acronyms.php
http://owl.english.purdue.edu/owl/resource/636/01
http://www.albion.com/netiquette/book/index.html
http://www.albion.com/netiquette/book/index.html
http://gadgetwise.blogs.nytimes.com
http://owl.english.purdue.edu/owl/resource/590/01
http://owl.english.purdue.edu/owl/resource/590/04
http://www.4hb.com/letters
http://www.negotiations.com/articles/procurement-terms
http://www.negotiations.com/articles/procurement-terms
http://www.4hb.com/0350tipwritebizproposal.html
http://www.4hb.com/0350tipwritebizproposal.html
http://www.techsoup.org/toolkits/rfp/RFP_client_mgmt2.pdf
http://www.techsoup.org/toolkits/rfp/RFP_client_mgmt2.pdf
http://www.npr.org/templates/story/story.php?storyId=105483848&sc=nl&cc=es-20090628
http://www.npr.org/templates/story/story.php?storyId=105483848&sc=nl&cc=es-20090628


1A=@�=Forbes=NPE?HA�KJ�d3AJ�6=UO�PK�3KNLA@K�8KQN�2=HAO�/EP?D�e
DPPL���SSS�BKN>AO�?KI������������IE?NKOKBPA>=UOUI=JPA?AJPO=HAO
?T<IB<����>U>��<PKNLA@K�DPIH

#ENA?P�I=EH�=J@�KPDAN�O=HAO�?KLU�SNEPPAJ�>U�2QO=JJ=�'QP?DAOKJ�
DPPL���SSS�LKSANSNEPEJC�?KI�LKNP�DPIH

5EOEP�PDEO�OEPA�BKN�PELO�KJ�DKS�PK�SNEPA�=�LQ>HE?�OANRE?A�=JJKQJ?AIAJP�	/2 
�
DPPL���SSS�AOOKNPIAJP�?KI�=HH�PELDKSPKSNEPA<NF>G�DPI

3DA�-=PEKJ=H�(JOPEPQPA�KB�)QOPE?A�LNKRE@AO�CQE@AHEJAO�KJ�SNEPEJC�=�/2 �
DPPL���SSS�KFL�QO@KF�CKR�JEF�PKLE?O�?KQNPO�NAOPKN=PERAFQOPE?A�I=NGAPEJCIA@E=�
LO=�DPI

3DA� @"KQJ?EH�LNKRE@AO�=�N=JCA�KB�AT=ILHAO�DPPL���SSS�=@?KQJ?EH�KNC�
@AB=QHP�=OLT�E@���

"D=LPAN���!QOEJAOO�6NEPEJC�EJ� ?PEKJ

���� @@EPEKJ=H�1AOKQN?AO ���

http://www.forbes.com/2007/08/01/microsoft-ebay-symantec-ent-sales-cx_mf_0801byb07_torpedo.html
http://www.forbes.com/2007/08/01/microsoft-ebay-symantec-ent-sales-cx_mf_0801byb07_torpedo.html
http://www.powerwriting.com/port.html
http://www.essortment.com/all/tiphowtowrite_rjbk.htm
http://www.ojp.usdoj.gov/nij/topics/courts/restorative-justice/marketing-media/psa.htm
http://www.ojp.usdoj.gov/nij/topics/courts/restorative-justice/marketing-media/psa.htm
http://www.adcouncil.org/default.aspx?id=15
http://www.adcouncil.org/default.aspx?id=15


Chapter 10

Developing Business Presentations

(P�QOQ=HHU�P=GAO�IA�IKNA�PD=J�PDNAA�SAAGO�PK�LNAL=NA�=�CKK@�EILNKILPQ�OLAA?D�

 ,=NG�3S=EJ

!AEJC�EJ�PDA�NECDP�@KAO�JKP�@ALAJ@�KJ�D=REJC�=�HKQ@�RKE?A�

 "DEJAOA�/NKRAN>

Getting Started

INTRODUCTORY EXERCISES

���"KILHAPA�PDA�BKHHKSEJC�OAHBEJRAJPKNU�>U�>N=EJOPKNIEJC�=O�I=JU�EPAIO�=O
UKQ�?=J�BKN�A=?D�?=PACKNU��3DEJG�=>KQP�=JUPDEJC�UKQ�GJKS��BEJ@�EJPANAOPEJC�
KN�=NA�EJRKHRA@�EJ�SDE?D�NAH=PAO�PK�PDA�PKLE?O�>AHKS��'=RA�UKQ�PN=RAHA@�PK�=
@EBBANAJP�?EPU��OP=PA��KN�?KQJPNU��#K�UKQ�D=RA�=JU�LNKFA?PO�EJ�KPDAN�?H=OOAO
UKQ�BEJ@�EJPANAOPEJC��+EOP�PDAI�EJ�PDA�MQAOPEKJO�>AHKS�

_ 6D=P�@K�UKQ�NA=@�
_ 6D=P�@K�UKQ�LH=U�KN�@K�BKN�BQJ�
_ 6D=P�@K�UKQ�S=P?D�	REOQ=H�IA@E=
�
_ 6DANA�@K�UKQ�HERA�KN�D=RA�UKQ�HERA@�
_ 6D=P�LH=?AO�D=RA�UKQ�REOEPA@�	PN=RAH
�
_ 6DKI�@K�UKQ�GJKS�
_ 6D=PgO�EILKNP=JP�PK�UKQ�
_ (B�UKQ�?KQH@�?D=JCA�KJA�PDEJC�EJ�PDA�SKNH@��SD=P�SKQH@�EP�>A�

"DKKOA�UKQN�PDNAA�B=RKNEPA�?=PACKNEAO�BNKI�PDA�HEOP�=>KRA�=J@�?EN?HA�PDAI�
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10.1 Before You Choose a Topic

LEARNING OBJECTIVE

�� #AO?NE>A�PDA�OPALO�EJ�PDA�LNK?AOO�KB�LH=JJEJC�=�OLAA?D�

 O�UKQ�>ACEJ�PK�PDEJG�=>KQP�?DKKOEJC�UKQN�PKLE?��PDANA�=NA�=�BAS�GAU�B=?PKNO�PK
?KJOE@AN��3DAOA�EJ?HQ@A�PDA�LQNLKOA�KB�PDA�OLAA?D��EPO�LNKFA?PA@�PEIA�HAJCPD��PDA
=LLNKLNE=PAJAOO�KB�PDA�PKLE?�BKN�UKQN�=Q@EAJ?A��=J@�UKQN�GJKSHA@CA�KN�PDA�=IKQJP
KB�EJBKNI=PEKJ�UKQ�?=J�=??AOO�KJ�PDA�PKLE?��+APgO�AT=IEJA�A=?D�KB�PDAOA�B=?PKNO�

Determine the General and Specific Purpose

(P�EO�EILKNP=JP�BKN�UKQ�PK�D=RA�=�?HA=N�QJ@ANOP=J@EJC�KB�UKQN�LQNLKOA��=O�=HH�PDA
KPDAN�B=?PKNO�@ALAJ@�KJ�EP��'ANAgO�=�>NEAB�NAREAS�KB�PDA�BERA�CAJAN=H�LQNLKOAO�BKN
OLA=GEJC�EJ�LQ>HE?�

�� Speech to inform��(J?NA=OA�PDA�=Q@EAJ?AgO�GJKSHA@CA��PA=?D�=>KQP�=�PKLE?
KN�EOOQA��=J@�OD=NA�UKQN�ATLANPEOA�

�� Speech to demonstrate��2DKS�PDA�=Q@EAJ?A�DKS�PK�QOA��KLAN=PA��KN�@K
OKIAPDEJC�

�� Speech to persuade��(JBHQAJ?A�PDA�=Q@EAJ?A�>U�LNAOAJPEJC�=NCQIAJPO
EJPAJ@A@�PK�?D=JCA�=PPEPQ@AO��>AHEABO��KN�R=HQAO�

�� Speech to entertain�� IQOA�PDA�=Q@EAJ?A�>U�AJC=CEJC�PDAI�EJ�=
NAH=PERAHU�HECDPDA=NPA@�OLAA?D�PD=P�I=U�D=RA�=�OANEKQO�LKEJP�KN�CK=H�

�� Ceremonial speech��/ANBKNI�=�NEPQ=H�BQJ?PEKJ��OQ?D�=O�CERA�=�PK=OP�=P�=
SA@@EJC�NA?ALPEKJ�KN�=�AQHKCU�=P�=�BQJAN=H�

8KQ�ODKQH@�>A�=>HA�PK�?DKKOA�KJA�KB�PDAOA�KLPEKJO��(B�UKQ�BEJ@�PD=P�UKQN�OLAA?D�I=U
B=HH�EJPK�IKNA�PD=J�KJA�?=PACKNU��UKQ�I=U�JAA@�PK�CAP�=�>APPAN�QJ@ANOP=J@EJC�KB�PDA
=OOECJIAJP�KN�CK=H��2P=NPEJC�KQP�SEPD�=�?HA=N�QJ@ANOP=J@EJC�KB�SDU�UKQ�=NA�@KEJC
SD=P�UKQ�=NA�OQLLKOA@�@K�SEHH�CK�=�HKJC�S=U�EJ�DAHLEJC�UKQ�KNC=JEVA��BK?QO�
LNAL=NA��=J@�@AHERAN�UKQN�KN=H�LNAOAJP=PEKJ�

.J?A�UKQ�D=RA�@APANIEJA@�UKQN�CAJAN=H�LQNLKOAcKN�D=@�EP�@APANIEJA@�BKN�UKQ��EB
PDEO�EO�=J�=OOECJA@�OLAA?DcUKQ�SEHH�OPEHH�JAA@�PK�SNEPA�UKQN�OLA?EBE?�LQNLKOA��6D=P
OLA?EBE?=HHU�=NA�UKQ�CKEJC�PK�EJBKNI��LANOQ=@A��@AIKJOPN=PA��KN�AJPANP=EJ�UKQN
=Q@EAJ?A�SEPD��6D=P�PULA�KB�?ANAIKJU�EO�UKQN�OLAA?D�EJPAJ@A@�BKN�� �?HA=N�CK=H
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I=GAO�EP�IQ?D�A=OEAN�PK�@ARAHKL�=J�ABBA?PERA�OLAA?D��3NU�PK�SNEPA�EJ�FQOP�KJA
OAJPAJ?A�AT=?PHU�SD=P�UKQ�=NA�CKEJC�PK�@K�

Examples

3K�EJBKNI�PDA�=Q@EAJ?A�=>KQP�IU�B=RKNEPA�?=N��PDA�%KN@�,QOP=JC

3K�LANOQ=@A�PDA�=Q@EAJ?A�PD=P�CHK>=H�S=NIEJC�EO�=�PDNA=P�PK�PDA
AJRENKJIAJP

-KPE?A�PD=P�A=?D�AT=ILHA�EJ?HQ@AO�PSK�LEA?AO�KB�EJBKNI=PEKJ��3DA�BENOP�EO�PDA
CAJAN=H�LQNLKOA�	PK�EJBKNI�KN�PK�LANOQ=@A
�=J@�PDA�OA?KJ@�EO�PDA�OLA?EBE?�OQ>FA?P
UKQ�EJPAJ@�PK�P=HG�=>KQP�

Can I Cover the Topic in Time?

8KQN�JATP�GAU�?KJOE@AN=PEKJ�EO�PDA�=IKQJP�KB�PEIA�EJ�SDE?D�UKQ�EJPAJ@�PK
=??KILHEOD�UKQN�LQNLKOA��"KJOE@AN�PDA�@ALPD��O?KLA��=J@�=IKQJP�KB�EJBKNI=PEKJ
=R=EH=>HA�KJ�PDA�PKLE?�UKQ�D=RA�EJ�IEJ@��(J�>QOEJAOO�OEPQ=PEKJO��OLAA?DAO�KN
LNAOAJP=PEKJO�R=NU�CNA=PHU�EJ�HAJCPD��>QP�IKOP�KBPAJ�PDA�OLA=GAN�JAA@O�PK�CAP�PDA
IAOO=CA�=?NKOO�=O�MQE?GHU�=O�LKOOE>HAcBKN�AT=ILHA��EJ�HAOO�PD=J�BERA�IEJQPAO��(B�UKQ
=NA�CEREJC�=�OLAA?D�EJ�?H=OO��EP�SEHH�PULE?=HHU�>A�BERA�PK�OARAJ�IEJQPAO��=P�IKOP�EP�I=U
>A�QL�PK�PAJ�IEJQPAO��(J�PDKOA�PAJ�IEJQPAO��EP�SKQH@�>A�EILKOOE>HA�PK�PAHH�UKQN
=Q@EAJ?A�=>KQP�PDA�?KILHAPA�DEOPKNU�KB�PDA�%KN@�,QOP=JC�=QPKIK>EHA��8KQ�?KQH@�
DKSARAN��PAHH�PDAI�=>KQP�BKQN�GAU�>K@U�OPUHA�?D=JCAO�OEJ?A�������(B�UKQN�PKLE?�EO�OPEHH
PKK�>NK=@��J=NNKS�EP�@KSJ�EJPK�OKIAPDEJC�UKQ�?=J�NA=OKJ=>HU�?KRAN�EJ�PDA�PEIA
=HHKPPA@��%KN�AT=ILHA��BK?QO�KJ�FQOP�PDA�?H=OOE?�,QOP=JCO��PDA�EJ@ERE@Q=H�@EBBANAJ?AO
>U�UA=N��=J@�DKS�PK�PAHH�PDAI�=L=NP�

8KQ�I=U�D=RA�>AAJ�=OOECJA@�=�LANOQ=OERA�OLAA?D�PKLE?��HEJGEJC�CHK>=H�S=NIEJC�PK
>QOEJAOO��>QP�D=RA�UKQ�>AAJ�CERAJ�AJKQCD�PEIA�PK�LNAOAJP�=�PDKNKQCD�OLAA?D�KJ
SDU�DQI=J�CNKSPD�=J@�?KJOQILPEKJ�EO�?HA=NHU�HEJGA@�PK�CHK>=H�S=NIEJC�� NA�UKQ
OQLLKOA@�PK�@EO?QOO�dCNAAJe�OPN=PACEAO�KB�AJANCU�?KJOANR=PEKJ�EJ�>QOEJAOO��BKN
AT=ILHA��3DA�PKLE?�KB�CHK>=H�S=NIEJC�EO�MQEPA�?KILHAT��=J@�>U�@ABEJEPEKJ�EJRKHRAO�=
CNA=P�@A=H�KB�EJBKNI=PEKJ��@A>=PA�KRAN�EJPANLNAP=PEKJO�KB�@=P=��=J@�=J=HUOEO�KJ�PDA
@ERANOA�CHK>=H�EIL=?PO��1=PDAN�PD=J�PNU�PK�ATLHKNA�PDA�?DAIEOPNU��PDA�?KNLKN=PA
@A>=PAO��KN�PDA�?QNNAJP�CKRANJIAJP�=?PEREPEAO�PD=P�I=U�>A�EJRKHRA@��UKQ�?=J
?KJOE@AN�DKS�REOQ=H�=E@O�I=U�I=GA�PDA�OLAA?D�RERE@�BKN�PDA�=Q@EAJ?A��8KQ�IECDP
@A?E@A�PK�BK?QO�KJ�PDNAA�?HA=N�AT=ILHAO�KB�CHK>=H�S=NIEJC�PK�?=LPQNA�UKQN
=Q@EAJ?AgO�=PPAJPEKJ�=J@�IKRA�PDAI�?HKOAN�PK�UKQN�OP=PA@�LKOEPEKJ��dCNAAJe�=J@
AJANCUO=REJC�OPN=PACEAO�=NA�CKK@�BKN�>QOEJAOO�
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Figure 10.1

Visual aids may make this speech
vivid for the audience.
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EOH=J@O�PD=P�D=RA�HKOP�>A=?DAO�@QA�PK�NEOEJC�PE@AO��3K
ATLH=EJ�DKS�PDEO�D=@�D=LLAJA@��UKQ�I=U�ODKS�PSK
LE?PQNAO�KB� JP=N?PE?=cKJA�P=GAJ�EJ������=J@�PDA�KPDAN
EJ�������=BPAN�EP�HKOP�KRAN����LAN?AJP�KB�EPO�PKP=H�I=OO�=O
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=PIKOLDANA��2DKS�=�LE?PQNA�KB�PDA�DKHA�EJ�PDA�KVKJA
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>KPPHA�KB�OQJO?NAAJ��O=UEJC�PD=P�ARAJ�2/%����EOJgP�OPNKJC
AJKQCD�PK�LNKPA?P�UKQ��%EJ=HHU��UKQ�I=U�ODKS�=�LEA�CN=LD�PD=P�EHHQOPN=PAO�PD=P
?QOPKIANO�=NA�=S=NA�KB�PDA�AJRENKJIAJP=H�?D=JCAO�=J@�PDA�ATPAJP�KB�PDAEN�LQN?D=OA
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Will My Topic Be Interesting to My Audience?
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PDA�>K@U�BA=PQNAO�KB�PDA�,QOP=JC��>QP�PDAU�I=U�=HNA=@U�>A�MQEPA�GJKSHA@CA=>HA
=>KQP�PDAOA�BA=PQNAO��(B�UKQ�NALNAOAJP�=�JAS�NQOP�PNA=PIAJP�LNK@Q?P�QOA@�EJ�PDA
NAOPKN=PEKJ�LNK?AOO��PDAU�I=U�>A�IKNA�EJPANAOPA@�EJ�DKS�EP�SKNGO�PD=J�=JU�OLA?EBE?
IK@AH�KB�?=N��'KSARAN��EB�UKQN�=Q@EAJ?A�>AHKJC�PK�=�CAJAN=H�CNKQL�KB�OPQ@AJPO�KN
SKQH@>A�?=N�>QUANO��EP�SKQH@�>A�IKNA�QOABQH�PK�EJBKNI�PDAI�=>KQP�DKS�PK�>QU�=
?H=OOE?�?=N�=J@�SD=P�PK�HKKG�BKN��&AJAN=H�EOOQAO�KB�NQOP�I=U�>A�IKNA�NAHAR=JP��=J@
?=J�OPEHH�>A�?HA=NHU�HEJGA@�PK�UKQN�JAS�NQOP�PNA=PIAJP�LNK@Q?P�

%KN�=�LANOQ=OERA�OLAA?D��EJ�=@@EPEKJ�PK�?KJOE@ANEJC�PDA�=Q@EAJ?AgO�EJPANAOPO��UKQ�SEHH
=HOK�S=JP�PK�C=QCA�PDAEN�=PPEPQ@AO�=J@�>AHEABO��(B�UKQ�=NA�OLA=GEJC�=>KQP�CHK>=H
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S=NIEJC�PK�=�CNKQL�KB�O?EAJPEOPO��UKQ�?=J�LNK>=>HU�=OOQIA�PD=P�PDAU�=NA�B=IEHE=N
SEPD�PDA�>=OE?�B=?PO�KB�IAHPEJC�CH=?EANO��NEOEJC�OA=�HARAHO��=J@�KVKJA�@ALHAPEKJ��(J
PD=P�?=OA��UKQ�IECDP�S=JP�PK�BK?QO�KJ�OKIAPDEJC�IKNA�OLA?EBE?��OQ?D�=O�OPN=PACEAO
BKN�NA@Q?EJC�CNAAJDKQOA�C=OAO�PD=P�?=J�>A�EILHAIAJPA@�>U�>QOEJAOO�=J@�EJ@QOPNU�
8KQN�CK=H�IECDP�>A�PK�LANOQ=@A�PDEO�=Q@EAJ?A�PK�=@RK?=PA�BKN�OQ?D�OPN=PACEAO��=J@
OQLLKNP�KN�ARAJ�AJ@KNOA�PDA�CN=@Q=H�EILHAIAJP=PEKJ�KB�PDA�?KOP�=J@�AJANCUO=REJC
IAPDK@O�PD=P�I=U�JKP�OKHRA�=HH�PDA�LNK>HAIO�=P�KJ?A��>QP�OANRA�=O�=J�EILKNP=JP�BENOP
OPAL�

(J�?KJPN=OP��BKN�=�CAJAN=H�=Q@EAJ?A��UKQ�I=U�=JPE?EL=PA�OGALPE?EOI�PD=P�CHK>=H
S=NIEJC�EO�ARAJ�K??QNNEJC��KN�PD=P�EP�LKOAO�=JU�PDNA=P�PK�PDA�AJRENKJIAJP��2KIA
=Q@EAJ?A�IAI>ANO�I=U�MQAOPEKJ�PDA�?KOP�O=REJCO��SDEHA�KPDANO�I=U�=OOANP�PD=P�PDA
OPALO�=NA�JKP�JA=NHU�AJKQCD�PK�I=GA�=�@EBBANAJ?A��3DA�?HA=N��REOQ=H�AT=ILHAO
@AO?NE>A@�=>KRA�SEHH�DAHL�CAP�UKQN�LKEJP�=?NKOO��>QP�EB�UKQ�=NA�=HOK�LNAL=NA@�PK
=JOSAN�MQAOPEKJOcBKN�AT=ILHA��d(B�PDA�A=NPD�EO�DA=PEJC�QL��SDU�D=O�EP�>AAJ�OK�?KH@
DANA�H=PAHU�e�KN�d(OJgP�PDEO�FQOP�L=NP�KB�=�S=NIEJC�=J@�?KKHEJC�?U?HA�PD=PgO�>AAJ
D=LLAJEJC�BKN�IEHHEKJO�KB�UA=NO�ecUKQ�I=U�I=GA�UKQN�OLAA?D�QHPEI=PAHU�IKNA
ABBA?PERA��!U�=OGEJC�UKQN�HEOPAJANO�PK�?KJOE@AN�SD=P�KPDAN�OECJO�PDAU�?=J�K>OANRA
PD=P�CHK>=H�S=NIEJC�EO�K??QNNEJC��UKQ�IECDP�DECDHECDP�=�S=U�BKN�PDAI�PK�=LLHU�UKQN
OLAA?D�>AUKJ@�PDA�?H=OONKKI�OAPPEJC��!U�P=GEJC�OI=HH�OPALO�=O�UKQ�EJPNK@Q?A�UKQN
=OOANPEKJO��N=PDAN�PD=J�=@RK?=PEJC�=�?KILHAPA�KRAND=QH�KB�PDA�OUOPAI�KN�ARAJ
NARKHQPEKJ��UKQ�SEHH�IKNA�ABBA?PERAHU�AJC=CA�=�H=NCAN�LAN?AJP=CA�KB�UKQN�=Q@EAJ?A�

How Much Information about My Topic Is Readily Available?

%KN�=�ODKNP�OLAA?D��AOLA?E=HHU�EB�EP�EO�=�OLAA?D�PK�AJPANP=EJ��UKQ�I=U�>A�=>HA�PK�NAHU
?KILHAPAHU�KJ�UKQN�GJKSHA@CA�=J@�E@A=O��!QP�EJ�IKOP�?=OAO�UKQ�SEHH�JAA@�PK�C=PDAN
EJBKNI=PEKJ�OK�PD=P�UKQ�?=J�I=GA�UKQN�OLAA?D�EJPANAOPEJC�>U�PAHHEJC�PDA�=Q@EAJ?A
PDEJCO�PDAU�@KJgP�=HNA=@U�GJKS��3NU�PK�?DKKOA�=�PKLE?�PD=P�?=J�>A�NAOA=N?DA@�EJ�UKQN
?KHHACA�KN�QJERANOEPU�HE>N=NEAO��8KQ�I=U�JAA@�PK�@K�OKIA�EJEPE=H�?DA?GEJC�KB�OKQN?AO
PK�>A�OQNA�PDA�I=PANE=H�EO�=R=EH=>HA�

Putting It All Together

6DAJ�UKQ�D=RA�@APANIEJA@�UKQN�CAJAN=H�LQNLKOA��PDA�=IKQJP�KB�I=PANE=H
=LLNKLNE=PA�PK�PDA�PEIA�=HHKSA@�BKN�UKQN�OLAA?D��=J@�PDA�=LLNKLNE=PAJAOO�BKN�UKQN
=Q@EAJ?A��PDAJ�UKQ�ODKQH@�>A�SAHH�KJ�UKQN�S=U�PK�E@AJPEBUEJC�PDA�PKLE?�BKN�UKQN
OLAA?D�� O�=�@KQ>HA?DA?G��UKQ�ODKQH@�>A�=>HA�PK�OP=PA�UKQN�OLA?EBE?�LQNLKOA�EJ�KJA
OAJPAJ?A��%KN�AT=ILHA��PDA�OLA?EBE?�LQNLKOA�KB�KQN�d"H=OOE?�"=NOe�OLAA?D�?KQH@�>A
OP=PA@�=O��d!U�PDA�AJ@�KB�IU�OLAA?D��(�S=JP�IU�=Q@EAJ?A�PK�>A�IKNA�EJBKNIA@�=>KQP
PDA�PDNAA�S=UO�EJ�SDE?D�PDAU�?=J�@APANIEJA�SDAPDAN�=�?H=OOE?�?=N�EO�=�NQOP�>Q?GAP�KN
@E=IKJ@�EJ�PDA�NKQCD��=J@�>A�=S=NA�KB�KJA�LNK@Q?P�OKHQPEKJ�e
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KEY TAKEAWAY

2LAA?D�LH=JJEJC�>ACEJO�SEPD�GJKSEJC�UKQN�CAJAN=H�=J@�OLA?EBE?�LQNLKOA�
UKQN�PEIA�=HHKPIAJP��UKQN�=Q@EAJ?A��=J@�PDA�=IKQJP�KB�EJBKNI=PEKJ
=R=EH=>HA�

EXERCISES

�� "KILHAPA�PDA�BKHHKSEJC�OAJPAJ?A�BKN�UKQN�OLAA?D��!U�PDA�AJ@�KB
IU�OLAA?D��(�S=JP�PDA�=Q@EAJ?A�PK�>A�IKNA�EJBKNIA@�	LANOQ=@A@�
D=RA�=�>APPAN�QJ@ANOP=J@EJC�KB��AJPANP=EJA@�>U
�=>KQP
<<<<<<<<<<<<<<<<<<<�

(B�UKQ�?=JgP�BEJEOD�PDA�OAJPAJ?A��UKQ�JAA@�PK�CK�>=?G�=J@�NAREAS
PDA�OPALO�EJ�PDEO�OA?PEKJ��,=GA�OQNA�UKQ�D=RA�CERAJ�PDAI
OQBBE?EAJP�PEIA�=J@�=PPAJPEKJ�� J�ABBA?PERA�OLAA?D�NAMQENAO
LH=JJEJC�=J@�LNAL=N=PEKJ��=J@�PD=P�P=GAO�PEIA��*JKS�UKQN
CAJAN=H�=J@�OLA?EBE?�LQNLKOA��=J@�I=GA�OQNA�UKQ�?=J�SNEPA�EP�EJ
KJA�OAJPAJ?A��(B�UKQ�@KJgP�GJKS�UKQN�LQNLKOA��PDA�=Q@EAJ?A
SKJgP�AEPDAN�

�� ,=GA�=�HEOP�KB�PKLE?�PD=P�EJPANAOP�UKQ�=J@�IAAP�PDA�K>FA?PERAO�KB�PDA
=OOECJIAJP��3N=@A�PDA�HEOP�SEPD�=�?H=OOI=PA�=J@�AJ?EN?HA�PDNAA�PKLE?O
PD=P�UKQ�SKQH@�HEGA�PK�HA=NJ�IKNA�=>KQP�KJ�PDAEN�HEOP��1ALA=P�PDEO
ATAN?EOA��6D=P�PKLE?�NA?AERA@�PDA�IKOP�EJPANAOP�=J@�SDU��#EO?QOO�PDA
NAOQHPO�SEPD�UKQN�?H=OOI=PAO�
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10.2 Choosing a Topic

LEARNING OBJECTIVE

�� (@AJPEBU�PDA�CAJAN=H�LQNLKOA�=J@�OLA?EBE?�LQNLKOA�KB�=�OLAA?D

-KS�PD=P�UKQ�D=RA�=�?HA=N�E@A=�KB�UKQN�CAJAN=H�=J@�OLA?EBE?�LQNLKOA��PDA�=HHKPPA@
PEIA��UKQN�=Q@EAJ?AgO�ATLA?P=PEKJO��=J@�PDA�=IKQJP�KB�EJBKNI=PEKJ�=R=EH=>HA��UKQ
=NA�NA=@U�PK�?KIIEP�PK�=�PKLE?��6A�D=RA�OARAN=H�OPN=PACEAO�UKQ�?=J�QOA�PK�DAHL�OAHA?P
=J@�J=NNKS�PDA�PKLE?�=LLNKLNE=PAHU�

Know Yourself and Your Audience

3DA�BENOP�OPN=PACU�EO�PK�E@AJPEBU�=J�=NA=�KB�GJKSHA@CA�KN�=J�EOOQA�PD=P�@AALHU
EJPANAOPO�UKQ��(B�UKQ�D=RA�JKP�=HNA=@U�?KILHAPA@�PDA�BENOP�KB�PDA-KPA�����
�(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN��LHA=OA�SKNG�SEPD�EP��E@AJPEBUEJC�=O�I=JU
=?PEREPEAO��=NA=O�KB�EJPANAOP��LH=?AO�UKQgRA�PN=RAHA@�PK��=J@�PDEJCO�UKQ�BEJ@
EJPANAOPEJC�=O�LKOOE>HA��.J?A�UKQ�D=RA�?KILHAPA@�PDA�ATAN?EOA��E@AJPEBU�PDNAA�>NK=@
OQ>FA?P�=NA=O�SDANA�UKQ�D=RA�OKIA�GJKSHA@CA�KN�ATLANEAJ?A�=J@�?KJOE@AN�=P�HA=OP
KJA�HEJG�PK�>QOEJAOO�=J@�EJ@QOPNU�BKN�A=?D�=NA=��3=HGEJC�=>KQP�SD=P�UKQ�GJKS�SEHH
I=GA�UKQ�=�IKNA�?NA@E>EHEPU�OLA=GAN�>QP�EP�IQOP�?HA=NHU�?KJJA?P�SEPD�UKQN
AILHKUANgO�CK=HO�BKN�UKQN�LNAOAJP=PEKJ��(B��BKN�AT=ILHA��UKQ�HEGA�@KEJC�=�O?N=L>KKG�
SD=P�GEJ@�KB�CHQA�@K�UKQ�LNABAN�=J@�SDU��3D=P�I=U�I=GA�BKN�=�J=PQN=H�OLAA?D�PKLE?
PD=P�?=HHO�KJ�UKQN�LNAREKQO�ATLANEAJ?A�SDEHA�NAMQENEJC�UKQ�PK�HA=NJ�IKNA�=>KQP�PDA
CHQA�=J@�EPO�LNKLANPEAO��8KQ�I=U�JAA@�PK�?KIL=NA�=J@�?KJPN=OP�OARAN=H�PULAO�KB
CHQAO�=O�L=NP�KB�UKQN�LNAL=N=PEKJ��8KQN�EJ@ALPD�=S=NAJAOO�KB�O?N=L>KKGEJC�=J@
CHQA�=O�=�JA?AOO=NU�EJCNA@EAJP�SEHH�I=GA�UKQ�=�IKNA�?NA@E>HA�OLA=GAN�

(J�PDA�BENOP�KB�PDA-KPA�������(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN��UKQ�SANA
=OGA@�PK�?DKKOA�PDNAA�MQAOPEKJO�BNKI�PDA�HEOP�=J@�PDAJ�OQNRAU�LAKLHA�UKQ�GJKS�PK
BEJ@�KQP�SDE?D�KB�PDA�PDNAA�PDAU�LNABAN�PK�DA=N�=>KQP��,=GA�OQNA�UKQ�GAAL�O?KNA�>U
SNEPEJC�@KSJ�B=?PKNO�HEGA�=CA��CAJ@AN��=J@�=JU�KPDAN�AHAIAJPO�UKQ�PDEJG�UKQN
=Q@EAJ?A�I=U�D=RA�EJ�?KIIKJ��3DEO�ATAN?EOA�OANRAO�PK�NAEJBKN?A�PDA�E@A=�KB�>AEJC
=Q@EAJ?A?AJPANA@��KN�P=EHKNEJC�UKQN�IAOO=CA�PK�UKQN�OLA?EBE?�=Q@EAJ?A��.QN�PDEN@�KB
PDA-KPA�������(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN�ODKQH@�DECDHECDP�PD=P�KQN
LAN?ALPEKJ�KB�PDA�SKNH@�EO�JKP�=HS=UO�=??QN=PA��=J@�PDANA�EO�JK�OQ>OPEPQPA�BKN
PDKNKQCD��K>FA?PERA�NAOA=N?D�SDAJ�LNAL=NEJC�=�OLAA?D��3DA�IKNA�UKQ�GJKS��=>KQP
UKQNOAHB�=J@�UKQN�=Q@EAJ?A��PDA�>APPAN�UKQ�?=J�LNAL=NA�PK�IAAP�PDAEN�JAA@O�=J@
=??KILHEOD�UKQN�CK=HO�=O�=�OLA=GAN�
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8KQ�D=RA�JKS�QPEHEVA@�PDA-KPA�������(JPNK@Q?PKNU�$TAN?EOAO�PK�DAHL�E@AJPEBU�OKIA
>NK=@�PKLE?�=NA=O�PD=P�IECDP�SKNG�BKN�UKQ��(B�UKQ�BEJ@�PDA�PKLE?�EJPANAOPEJC��UKQN
AJPDQOE=OI�SEHH�ODKS�=J@�UKQN�=Q@EAJ?A�SEHH�>A?KIA�EJPANAOPA@��PKK��-ATP��UKQ�SEHH
S=JP�PK�@A?E@A�SDE?D�KB�PDAOA�=NA=O�SKQH@�SKNG�>AOP�BKN�UKQN�OLAA?D��=J@�DKS�PK
J=NNKS�EP�@KSJ�

Saving Time

'ANA�=NA�OKIA�OPN=PACEAO�UKQ�?=J�QOA�PK�O=RA�UKQNOAHB�PEIA�EJ�OAHA?PEJC�=�OLAA?D
PKLE?�

%ENOP��?KJOE@AN�PDA�EJBKNI=PEKJ�UKQ�=HNA=@U�D=RA�?HKOA�=P�D=J@��#K�UKQ�=HNA=@U�D=RA
=�LNKFA?P�UKQ�=NA�SKNGEJC�KJ��LAND=LO�EJ�=JKPDAN�?KQNOA��6D=P�=NA�UKQ�?QNNAJPHU
OPQ@UEJC�EJ�UKQN�KPDAN�?H=OOAO��6D=P�PKLE?O�@K�UKQ�S=JP�PK�GJKS�IKNA�=>KQP�
6DE?D�EOOQAO�KN�=OLA?PO�EJEPE=HHU�@NAS�UKQ�PK�PDEO�PKLE?�KN�=NA=��"D=J?AO�=NA�PD=P
SD=PARAN�LEMQA@�UKQN�EJPANAOP�PDA�BENOP�PEIA�SEHH�=HOK�CAP�UKQN�=Q@EAJ?A�EJPANAOPA@�

-ATP��?KJ@Q?P�=�OA=N?D�	KJHEJA��EJ�PDA�HE>N=NU��KN�EJPANREAS�LAKLHA�UKQ�GJKS
�EJ
UKQN�OQ>FA?P�=NA=�PK�CAP�=J�KRANREAS�KB�PDA�OQ>FA?P��$TLHKNA�PKLE?O��EOOQAO��LH=?AO��KN
LAKLHA�PD=P�B=O?EJ=PA�UKQ�

Appeal, Appropriateness, and Ability

3DAOA�=NA�PDNAA�I=EJ�B=?PKNO�PK�?KJOE@AN�SDAJ�?DKKOEJC�=�PKLE?�� HH�PDNAA�B=?PKNO
=NA�NAH=PA@�PK�KJA�=JKPDAN��>QP�>U�OUOPAI=PE?=HHU�BK?QOEJC�KJ�A=?D�KJA�UKQ�SEHH�DAHL
=@@NAOO�PDA�OPNAJCPDO�=J@�SA=GJAOOAO�KB�UKQN�?DKOAJ�PKLE?�

Appeal� EJRKHRAO�PDA�=PPN=?PERA�LKSAN�KB�=NKQOEJC�=�OUIL=PDAPE?��OPEIQH=PA@
NAOLKJOA�BNKI�PDA�=Q@EAJ?A��8KQN�=Q@EAJ?A�SEHH�D=RA�ATLA?P=PEKJO�KB�UKQ�=O�=
OLA=GAN�=J@�KB�UKQN�LQNLKOA�BKN�OLA=GEJC��6A�=HH�PAJ@�PK�OAAG�JKRAHPU�=J@�BEJ@
EJPANAOPEJC��=PPN=?PERA��KN�=LLA=HEJC��KN�OKIAPDEJC�PD=P�EO�JKP�L=NP�KB�ARANU@=U�HEBA�
 �CKK@�AT=ILHA�EO�PDA�IAHPEJC�E?A�?NA=I�QOA@�EJ�PDA�OLAA?D�KJ�CHK>=H�S=NIEJC��3DA
AHAIAJPO�=NA�JKPDEJC�JAS��6AgRA�=HH�OAAJ�LH=PAO��>NKSJEAO��=J@�E?A�?NA=I�>ABKNA�
>QP�DKS�I=JU�KB�QO�D=RA�OAAJ�=�OLA=GAN�QOA�PDAI�PKCAPDAN�PK�OUI>KHEVA�PDA
IAHPEJC�E?A�?=LO�=OOK?E=PA@�SEPD�CHK>=H�S=NIEJC��3DANA�EO�=J�EJDANAJP�JKRAHPU
LNAOAJP�SDAJ�SA�=@=LP�OKIAPDEJC�BNKI�EPO�KNECEJ=H�LQNLKOA�EJ�KN@AN�PK�I=GA�EP
=LLA=HEJC��8KQ�SEHH�JAA@�PK�?KJOE@AN�=J�=LLA=HEJC�S=U�PK�OP=NP�UKQN�OLAA?D��=J@�SEHH
HKKG�BKN�S=UO�PDNKQCDKQP�UKQN�OLAA?D�PK�NA=BBENI�PD=P�=LLA=H�PK�PDA�=Q@EAJ?A�
6DAJ�?KJOE@ANEJC�=�PKLE?��=HOK�PDEJG�=>KQP�PDA�REOQ=H�KN�=Q@EPKNU�EI=CAO�PD=P�?KIA
PK�IEJ@��KN�DKS�UKQ�IECDP�NALNAOAJP�EP�PK�=J�=Q@EAJ?A�EJ�S=UO�KPDAN�PD=J�UKQN
SKN@O��3DEO�?=J�CQE@A�UKQ�=O�UKQ�LNK?AA@�PK�OAHA?P�UKQN�PKLE?��PDEJGEJC�=>KQP�SD=P
UKQ�?=J�I=GA�=LLA=HEJC�PK�UKQN�=Q@EAJ?A�

�� (JRKHRAO�PDA�=PPN=?PERA�LKSAN
KB�=NKQOEJC�=�OUIL=PDAPE?�
OPEIQH=PA@�NAOLKJOA�BNKI�PDA
=Q@EAJ?A�
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(P�=HOK�BKHHKSO�PD=P�=LLA=H�=LLHEAO�PK�PDA�OLA=GAN�=O�SAHH�=O�PDA�=Q@EAJ?A��8KQ�I=U
BEJ@�PDA�LNKOLA?P�KB�@EO?QOOEJC�CHK>=H�S=NIEJC�JKP�RANU�EJPANAOPEJC��=J@�EB�UKQ�BAAH
PDEO�S=U��EP�SEHH�?KIA�PDNKQCD�EJ�UKQN�OLAA?D��8KQ�JAA@�PK�>A�=PPN=?PA@��EJPANAOPA@
KN�BEJ@�UKQN�PKLE?�=LLA=HEJC�EJ�KN@AN�PK�?KJRAU�PDEO�=LLA=H�PK�UKQN�=Q@EAJ?A��%EJ@
OKIAPDEJC�PD=P�?=P?DAO�UKQN�EJPANAOP��=J@�PD=P�O=IA�OL=NG�EO�SD=P�UKQ�SEHH�?QHPER=PA
PK�@ARAHKL�S=UO�PK�OPEIQH=PA�PDA�OL=NG�KB�?QNEKOEPU�EJ�UKQN�=Q@EAJ?A�

Appropriateness � EJRKHRAO�=�PKLE?�PD=P�EO�AOLA?E=HHU�OQEP=>HA�KN�?KIL=PE>HA�SEPD
UKQN�=Q@EAJ?AgO�EJPANAOP��ATLA?P=PEKJO��JKNIO��KN�?QOPKIO��$RANUKJA�SEHH�D=RA
ATLA?P=PEKJO�=>KQP�NKHAO�=J@�KQP?KIAO�=OOK?E=PA@�SEPD�UKQN�OLAA?D��2KIA�I=U�>A
HKKGEJC�BKN�EJBKNI=PEKJ��SDEHA�KPDANO�I=U�=HNA=@U�GJKS�OKIAPDEJC�=>KQP�UKQN
PKLE?�=J@�S=JP�PK�HA=NJ�IKNA��8KQ�SEHH�JAA@�PK�NA=?D�>KPD�CNKQLO�SEPDEJ�PDA
=Q@EAJ?A�� O�SA�O=S�A=NHEAN�EJ�PDA�%KN@�,QOP=JC�AT=ILHA��=�DECDHU�PA?DJE?=H�OLAA?D
I=U�HKOA�PDA�IKNA�JKRE?A�IAI>ANO�KB�UKQN�=Q@EAJ?A�
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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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Writing Your Thesis Statement
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�� %NKI�UKQN�HEOP�KB�LKOOE>HA�PKLE?O��SNEPA�OARAN=H�O=ILHA�LQNLKOA�KN�PDAOEO
OP=PAIAJPO��2D=NA�=J@�?KIL=NA�UKQN�NAOQHPO�SEPD�?H=OOI=PAO�

�� 6NEPA�=�CAJAN=H�LQNLKOA�OP=PAIAJP�=J@�PDAOEO�OP=PAIAJP�BKN�=�OLAA?D�PK
EJBKNI��-KS�=@=LP�PDAOA�OP=PAIAJPO�BKN�=�OLAA?D�PK�LANOQ=@A�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����"DKKOEJC�=�3KLE? ���



10.3 Finding Resources

LEARNING OBJECTIVES

�� 4J@ANOP=J@�PDA�EILKNP=J?A�KB�NAOA=N?D�EJ�@ARAHKLEJC�UKQN�PKLE?�
�� 4OA�NAOKQN?AO�PK�C=PDAN�EJBKNI=PEKJ�ABBA?PERAHU�
�� #K?QIAJP�UKQN�OKQN?AO�?KNNA?PHU�=J@�=RKE@�LH=CE=NEOI�

-KS�PD=P�UKQ�GJKS�UKQN�CAJAN=H�LQNLKOA��D=RA�?KIIEPPA@�PK�=�PKLE?��=J@�D=RA
SNEPPAJ�UKQN�PDAOEO�OP=PAIAJP��EPgO�PEIA�PK�C=PDAN�EJBKNI=PEKJ��(B�UKQ�D=RA�?DKOAJ
PDA�PKLE?�BNKI�UKQN�HEOP��UKQ�LNK>=>HU�=HNA=@U�GJKS�=�HKP�=>KQP�EP��!QP�EJ�IKOP�?=OAO
UKQ�SEHH�OPEHH�JAA@�EJBKNI=PEKJ�BNKI�OKQN?AO�KPDAN�PD=J�UKQNOAHB��PK�AOP=>HEOD
?NA@E>EHEPU��?NA=PA�=�IKNA�?KILNADAJOERA�OLAA?D��=J@�PK�I=GA�OQNA�JK�EILKNP=JP
=OLA?P�KB�UKQN�PKLE?�EO�HABP�KQP�

8KQN�PEIA�EO�R=HQ=>HA�=J@�UKQgHH�JAA@�PK�LH=J�=DA=@�PK�=RKE@�=�NQODA@�BNAJVU�NECDP
>ABKNA�UKQN�@QA�@=PA��8KQgHH�BAAH�IKNA�?KJBE@AJP�EB�UKQ�>Q@CAP�UKQN�PEIA�SEOAHU�=J@
CERA�UKQNOAHB�=J�KLLKNPQJEPU�PK�NABHA?P�KJ�SD=P�UKQ�D=RA�LNAL=NA@��=J@�PDEO�SEHH
DAHL�UKQ�BAAH�IKNA�NAH=TA@�=O�UKQ�@AHERAN�UKQN�OLAA?D��NA@Q?EJC�UKQN�OLAA?D
=JTEAPU�

Narrow Your Topic and Focus on Key Points

!U�JKS�UKQ�D=RA�@ARAHKLA@�=J�E@A=�KB�UKQN�PKLE?��>QP�ARAJ�SEPD�UKQN�LQNLKOA�=J@
PDAOEO�OP=PAIAJP��UKQ�I=U�OPEHH�D=RA�=�>NK=@�OQ>FA?P�PD=P�SEHH�>A�=�?D=HHAJCA�PK�?KRAN
SEPDEJ�PDA�=HHKPPA@�PEIA��8KQ�IECDP�S=JP�PK�NAREOEP�UKQN�LQNLKOA�=J@�PDAOEO
OP=PAIAJP�=J@�=OG�UKQNOAHB��DKS�OLA?EBE?�EO�IU�PKLE?��(B�BHUEJC�=J�=ENLH=JA�EO�UKQN
PKLE?�=NA=�=J@�UKQ�=NA�CKEJC�PK�EJBKNI�UKQN�=Q@EAJ?A�KJ�PDA�ATLANEAJ?A��@EO?QOO�PDA
DEOPKNU�=J@�>=OE?�AMQELIAJP��=J@�?KRAN�PDA�>=OE?�NAMQENAIAJPO�JA?AOO=NU�PK�CK�KJ
UKQN�BENOP�BHECDP��/HQO��HKKG�=P�NABANAJ?A�EJBKNI=PEKJ�KJ�SDANA�UKQN�=Q@EAJ?A�?KQH@
CK�HK?=HHU�PK�P=GA�BHUEJC�HAOOKJO��UKQ�IECDP�BEJ@�PD=P�BERA�PK�OARAJ�IEJQPAO�OEILHU�EO
JKP�AJKQCD�PEIA��1=PDAN�PD=J�OP=PEJC�PD=P�UKQ�JAA@�IKNA�PEIA��KN�PD=P�UKQgHH�FQOP
NQOD�PDNKQCD�EP��?KJOE@AN�UKQN�=Q@EAJ?A�=J@�SD=P�PDAU�IECDP�S=JP�PK�HA=NJ��'KS
?=J�UKQ�J=NNKS�UKQN�PKLE?�PK�>APPAN�?KJOE@AN�PDAEN�JAA@O�� O�UKQ�A@EP�UKQN�PKLE?�
?KJOE@ANEJC�SD=P�EO�AOOAJPE=H�EJBKNI=PEKJ�=J@�SD=P�?=J�>A�?QP��UKQgHH�?KIA�PK�BK?QO
KJ�PDA�GAU�LKEJPO�J=PQN=HHU�=J@�NA@Q?A�PDA�LNAOOQNA�KJ�UKQNOAHB�PK�?KRAN�PKK�IQ?D
EJBKNI=PEKJ�EJ�=�ODKNP�=IKQJP�KB�PEIA�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

���



(B�UKQ�D=RAJgP�LNAOAJPA@�I=JU�OLAA?DAO��BERA�PK�OARAJ�IEJQPAO�I=U�OAAI�HEGA�=J
APANJEPU��>QP�SDAJ�UKQ�=NA�EJ�BNKJP�KB�PDA�=Q@EAJ?A��PDA�PEIA�SEHH�L=OO�MQE?GHU�
"KJOE@AN�DKS�UKQ�BAAH�=>KQP�PDA�=NA=O�KB�UKQN�OLAA?D�=J@�UKQgHH�OKKJ�OAA�DKS�EP
?KQH@�A=OEHU�PQNJ�EJPK�=J�DKQNHKJC�LNAOAJP=PEKJ��8KQ�JAA@�PK�SKNG�SEPDEJ�PDA�PEIA
HEIEPO��=J@�ODKS�UKQN�=Q@EAJ?A�NAOLA?P�=O�UKQ�OP=U�SEPDEJ�PDAI��NA?KCJEVEJC�PD=P
PDAU�PKK�SEHH�>A�LNAOAJPEJC�OLAA?DAO�EJ�PDA�O=IA�PEIA�BN=IA��%KN�UKQNOAHB�=J@�UKQN
=Q@EAJ?A��J=NNKS�UKQN�PKLE?�PK�FQOP�PDA�GAU�LKEJPO��/AND=LO�UKQ�SEHH�>ACEJ�SEPD�=
@AO?NELPEKJ�=J@�=�REOQ=H�EI=CA�KB�UKQN�BENOP�BHECDP��BKHHKSA@�>U�=�HEOP�KB�PDA�>=OE?
AMQELIAJP�=J@�PN=EJEJC�JAA@A@��%EJ=HHU��=�NABANAJ?A�PK�HK?=H�BHUEJC�O?DKKHO�I=U�DAHL
UKQ�@ABEJA�UKQN�OLAA?D��6DEHA�PDA�DEOPKNU�KB�BHUEJC�I=U�>A�B=O?EJ=PEJC��=J@�I=U
OANRA�=O�=�PKLE?�EJ�EPOAHB�BKN�=JKPDAN�OLAA?D��EP�SKQH@�=@@�PKK�IQ?D�EJBKNI=PEKJ�PK
PDEO�L=NPE?QH=N�>NEAB�OLAA?D�

 O�UKQ�>ACEJ�PDEO�LNK?AOO��GAAL�=J�KLAJ�IEJ@�BKN�PDA�NABANAJ?A�I=PANE=HO�=R=EH=>HA�
3DA�=??AOO�PK�EJBKNI=PEKJ�KJ�PDA�(JPANJAP�EO�=I=VEJC��>QP�JKP�=HH�PDA�EJBKNI=PEKJ
D=O�AMQ=H�R=HQA��3NU�JKP�PK�FQOP�CK�SEPD�PDA�BENOP�PDNAA�AT=ILHAO��6A>�OEPAO�KN
OKQN?AO�UKQ�NQJ�=?NKOO�>QP�EJOPA=@�OGEI��N=PDAN�PD=J�NA=@�EJ@ALPD��PDA�EJBKNI=PEKJ
=P�PD=P�NAH=PAO�PK�UKQN�PKLE?�=J@�SD=P�UKQ�BEJ@�KB�EJPANAOP��+KKG�BKN�=>OPN=?PO��KN
>NEAB�OQII=NEAO�KB�EJBKNI=PEKJ��>ABKNA�UKQ�?KIIEP�PEIA�PK�NA=@EJC�=J�=NPE?HA�=HH
PDA�S=U�PDNKQCD��+KKG�BKN�EJ@ATAO�PK�E@AJPEBU�GAU�PANIO�UKQ�IECDP�S=JP�PK�?KRAN
>ABKNA�AHEIEJ=PEJC�PDAI�=O�UKQ�J=NNKS�UKQN�PKLE?��3=GA�JKPAO�=O�UKQ�OA=N?D�KN
>KKGI=NG�L=CAO�SEPD�UKQ�6A>�>NKSOAN�EJ�KN@AN�PK�CK�>=?G�PK�=�OEPA�KN�OKQN?A�PD=P
=P�BENOP�UKQ�L=OOA@�KRAN��>QP�JKS�PDEJG�I=U�I=GA�=�NAHAR=JP�?KJPNE>QPEKJ�PK�UKQN
OLAA?D��"KJOE@AN�PDA�OKQN?A�=J@�PDAEN�?NA@E>EHEPU��6DEHA�=�DECD�O?DKKH�6A>�L=CA
=OOECJIAJP�I=U�LNKRA�EJPANAOPEJC��PDA�HEJG�PK�PDA�NAOA=N?D�EJ�PDA�BEAH@��PDA�=QPDKN
KB�=�OPQ@U��KN�=�QJERANOEPU�OKQN?A�I=U�LNKRE@A�IQ?D�?NA@E>HA�EJBKNI=PEKJ��.J?A�UKQ
D=RA�E@AJPEBEA@�OKQN?AO�UKQ�?KJOE@AN�PK�>A�R=HQ=>HA��UKQ�SEHH�=OOAI>HA�PDA
EJBKNI=PEKJ�=J@�GAU�LKEJPO�JAA@A@�PK�I=GA�UKQN�OLAA?D�ABBA?PERA�IQ?D�>APPAN�

Plan Your Search for Information

6DAJ�LNAL=NEJC�=�OLAA?D��EP�EO�EILKNP=JP�PK�C=PDAN�EJBKNI=PEKJ�BNKI�>KKGO�
I=C=VEJAO��JASOL=LANO��AHA?PNKJE?�OKQN?AO��=J@�EJPANREASO�BNKI�LAKLHA�SDK�GJKS�=
HKP�=>KQP�UKQN�PKLE?��6EPD�EJBKNI=PEKJ�BNKI�=�R=NEAPU�KB�OKQN?AO��UKQ�SEHH�D=RA
I=JU�LKOOE>EHEPEAO�SDAJ�EP�?KIAO�PK�@ARAHKLEJC�UKQN�OLAA?D��(B�UKQ�GAAL�EJ�IEJ@�PDA
GAU�EJBKNI=PEKJ�UKQ�JAA@�PK�OQLLKNP�UKQN�PDAOEO��UKQ�SEHH�O=RA�UKQNOAHB�PEIA��=O�UKQ
?=J�?DKKOA�=J@�A@EP�EJBKNI=PEKJ�=O�UKQ�CK�=HKJC�� HOK��?KJOE@AN�UKQN�KPDAN
NAOLKJOE>EHEPEAO�EJ�KPDAN�?H=OOAO�KN�SEPD�SKNG�=J@�B=IEHU��8KQgHH�D=RA�PK�O?DA@QHA
PEIA�BKN�UKQN�EJRAOPEC=PEKJ�=J@�I=GA�EP�=�LNEKNEPU��>QP�EP�SEHH�JA?AOO=NEHU�?KILAPA
SEPD�KPDAN�LNEKNEPEAO��/AND=LO�O?DA@QHEJC�BKN�UKQNOAHB�PEIA�EJ�PDA�HE>N=NU��=�REOEP�PK
PDA�HK?=H�BHECDP�O?DKKH�PK�EJPANREAS�=�BHECDP�EJOPNQ?PKN��=J@�OKIA�(JPANJAP�OA=N?D
PEIA�EJ�PDA�ARAJEJCO�I=U�DAHL�UKQ�?NA=PA�=�PK@K�HEOP�PD=P�UKQ�?=J�QOA�PK�OPNQ?PQNA
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�����%EJ@EJC�1AOKQN?AO ���



UKQN�NAOA=N?D��1AIAI>AN�PD=P�PDEO�EJRAOPEC=PEKJ�SEHH�>A�IKNA�BQJ�EB�UKQN�PKLE?�EO
KJA�EJ�SDE?D�UKQ�=NA�=?PQ=HHU�EJPANAOPA@�

!ABKNA�UKQ�CK�PK�PDA�HE>N=NU��HKKG�KRAN�UKQN�EJBKNI=PEKJ�OKQN?AO��#K�UKQ�NA=@�=
I=C=VEJA�PD=P�NAH=PAO�PK�PDA�PKLE?��#E@�UKQ�NA=@�=�NA?AJP�JASO�=NPE?HA�PD=P�IECDP�>A
NAHAR=JP��(O�PDANA�=�>KKG��"#1.,��KN�IQOE?�PD=P�D=O�EJBKNI=PEKJ�UKQ�?=J�QOA�
3DEJG�KB�SD=P�UKQ�S=JP�UKQN�=Q@EAJ?A�PK�GJKS��=J@�DKS�UKQ�?KQH@�ODKS�EP�PK�PDAI�
/AND=LO�?KRAN�=NP�BNKI�=�"#��KN�HEJA�BNKI�=�LKAI�I=U�I=GA�=J�EILKNP=JP
?KJPNE>QPEKJ�PK�UKQN�OLAA?D��8KQ�IECDP�ARAJ�GJKS�OKIAKJA�SDK�D=O�ATLANEAJ?A�EJ
PDA�=NA=�UKQ�S=JP�PK�NAOA=N?D�

 O�UKQ�>ACEJ�PK�EJRAOPEC=PA�UKQN�PKLE?��I=GA�OQNA�UKQ�?KJOE@AN�OARAN=H�OE@AO�KB�=J
EOOQA��+APgO�O=U�UKQ�=NA�CKEJC�PK�I=GA�=J�EJBKNI=PERA�OLAA?D�=P�=�PKSJ�?KQJ?EH
IAAPEJC�=>KQP�PDA�NA?AJP�DEOPKNU�KB�?KIIQPAN�N=EH�OANRE?A�EJ�UKQN�PKSJ�� P�BENOP�
UKQ�I=U�D=RA�HKKGA@�=P�PSK�OE@AO��N=EH�RANOQO�LNER=PA�?=NO�� QPKIK>EHA�@A=HANO��KEH
?KIL=JEAO��=J@�EJ@ERE@Q=H�@NERANO�S=JPA@�PDA�BHATE>EHEPU�KB�PN=RAH�>U�?=N��SDEHA�N=EH
=@RK?=PAO�=NCQA@�PD=P�?KIIQPAN�PN=EJO�SKQH@�HKSAN�?KOPO�=J@�AJANCU�?KJOQILPEKJ�
(B�UKQ�P=GA�=JKPDAN�HKKG��UKQ�OAA�PD=P�OARAN=H�KPDAN�LANOLA?PERAO�=HOK�D=RA�>A=NEJC
KJ�PDEO�EOOQA��,=JU�SKNGANO�?KIIQPA@�>U�>QO�LNEKN�PK�PDA�N=EHNK=@��OK�PDA�>QO
?KIL=JEAO�SKQH@�JKP�S=JP�PDA�?KILAPEPEKJ��/NKLANPU�KSJANO�K>FA?PA@�PK�PDA�JKEOA
KB�PN=EJO�=J@�PDA�EOOQA�KB�AIEJAJP�@KI=EJ�	E�A���P=GEJC�KB�LNER=PA�LNKLANPU�>U�PDA
CKRANJIAJP
��3K�OANRA�OARAN=H�PKSJO�PD=P�=NA�OAL=N=PA@�>U�KLAJ�OL=?A��PDA�N=EH�HEJAO
?QP�PDNKQCD�SEH@HEBA�D=>EP=P�=J@�IECN=PEKJ�?KNNE@KNO��6A�JKS�D=RA�BERA�LANOLA?PERAO
PK�PDA�?AJPN=H�EOOQA��SDE?D�I=GAO�PDA�PKLE?�=HH�PDA�IKNA�EJPANAOPEJC�

,=GA�OQNA��=O�UKQ�OP=NP�UKQN�EJRAOPEC=PEKJ�BKN�EJBKNI=PEKJ��PD=P�UKQ�=HS=UO�MQAOPEKJ
PDA�?NA@E>EHEPU�KB�PDA�EJBKNI=PEKJ��2KQN?AO�I=U�D=RA�JK�NAREAS�>U�LAANO�KN�A@EPKN�
=J@�PDA�EJBKNI=PEKJ�I=U�>A�IEOHA=@EJC��>E=OA@��KN�ARAJ�B=HOA��!A�=�SEOA�EJBKNI=PEKJ
?KJOQIAN�

Ethics, Content Selection, and Avoiding Plagiarism

 J�=OLA?P�KB�OEBPEJC�=J@�OKNPEJC�EJBKNI=PEKJ�EJRKHRAO�DKS�UKQ�SEHH�APDE?=HHU�LNAOAJP
UKQN�I=PANE=H��8KQ�I=U�>A�PAILPA@�PK�KIEP�EJBKNI=PEKJ�PD=P�I=U�>A�LAN?AERA@�=O
JAC=PERA�KN�I=U�JKP�>A�SAHH�NA?AERA@��%KN�AT=ILHA��UKQ�I=U�>A�PAILPA@�PK�KIEP
IAJPEKJ�KB�OARAN=H�PN=EJ�=??E@AJPO�PD=P�D=RA�K??QNNA@��KN�KB�PDA�B=?P�PD=P�PN=EJ�B=NAO
D=RA�NEOAJ�=O�OANRE?A�D=O�>AAJ�?QP�>=?G��(B�UKQN�LQNLKOA�EO�PK�EJBKNI��UKQ�KSA�EP�PK
UKQN�=Q@EAJ?A�PK�CERA�=J�DKJAOP�LNAOAJP=PEKJ�KB�PDA�=R=EH=>HA�B=?PO��!U�KIEPPEJC
EJBKNI=PEKJ��UKQ�=NA�JKP�LNAOAJPEJC�=J�=??QN=PA�LE?PQNA��=J@�I=U�IEOHA=@�UKQN
=Q@EAJ?A��$RAJ�EB�UKQN�LQNLKOA�EO�PK�LANOQ=@A��KIEPPEJC�PDA�KLLKOEJC�LKEJPO�SEHH
LNAOAJP�=�KJAOE@A@�LNAOAJP=PEKJ��3DA�=Q@EAJ?A�SEHH�J=PQN=HHU�?KJOE@AN�SD=P�UKQ�=NA
JKP�PAHHEJC�PDAI�=O�SAHH�=O�SD=P�UKQ�=NA�LNAOAJPEJC��=J@�SEHH�N=EOA�MQAOPEKJO�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO
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(JOPA=@��?KJOE@AN�UKQN�NAOLKJOE>EHEPU�=O�=�OLA=GAN�PK�LNAOAJP�=HH�PDA�EJBKNI=PEKJ�UKQ
QJ@ANOP=J@�PK�>A�?KILHAPA��=J@�@K�EP�DKJAOPHU�=J@�APDE?=HHU�

 O�=JKPDAN�AT=ILHA��OQLLKOA�UKQ�SKNG�BKN�=�OSEIIEJC�LKKH�?KJOPNQ?PEKJ�?KIL=JU
=J@�=NA�OLA=GEJC�PK�EJBKNI�=�JAECD>KNDKK@�CNKQL�=>KQP�LKKH�O=BAPU��8KQ�D=RA
LDKPKO�KB�LKKHO�UKQ�D=RA�SKNGA@�KJ��>QP�PDAU�=NAJgP�RANU�AT?EPEJC��3DANA�=NA�I=JU
IKNA�CH=IKNKQO�OSEIIEJC�LKKH�LDKPKO�KJ�BNAA�(JPANJAP�OEPAO��6DK�?=J�NA=HHU�PAHH�EB
PDA�LKKH�EJ�PDA�LE?PQNA�EO�UKQNO�KN�JKP��%QNPDANIKNA��PDA�d3ANIO�KB�4OAe�KJ�PDA�OEPA
OP=PA�PD=P�LDKPKO�I=U�>A�@KSJHK=@A@�BKN�LANOKJ=H�QOA��6KQH@JgP�PDEO�OLAA?D�PK
EJBKNI�>A�?KJOE@ANA@�LANOKJ=H�QOA��(J�B=?P��EP�LNK>=>HU�SKQH@�JKP��ARAJ�EB�UKQN
EJBKNI=PERA�OLAA?D�EO�JKP�=�@ENA?P�O=HAO�LEP?D�� J@�ARAJ�EB�UKQ�@KJgP�=?PQ=HHU�PAHH
UKQN�=Q@EAJ?A��d,U�?KIL=JU�>QEHP�PDEO�LKKH�e�EP�SKQH@�>A�NA=OKJ=>HA�BKN�PDAI�PK
=OOQIA�UKQ�@E@�QJHAOO�UKQ�OLA?EBE?=HHU�PAHH�PDAI�KPDANSEOA�

 O�=�OPQ@AJP��UKQ�=NA�JK�@KQ>P�=HNA=@U�=S=NA�PD=P�B=EHEJC�PK�?EPA�OKQN?AO�KN
EJ?HQ@EJC�=�OAJPAJ?A�KN�L=N=CN=LD�UKQ�?KLEA@�BNKI�=�>HKC�KJ�PDA�(JPANJAP�BKN�=J
$JCHEOD�AOO=U�EO�?=HHA@�LH=CE=NEOI�=J@�EO�CNKQJ@O�BKN�=J�%�KJ�UKQN�L=LAN�� P�I=JU
O?DKKHO��LH=CE=NEOI�?=J�ARAJ�>A�CNKQJ@O�BKN�ATLQHOEKJ��2EIEH=NHU��EJ�UKQN
LNKBAOOEKJ=H�HEBA�EP�>ADKKRAO�UKQ�PK�>A�PNQPDBQH�SEPD�UKQN�=Q@EAJ?A�=J@�CERA�?NA@EP
SDANA�?NA@EP�EO�@QA�BKN�OARAN=H�NA=OKJO��%ENOP��IEONALNAOAJPEJC�UKQN�AILHKUANgO
SKNG�?KQH@�>A�EHHAC=H�QJ@AN�OP=PQPAO�NAH=PA@�PK�BN=Q@��EP�?KQH@�LQP�JKP�KJHU�UKQN�FK>
>QP�=HOK�UKQN�AILHKUANgO�?KJPN=?PKN�HE?AJOA�EJ�FAKL=N@U��2A?KJ@��OKIAKJA�EJ�UKQN
=Q@EAJ?A�?KQH@�NA?KCJEVA�KJA�KB�PDA�LDKPKO�	=BPAN�=HH��PDAU�?=J�>NKSOA�PDA�(JPANJAP
=O�A=OEHU�=O�UKQ�?=J
�=J@�AI>=NN=OO�UKQ�>U�LKEJPEJC�EP�KQP�@QNEJC�UKQN�LNAOAJP=PEKJ�
3DEN@��>U�QOEJC�LDKPKO�PD=P�@EOLH=U�UKQN�?KIL=JUgO�=?PQ=H�SKNG�UKQ�SEHH�BAAH�IKNA
?KJBE@AJP��NA@Q?EJC�UKQN�OLAA?D�=JTEAPU��8KQ�D=RA�=�NAOLKJOE>EHEPU�PK�UKQN�=Q@EAJ?A
=J@�AJC=CEJC�EJ�LH=CE=NEOI�B=EHO�EJ�PD=P�NAOLKJOE>EHEPU�

Staying Organized

!ABKNA�UKQ�OP=NP�>NKSOEJC�KJ�UKQN�?KILQPAN��CK�PK�PDA�HE>N=NU��KN�I=GA�PDA�PNEL�BKN
=J�EJPANREAS��I=GA�OQNA�UKQ�D=RA�@AOECJ=PA@�=�OL=?A�SDANA�UKQ�?=J�GAAL�=HH�UKQN
I=PANE=HO�EJ�KJA�LH=?A��#A?E@A�KJ�=�J=IA�BKN�PDA�LNKFA?P�=J@�QOA�EP�PK�OAP�QL�=
OQ>@ENA?PKNU�EJ�UKQN�?KILQPAN�=O�SAHH�=O�=�LDUOE?=H�NA?ALP=?HA��OQ?D�=O�=�?=N@>K=N@
>KT�KN�=�I=JEH=�BKH@AN�

 O�UKQ�C=PDAN�EJBKNI=PEKJ�KJHEJA��KLAJ�=�JAS�@K?QIAJP�EJ�SD=PARAN�SNEPEJC
LNKCN=I�UKQ�QOA�=J@�O=RA�EP�=O�d2KQN?AO�e�$RANU�PEIA�UKQ�BEJ@�EJBKNI=PEKJ�PD=P�I=U
LNKRA�QOABQH��?KLU�PDA�6A>�=@@NAOO�KN�NABANAJ?A�?EP=PEKJ�EJBKNI=PEKJ�=J@�L=OPA�EP
EJPK�UKQN�@K?QIAJP��(B�UKQ�=NA�C=PDANEJC�EJBKNI=PEKJ�BNKI�>KKGO�KN�LANEK@E?=HO��QOA
KJA�ODAAP�KB�L=LAN�=O�UKQN�d2KQN?AOe�@K?QIAJP��3DEO�SEHH�O=RA�UKQ�=�HKP�KB�PEIA�H=PAN
SDAJ�UKQ�=NA�LKHEODEJC�UKQN�OLAA?D�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����%EJ@EJC�1AOKQN?AO ���



/H=J�PK�QOA�UKQN�PEIA�ABBA?PERAHU��6D=P�EJBKNI=PEKJ�@K�UKQ�DKLA�PK�BEJ@�EJ�PDA
HE>N=NU��,=GA�=�HEOP��3NU�PK�?KI>EJA�P=OGO�=J@�CAP�UKQN�EJRAOPEC=PEKJ�?KILHAPA@
ABBE?EAJPHU��&K�PK�PDA�HE>N=NU�KJ?A�SEPD�=�HEOP��N=PDAN�PD=J�PDNAA�PEIAO�SEPDKQP�KJA�
 OG�PDA�NAOA=N?D�HE>N=NE=J�BKN�=OOEOP=J?A�EJ�CNKQLEJC�EJBKNI=PEKJ�=J@�SDANA�PK�BEJ@
EP�

 O�UKQ�OA=N?D�PDNKQCD�=NPE?HAO��>KKGO��6A>�OEPAO��=J@�EI=CAO�BKN�UKQN�LNAOAJP=PEKJ�
?KJOE@AN�DKS�A=?D�AHAIAJP�NAH=PAO�OLA?EBE?=HHU�PK�PDA�GAU�LKEJPO�EJ�UKQN�OLAA?D�
#KJgP�FQOP�HKKG�BKN�PDA�BENOP�?EP=PEKJ�KN�NABANAJ?A�PD=P�BEPO�UKQN�HEOP��1QODEJC�PDNKQCD
PDA�NAOA=N?D�LNK?AOO�?=J�NAOQHP�EJ�HA=REJC�KQP�GAU�=NA=O�KB�OQLLKNP�KN�EHHQOPN=PEKJ�EJ
UKQN�OLAA?D��=J�KQP?KIA�UKQ�I=U�JKP�>A�D=LLU�SEPD��(JOPA=@��AJFKU�PDA�BQJ�KB
OA=N?DEJC�BKN�I=PANE=H�BKN�UKQN�OLAA?Dc>QP�>A�=S=NA�PD=P�EP�EO�A=OU�BKN�UKQN�HEOP
QJ@AN�A=?D�GAU�LKEJP�PK�CNKS�=J@�CNKS�SEPD�dIQOP�EJ?HQ@Ae�EJBKNI=PEKJ�� O�SA
@EO?QOOA@�A=NHEAN��J=NNKSEJC�UKQN�PKLE?�EO�=�GAU�OPN=PACU�EJ�?N=BPEJC�=�CKK@�OLAA?D�
3NU�JKP�PK�d?KIIEPe�PK�EJBKNI=PEKJ�QJPEH�UKQ�D=RA�C=PDANA@�IKNA�PD=J�UKQ�JAA@�
PDAJ�CK�>=?G�=J@�?DKKOA�PDA�IKOP�NAHAR=JP�=J@�IKOP�EJPANAOPEJC�B=?PO��MQKP=PEKJO�
=J@�REOQ=H�=E@O�

8KQ�IECDP�PDEJG�KB�PDEO�=O�PDA�d=??KN@EKJ�LD=OAe�KB�LNAL=NEJC�UKQN�OLAA?D��=O�PDA
=IKQJP�KB�I=PANE=H�BENOP�CAPO�>ECCAN�=J@�PDAJ�OI=HHAN��8KQgHH�BAAH�=�OAJOA�KB�HKOO�=O
UKQ�A@EP�=J@�?KIA�PK�NA=HEVA�PD=P�UKQN�PEIA�BN=IA�OEILHU�@KAO�JKP�=HHKS�BKN�=HH�PDA
CNA=P�EJBKNI=PEKJ�UKQ�BKQJ@c>QP�NAIAI>AN�PD=P�JK>K@U�AHOA�SEHH�GJKS�SD=PdidnÕt
CK�EJPK�UKQN�OLAA?D��PDAU�SEHH�FQOP�=LLNA?E=PA�PDA�CKK@�I=PANE=H�UKQ�@E@�?DKKOA�� O
UKQ�OEBP�PDNKQCD�EJBKNI=PEKJ��HKKG�BKN�PDA�LNKIEOEJC��ABBA?PERA�AHAIAJPO�PK�EJ?HQ@A
=J@�KIEP�PDA�NAOP��(J�UKQN�$JCHEOD�?H=OO��UKQ�KBPAJ�JAA@�PK�A@EP�=J@�NAREOA�=�L=LAN�PK
LNK@Q?A�=�NKQCD�@N=BP�>ABKNA�UKQN�BEJ=H�@N=BP��3DEO�LNK?AOO�L=N=HHAHO�PDA�LNK@Q?PEKJ
KB�=�NKQCD�@N=BP��!U�P=GEJC�JKPAO�SEPD�UKQN�GAU�LKEJP�EJ�IEJ@��UKQgHH�>ACEJ�PK�OAA
UKQN�OLAA?D�?KIA�PKCAPDAN�

Searching for Information on the Internet

%EJ@EJC�EJBKNI=PEKJ�KJ�PDA�(JPANJAP�KN�EJ�AHA?PNKJE?�@=P=>=OAO�?=J�@A?NA=OA�UKQN
OA=N?D�PEIA��>QP�UKQ�SEHH�OPEHH�JAA@�PK�>Q@CAP�PEIA�PK�=??KILHEOD�PDA�P=OGO
=OOK?E=PA@�SEPD�NAREASEJC��OAHA?PEJC��EJPANLNAPEJC��=J@�EJ?KNLKN=PEJC�EJBKNI=PEKJ�PK
UKQN�L=NPE?QH=N�QOA�

3DA�6KNH@�6E@A�6A>�EO�=J�=I=VEJC�OKQN?A�KB�EJBKNI=PEKJ��>QP�BKN�PD=P�RANU�NA=OKJ�
EP�EO�@EBBE?QHP�PK�CAP�EJBKNI=PEKJ�UKQ�=?PQ=HHU�JAA@��+APgO�HKKG�=P�PSK�EOOQAO�PD=P�?=J
I=GA�OA=N?DEJC�KJHEJA�A=OEAN��SDANA�=J@�DKS�PK�OA=N?D�BKN�EJBKNI=PEKJ�

*JKSEJC�SDANA�PK�CK�BKN�EJBKNI=PEKJ�EO�=O�EILKNP=JP�=O�GJKSEJC�GAU�SKN@O�=J@
?KJ?ALPO�NAH=PA@�PK�UKQN�PKLE?��#K�UKQ�JAA@�CAJAN=H�EJBKNI=PEKJ��#K�UKQ�JAA@�PK

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����%EJ@EJC�1AOKQN?AO ���



OQNRAU�SD=PgO�=R=EH=>HA�MQE?GHU��#K�UKQ�LNABAN�OA=N?DEJC�KJHU�NAREASA@�OEPAO��(O
UKQN�PKLE?�A@Q?=PEKJNAH=PA@��#ALAJ@EJC�KJ�UKQN�=JOSAN��UKQ�I=U�S=JP�PK�?KJOE@AN
SDANA�PK�OP=NP�UKQN�OA=N?D�

3=>HA�������2KIA�$T=ILHAO�KB�(JPANJAP�2A=N?D�2EPAO�LNAOAJPO�=�OQII=NU�KB�I=EJ
OA=N?D�AJCEJAO�=J@�DKS�PDAU�IECDP�SKNG�BKN�UKQ�

3=>HA�����2KIA�$T=ILHAO�KB�(JPANJAP�2A=N?D�2EPAO

Description URL

&AJAN=H�6A>�OA=N?DAO�PD=P�?=J�=HOK�>A
?QOPKIEVA@�=??KN@EJC�PK�?=PACKNEAO
HEGA�JASO��I=LO��EI=CAO��RE@AK

_ DPPL���SSS�CKKCHA�?KI
_ DPPL���CK�?KI
_ DPPL���SSS�EPKKHO�?KI�

NAOA=N?DEP
_ DPPL���SSS�IAP=?N=SHAN�?KI
_ DPPL���SSS�OA=N?D�?KI
_ DPPL���SSS�U=DKK�?KI

#E?PEKJ=NEAO�=J@�AJ?U?HKLA@E=O

_ DPPL���SSS�>NEP=JJE?=�?KI
_ DPPL���@E?PEKJ=NU�NABANAJ?A�?KI
_ DPPL���AJ?=NP=�IOJ�?KI
_ DPPL���SSS�AJ?U?HKLA@E=�?KI
_ DPPL���SSS�IANNE=I

SA>OPAN�?KI
_ DPPL���AJ�SEGELA@E=�KNC�SEGE�

,=EJ</=CA

5ANU�>=OE?�EJBKNI=PEKJ�KJ�=�SE@A
N=JCA�KB�PKLE?O

_ DPPL���SSS�=>KQP�?KI
_ DPPL���SSS�=JOSANO�?KI

3K�BEJ@�LAKLHA�KN�>QOEJAOOAO�EJ�SDEPA
L=CAO�KN�UAHHKS�L=CAO�HEOPEJCO

_ DPPL���SSS�OSEP?D>K=N@�?KI
_ DPPL���SSS�=JUSDK�?KI
_ DPPL���SSS�SDEPAL=CAO�?KI
_ DPPL���SSS�UAHHKSL=CAO�?KI

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����%EJ@EJC�1AOKQN?AO ���

http://www.google.com
http://go.com
http://www.itools.com/research-it
http://www.itools.com/research-it
http://www.metacrawler.com
http://www.search.com
http://www.yahoo.com
http://www.britannica.com
http://dictionary.reference.com
http://encarta.msn.com
http://www.encyclopedia.com
http://www.merriam-webster.com
http://www.merriam-webster.com
http://en.wikipedia.org/wiki/Main_Page
http://en.wikipedia.org/wiki/Main_Page
http://www.about.com
http://www.answers.com
http://www.switchboard.com
http://www.anywho.com
http://www.whitepages.com
http://www.yellowpages.com


Description URL

2LA?E=HEVA@�@=P=>=OAOcI=U�>A�BNAA�
NAMQENA�NACEOPN=PEKJ��KN�NAMQENA�=�L=E@
OQ>O?NELPEKJ

_ DPPL���SSS�=L=�KNC�LOU?EJBK
_ DPPL���SSS�JKNPDANJHECDP�?KI
_ DPPL���SSS�VEHHKS�?KI
_ DPPL���?HEJE?=HPNE=HO�CKR�?P�

O?NAAJ� @R=J?A@2A=N?D
_ DPPL���SSS�LAKLHAHKKGQL�?KI

 P�PDA�AJ@�KB�PDEO�?D=LPAN�QJ@AN�d @@EPEKJ=H�1AOKQN?AO�e�UKQ�SEHH�BEJ@�=�HEOP�KB�I=JU
6A>�OEPAO�PD=P�I=U�>A�QOABQH�BKN�LQ>HE?�OLA=GEJC�NAOA=N?D�

Evaluating Your Sources

(P�EO�EILKNP=JP�PK�>A�=S=NA�KB�DKS�IQ?D�KJHEJA�EJBKNI=PEKJ�EO�EJ?KILHAPA�
KQP@=PA@��IEOHA=@EJC��KN�@KSJNECDP�B=HOA�� JUKJA�?=J�LQP�QL�=�6A>�OEPA��=J@�KJ?A�EP
EO�QL�PDA�KSJAN�I=U�KN�I=U�JKP�AJPAN�QL@=PAO�KN�?KNNA?PEKJO�KJ�=�NACQH=N�>=OEO�
 JUKJA�?=J�SNEPA�=�>HKC�KJ�=JU�OQ>FA?P��SDAPDAN�KN�JKP�PD=P�LANOKJ�=?PQ=HHU�GJKSO
IQ?D�=>KQP�PD=P�OQ>FA?P�� JUKJA�SDK�SEODAO�PK�?KJPNE>QPA�PK�=�6EGELA@E=�=NPE?HA
?=J�@K�OKc=HPDKQCD�PDA�LKOPEJCO�=NA�IK@AN=PA@�>U�A@EPKNO�SDK�D=RA�PK�NACEOPAN�=J@
OQ>IEP�PDAEN�MQ=HEBE?=PEKJO��(J�PDA�4JEPA@�2P=PAO��PDA�%ENOP� IAJ@IAJP�PK�PDA
"KJOPEPQPEKJ�CQ=N=JPAAO�BNAA@KI�KB�ATLNAOOEKJ��3DEO�BNAA@KI�EO�NAOPNE?PA@�>U�H=SO
=C=EJOP�HE>AH�	B=HOA�=??QO=PEKJO�=C=EJOP�=�LANOKJ
�=J@�EJ@A?AJ?U��AOLA?E=HHU�?DEH@
LKNJKCN=LDU��>QP�PDKOA�H=SO�?=J�>A�@EBBE?QHP�PK�AJBKN?A��(P�EO�=HS=UO�EILKNP=JP�PK
HKKG�>AUKJ@�PDA�OQNB=?A�KB�=�OEPA�PK�SDK�OLKJOKNO�EP��SDANA�PDA�EJBKNI=PEKJ
@EOLH=UA@�?=IA�BNKI��=J@�SDAPDAN�PDA�OEPA�KSJAN�D=O�=�?ANP=EJ�=CAJ@=�

(J�C=PDANEJC�EJBKNI=PEKJ�BKN�UKQN�OLAA?D��UKQ�SEHH�S=JP�PK�@N=S�KJ�NALQP=>HA�
NAHE=>HA�OKQN?AOcLNEJPA@�KJAO�=O�SAHH�=O�AHA?PNKJE?�KJAOc>A?=QOA�PDAU�NABHA?P�KJ
PDA�?NA@E>EHEPU�KB�PDA�IAOO=CA��=J@�PDA�IAOOAJCAN�� J=HUVEJC�=J@�=OOAOOEJC
EJBKNI=PEKJ�EO�=J�EILKNP=JP�OGEHH�EJ�OLAA?D�LNAL=N=PEKJ��=J@�DANA�=NA�OET�I=EJ
LKEJPO�PK�?KJOE@AN�SDAJ�AR=HQ=PEJC�=�@K?QIAJP��LNAOAJP=PEKJ��KN�OEIEH=N�OKQN?A�KB
EJBKNI=PEKJ�/=QH��1�����$H@AN��+��	����
�The miniature guide to critical thinking:
Concepts and tools��#EHHKJ�!A=?D��" ��3DA�%KQJ@=PEKJ�BKN�"NEPE?=H�3DEJGEJC�/NAOO�(J
CAJAN=H��@K?QIAJPO�PD=P�NALNAOAJP�MQ=HEPU�NA=OKJEJC�D=RA

_ =�?HA=NHU�=NPE?QH=PA@�LQNLKOA�=J@�CK=H�
_ =�MQAOPEKJ��LNK>HAI��KN�EOOQA�PK�=@@NAOO�
_ EJBKNI=PEKJ��@=P=��=J@�ARE@AJ?A�PD=P�EO�?HA=NHU�NAHAR=JP�PK�PDA�OP=PA@

LQNLKOA�=J@�CK=HO�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����%EJ@EJC�1AOKQN?AO ���

http://www.apa.org/psycinfo
http://www.northernlight.com
http://www.zillow.com
http://clinicaltrials.gov/ct/screen/AdvancedSearch
http://clinicaltrials.gov/ct/screen/AdvancedSearch
http://www.peoplelookup.com


_ EJBANAJ?AO�KN�EJPANLNAP=PEKJO�PD=P�HA=@�PK�?KJ?HQOEKJO�>=OA@�KJ�PDA
LNAOAJPA@�EJBKNI=PEKJ��@=P=��=J@�ARE@AJ?A�

_ =�BN=IA�KB�NABANAJ?A�KN�LKEJP�KB�REAS�PD=P�EO�?HA=NHU�=NPE?QH=PA@�
_ =OOQILPEKJO��?KJ?ALPO��=J@�E@A=O�PD=P�=NA�?HA=NHU�=NPE?QH=PA@

 J�=@@EPEKJ=H�MQAOPEKJ�PK�=OG�EOhow credible the sourceEO��3DEO�MQAOPEKJ�?=J�>A�D=N@
PK�=JOSAN�ARAJ�SEPD�UA=NO�KB�PN=EJEJC�=J@�ATLANPEOA�� ?=@AIE?�NAOA=N?DANO�D=RA
>AAJ�PN=EJA@�EJ�PDA�K>FA?PERA��EIL=NPE=H�QOA�KB�PDA�O?EAJPEBE?�IAPDK@�PK�@APANIEJA
R=HE@EPU�=J@�NAHE=>EHEPU��!QP�=O�NAOA=N?D�EO�EJ?NA=OEJCHU�@ALAJ@AJP�KJ�BQJ@EJC��=J@
BQJ@EJC�KBPAJ�>NEJCO�OLA?EBE?�LKEJPO�KB�REAS�=J@�=CAJ@=O�SEPD�EP��LQNA�NAOA=N?D�?=J
>Ac=J@�D=O�>AAJc?KILNKIEOA@��8KQ�?=J�JK�HKJCAN�OEILHU�=OOQIA�PD=P�dOPQ@EAO
ODKSe�OKIAPDEJC�SEPDKQP�BEJ@EJC�KQP�SDK�?KJ@Q?PA@�PDA�OPQ@U��DKS�EP�S=O
?KJ@Q?PA@��=J@�SDK�BQJ@A@�PDA�ABBKNP��3DEO�I=U�OKQJ@�HEGA�=�HKP�KB�EJRAOPEC=PEKJ
=J@�LNAOAJP�MQEPA�=�?D=HHAJCA��>QP�=C=EJ�EP�EO�SKNPD�PDA�ABBKNP�

(JBKNI=PEKJ�HEPAN=?U�EO�=J�AOOAJPE=H�OGEHH�OAP�EJ�PDA�LNK?AOO�KB�OLAA?D�LNAL=N=PEKJ�� O
UKQ�HA=NJ�PK�OLKP�GAU�OECJO�KB�EJBKNI=PEKJ�PD=P�SEHH�JKP�OANRA�PK�AJD=J?A�UKQN
?NA@E>EHEPU�=J@�?KJPNE>QPA�PK�UKQN�LNAOAJP=PEKJ��UKQ�?=J�EJ?NA=OA�UKQN�ABBA?PERAJAOO
=O�UKQ�NAOA=N?D�=J@�=J=HUVA�UKQN�NAOKQN?AO��%KN�AT=ILHA��OQLLKOA�UKQ�=NA
LNAL=NEJC�=J�EJBKNI=PERA�OLAA?D�KJ�O=BAPU�EJ�PDA�SKNGLH=?A��8KQ�IECDP�?KIA�QLKJ
=�OEPA�KSJA@�>U�=�?KJOQHPEJC�?KIL=JU�PD=P�OLA?E=HEVAO�EJ�O=BAPU�=J=HUOEO��3DA�OEPA
IECDP�CERA�I=JU�OP=PEOPE?O��EHHQOPN=PEJC�PDA�BNAMQAJ?U�KB�KJPDAFK>�=??E@AJPO�
NALAPEPERA�IKPEKJ�EJFQNEAO��SKNGLH=?A�REKHAJ?A��=J@�OK�KJ��!QP�PDA�OKQN?AO�KB�PDAOA
LAN?AJP=CA�BECQNAO�I=U�JKP�>A�?NA@EPA@�� O�=J�EJPAHHECAJP�NAOA=N?DAN��UKQ�JAA@�PK
=OG�UKQNOAHB�SDAPDAN�PDA�?KJOQHPEJC�?KIL=JU�PD=P�KSJO�PDA�OEPA�LANBKNIA@�EPO�KSJ
NAOA=N?D�PK�CAP�PDAOA�JQI>ANO��,KOP�HEGAHU�EP�@E@�JKPcOK�SDU�=NA�PDA�OKQN?AO�JKP
?EPA@��,KNAKRAN��OQ?D�=�OEPA�SKQH@�QJHEGAHU�IAJPEKJ�=JU�BNAA�SKNGLH=?A�O=BAPU
NAOKQN?AO�=R=EH=>HA�=J@�BNAA�BNKI�OKQN?AO�OQ?D�=O�PDA�4�2��.??QL=PEKJ=H�2=BAPU�=J@
'A=HPD� @IEJEOPN=PEKJ�	.2' 
��+AOO�>E=OA@�OKQN?AO�KB�EJBKNI=PEKJ�SKQH@�>A�PDA
 IANE?=J�,=J=CAIAJP� OOK?E=PEKJ��PDA�4�2��#AL=NPIAJP�KB�+=>KN��=J@�KPDAN�JKP
BKNLNKBEP�KNC=JEV=PEKJO�PD=P�OPQ@U�SKNGLH=?A�O=BAPU�

3DA�(JPANJAP�=HOK�AJ?KIL=OOAO�PDKQO=J@O�KB�EJPAN=?PERA�OEPAO�SDANA�NA=@ANO�?=J�=OG
=J@�=JOSAN�MQAOPEKJO��2KIA�OEPAO��HEGA� OGREHHA�>U� I=VKJ�?KI��6EGE JOSANO��=J@
8=DKK�� JOSANO��=NA�KLAJ�PK�=HIKOP�=JU�PKLE?��.PDANO��HEGA�/=NAJPEJC0QAOPEKJO�=J@
6A>,#��@A=H�SEPD�OLA?EBE?�PKLE?O��"D=P�NKKIO�KJ�>NE@=H�6A>�OEPAO�=HHKS�?KQLHAO�SDK
=NA�LH=JJEJC�=�SA@@EJC�PK�OD=NA�=@RE?A�=J@�?KIL=NA�LNE?AO�BKN�CKSJO��BHKNEOPO�
?=PANANO��=J@�OK�KJ��1A=@AN�?KIIAJP�OEPAO�HEGA�-ASOREJA�B=?EHEP=PA�@EO?QOOEKJO�=>KQP
?QNNAJP�ARAJPO��"QOPKIAN�NAREASO�=NA�=R=EH=>HA�BKN�FQOP�=>KQP�ARANUPDEJC
EI=CEJ=>HA��BNKI�DKPAHO�=J@�NAOP=QN=JPO�PK�LANOKJ=H�?=NA�LNK@Q?PO��DKIA
EILNKRAIAJP�LNK@Q?PO��=J@�OLKNPO�AMQELIAJP��3DAOA�?KJPNE>QPKNO�=NA�JKP�ATLANPO�
JKN�@K�PDAU�LNAPAJ@�PK�>A��2KIA�I=U�D=RA�ATPNAIA�KLEJEKJO�PD=P�=NA�JKP�>=OA@�EJ
NA=HEPU��3DAJ��PKK��EP�EO�=HS=UO�LKOOE>HA�BKN�=�RAJ@KN�PK�dLH=JPe�B=RKN=>HA�?QOPKIAN

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO

�����%EJ@EJC�1AOKQN?AO ���



NAREASO�KJ�PDA�(JPANJAP�PK�I=GA�EPO�LNK@Q?P�HKKG�CKK@�� HPDKQCD�PDA�dPANIO�KB�QOA�e
SDE?D�?KJPNE>QPKNO�IQOP�=CNAA�PK�QOQ=HHU�BKN>E@�PDA�LKOPEJC�KB�=@RANPEOAIAJPO�
LNKB=JEPU��KN�LANOKJ=H�=PP=?GO��OKIA�OEPAO�@K�=�>APPAN�FK>�PD=J�KPDANO�EJ�IKJEPKNEJC
=J@�@AHAPEJC�OQ?D�I=PANE=H��-ARANPDAHAOO��EB�UKQN�OLAA?D�NAOA=N?D�EJRKHRAO�BEJ@EJC
KQP�DKS�PDA�d=RAN=CA�LANOKJe�BAAHO�=>KQP�=J�EOOQA�EJ�PDA�JASO��KN�SDAPDAN�=�JAS
PULA�KB�DKIA�ATAN?EOA�@ARE?A�NA=HHU�SKNGO�=O�=@RANPEOA@��PDAOA�?KIIAJP�=J@
?QOPKIAN�NAREAS�OEPAO�?=J�>A�RANU�QOABQH�EJ@AA@�

(P�I=U�OAAI�HEGA�EPgO�=�D=N@�SKNG�PK�=OOAOO�UKQN�OKQN?AO��PK�I=GA�OQNA�UKQN
EJBKNI=PEKJ�EO�=??QN=PA�=J@�PNQPDBQH��>QP�PDA�ABBKNP�EO�SKNPD�EP��!QOEJAOO�=J@
EJ@QOPNU�NAHU�KJ�NALQP=PEKJ�=J@�PNQOP��FQOP�=O�SA�EJ@ERE@Q=HO�@K��EJ�KN@AN�PK�I=EJP=EJ
DA=HPDU�NAH=PEKJODELO��8KQN�OLAA?D�EO�=J�EILKNP=JP�L=NP�KB�PD=P�NALQP=PEKJ�=J@
EJPAN=?PEKJ�

Compiling Your Information

6DAJ�UKQ�D=RA�EJRAOPEC=PA@�=J@�J=NNKSA@�UKQN�PKLE?��EPgO�PEIA�PK�?KILEHA�UKQN
EJBKNI=PEKJ�Compiling � EJRKHRAO�?KILKOEJC�UKQN�OLAA?D�KQP�KB�I=PANE=HO�BNKI�PDA
@K?QIAJPO�=J@�KPDAN�OKQN?AO�UKQ�D=RA�?KHHA?PA@��3DEO�LNK?AOO�D=O�OARAJ�I=FKN
OPALO��=@=LPA@�BNKI�=�IK@AH�>U� J@ANOKJ�� J@ANOKJ�=J@�6EHHE=IO��OAJOEPEREPU�
ATLKOQNA��=OOEIEH=PEKJ�=J@�=??KIIK@=PEKJ��EJ?Q>=PEKJ��EJ?KNLKN=PEKJ��LNK@Q?PEKJ
=J@�NAREOEKJ� J@NASO��/��� J@NASO��)�����6EHHE=IO��&��	����
�Public speaking:
Connecting you and your audience��!KOPKJ��, ��'KQCDPKJ�,EBBHEJ�"KIL=JU�

Sensitivity � NABANO�PK�UKQN�?=L=?EPU�PK�NAOLKJ@�PK�OPEIQH=PEKJ��>A�AT?EPA@��>A
NAOLKJOERA��KN�>A�OQO?ALPE>HA�PK�JAS�EJBKNI=PEKJ��3DEO�OP=NPO�SEPD�UKQN�OAHB
EJRAJPKNU�KB�SD=P�UKQ�=NA�EJPANAOPA@�KN�EJRKHRA@�EJ�=O�UKQ�@E@�EJ�PDA�BENOP�KB�PDA
-KPA�������(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN��(B�UKQ�=NA�EJPNECQA@�>U�=�PKLE?
KN�=NA=�KB�EJPANAOP��UKQN�AJPDQOE=OI�SEHH�?=NNU�PDNKQCD�PK�UKQN�OLAA?D�=J@�I=GA�EP
IKNA�OPEIQH=PEJC�BKN�UKQN�=Q@EAJ?A��8KQ�I=U�JKP�D=RA�?KJOE@ANA@��KN�ARAJ�JKPE?A@�
AHAIAJPO�KN�E@A=O�=OOK?E=PA@�SEPD�UKQN�PKLE?��>QP�JKS�PD=P�UKQ�D=RA�>ACQJ�PDA
LNK?AOO�KB�EJRAOPEC=PEKJ��UKQ�OAA�PDAI�ARANUSDANA��%KN�AT=ILHA��D=RA�UKQ�ARAN
DA=N@�OKIAKJA�O=U�=�SKN@�KN�LDN=OA�PD=P�UKQ�JARAN�DA=N@�>ABKNA��>QP�JKS�PD=P�UKQ
=NA�B=IEHE=N�SEPD�EP��UKQ�DA=N�EP�ARANUSDANA��3DEO�O=IA�LNEJ?ELHA�=LLHEAO�PK�UKQN
OAJOEPEREPU�PK�E@A=O�NAH=PA@�PK�UKQN�PKLE?��8KQgHH�JKPE?A�EJBKNI=PEKJ�=J@�EP�SEHH�DAHL
UKQ�=O�UKQ�@ARAHKL�UKQN�=S=NAJAOO�KB�UKQN�PKLE?�=J@�PDA�I=JU�@ENA?PEKJO�UKQ�?KQH@
P=GA�PDA�OLAA?D��"KCJEPERA�LOU?DKHKCEOP�QOA�PDA�PANI�dLNEIEJCe�PK�NABAN�PK�PDEO
AT?EPA@�OP=PA�KB�=S=NAJAOO�8=JER��(�����,AUAN��#��	����
�� ?PER=PEKJ�=J@
IAP=?KCJEPEKJ�KB�EJ=??AOE>HA�OPKNA@�EJBKNI=PEKJ��/KPAJPE=H�>=OAO�BKN�EJ?Q>=PEKJ
ABBA?PO�EJ�LNK>HAI�HKREJC�Journal of Experimental Psychology Learning, Memory, and
Cognition, 13�����b����

�� (JRKHRAO�?KILKOEJC�UKQN
OLAA?D�KQP�KB�I=PANE=HO�BNKI
PDA�@K?QIAJPO�=J@�KPDAN
OKQN?AO�UKQ�D=RA�?KHHA?PA@�

�� 8KQN�?=L=?EPU�PK�NAOLKJ@�PK
OPEIQH=PEKJ��>A�AT?EPA@��>A
NAOLKJOERA��KN�>A�OQO?ALPE>HA�PK
JAS�EJBKNI=PEKJ�
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Exposure� EJRKHRAO�UKQN�?KJ@EPEKJ�KB�>AEJC�LNAOAJPA@�REASO��E@A=O��ATLANEAJ?AO��KN
I=@A�GJKSJ�PK�UKQ�PDNKQCD�@ENA?P�ATLANEAJ?A��(B�UKQ�=NA�PDEJGEJC�KB�CEREJC�=J
EJBKNI=PERA�OLAA?D�KJ�BHUEJC�=J�=ENLH=JA�>QP�D=RA�JARAN�BHKSJ�>ABKNA��UKQN�HARAH�KB
ATLKOQNA�I=U�>A�HKS��8KQN�HARAH�KB�=S=NAJAOO�I=U�>A�DECD��DKSARAN��EJ�PANIO�KB
PDA�EILKNP=J?A�KB�OA?QNEPU�KJ�?KIIAN?E=H�=ENHEJAO�=BPAN�NA=@EJC�=>KQP��S=P?DEJC�KJ
PAHAREOEKJ��KN�DA=NEJC�KJ�PDA�N=@EK�OPKNEAO�=BPAN�PDA�ARAJPO�KB�2ALPAI>AN����������
8KQ�I=U�@A?E@A�PK�ATLKOA�UKQNOAHB�PK�IKNA�EJBKNI=PEKJ�PDNKQCD�=�N=JCA�KB�OKQN?AO
=O�UKQ�EJRAOPEC=PA�PDA�PKLE?�KB�=ENHEJA�OA?QNEPU��3DA�IKNA�UKQ�>A?KIA�ATLKOA@�PK�PDA
EOOQAO��LNK?AOOAO�=J@�CK=HO�KB�UKQN�PKLE?��PDA�IKNA�HEGAHU�UKQ�=NA�PK�OAA�=NA=O�KB
EJPANAOP��PDEJG�KB�JAS�E@A=O�PD=P�IECDP�BEP�EJ�UKQN�OLAA?D��=J@�BKNI�L=PPANJO�KB
=S=NAJAOO�UKQ�@E@�JKP�LAN?AERA�LNAREKQOHU�

Assimilation � =J@accommodation � NABANO�PK�PDA�LNK?AOO�>U�SDE?D�UKQ�EJPACN=PA
	=OOEIEH=PA
�JAS�E@A=O�EJPK�UKQN�PDEJGEJC�L=PPANJO��=J@�=@KLP�	=??KIIK@=PA
�KN
BEHPAN�KQP�JAS�OKQN?AO�KB�EJBKNI=PEKJ�=O�PDAU�NAH=PA�PK�UKQN�CK=H��8KQ�I=U�D=RA�D=@
LNA?KJ?AERA@�JKPEKJO�KN�E@A=O�=>KQP�=ENHEJA�OA?QNEPU�>ABKNA�UKQ�>AC=J�UKQN
EJRAOPEC=PEKJ��>QP�JAS�EJBKNI=PEKJ�D=O�?D=JCA@�PDA�S=U�UKQ�REAS�UKQN�PKLE?��8KQ
IECDP�=HOK�BEJ@�EOOQAO�	A�C���NECDP�PK�LNER=?U
�PD=P�I=U�>A�LKEJPO�KB�?KJBHE?P�SEPD�UKQN
>AHEABO�=O�UKQ�NAREAS�EJBKNI=PEKJ��3DEO�OP=CA�EO�EILKNP=JP�PK�PDA�KRAN=HH�LNK?AOO�KB
@ARAHKLEJC�UKQN�PKLE?�=J@�P=GAO�PEIA��8KQ�JAA@�PEIA�PK�>A�=>HA�PK�?KJPAILH=PA�
NAREAS��=J@�NABHA?P�KJ�DKS�PDA�JAS�EJBKNI=PEKJ�BEPO�KN�B=EHO�PK�?KJJA?P�?HA=NHU�PK
UKQN�?DKOAJ�PKLE?�

Incubation �� EO�PDA�LNK?AOO�>U�SDE?D�UKQ�?=QOA�=J�E@A=�KN�E@A=O�PK�@ARAHKL�EJ�UKQN
IEJ@��3DEO�IECDP�JKP�D=LLAJ�=HH�=P�KJ?A��=J@�UKQ�IECDP�OLAJ@�PEIA�PDEJGEJC�=>KQP
PDA�JAS�EJBKNI=PEKJ��@ENA?PEKJO��KN�S=UO�UKQ�IECDP�@ARAHKL�KN�BK?QO�UKQN�PKLE?�
"KJOE@AN�PDA�IA=JEJC�KB�PDA�SKN@�dEJ?Q>=PEKJe�=O�EP�NAH=PAO�PK�?DE?GAJO�=J@�ACCO�
 J�ACC�I=U�HKKG�NA=@U�PK�D=P?D�=O�OKKJ�=O�PDA�DAJ�H=UO�EP��>QP�EP�JAA@O�PEIA�=J@�=
S=NI�AJRENKJIAJP�PK�@ARAHKL��8KQ�IECDP�D=RA�=J�E@A=�>QP�JAA@�PK�?NA=PA�=J
AJRENKJIAJP�BKN�EP�PK�@ARAHKL��3DEO�IECDP�EJRKHRA�BQNPDAN�EJRAOPEC=PEKJ�=J@
ATLHKN=PEKJ��KN�EP�I=U�EJRKHRA�NAIKREJC�UKQNOAHB�BNKI�=?PERA�NAOA=N?D�PK�d@ECAOPe
SD=P�UKQ�D=RA�=HNA=@U�HA=NJA@��(B�UKQ�BAAH�dOPQ?Ge�KJ�=J�E@A=�KN�LAN?AERA�=J
EJ=>EHEPU�PK�IKRA�KJ�EJ�PDA�@ARAHKLIAJP�KB�UKQN�E@A=O�KN�PKLE?��CEREJC�EP�=�NAOP�I=U
>A�PDA�>AOP�?KQNOA�KB�=?PEKJ��8KQ�I=U�=HOK�BEJ@�PD=P�FQOP�SDAJ�UKQ�HA=OP�ATLA?P�EP��=J
E@A=��BQHHU�BKNIA@��BH=ODAO�EJPK�UKQN�IEJ@�=J@�UKQ�=OG�UKQNOAHB��d6DU�@E@JgP�(�OAA
PD=P�>ABKNA�e�!ABKNA�PDA�E@A=�AO?=LAO�UKQ��SNEPA�EP�@KSJ�=J@�I=GA�OQNA�UKQ�?=J
NABAN�PK�EP�H=PAN�

Incorporation �� NABANO�PK�PDA�LNK?AOO�>U�SDE?D�UKQ�>NEJC�PDA�EJBKNI=PEKJ�EJPK�=
SDKHA�KN�?KILHAPA�PKLE?��!U�JKS�UKQ�D=RA�EJRAOPEC=PA@��?DKOAJ�OKIA�EJBKNI=PEKJ
KRAN�KPDANO��=J@�D=RA�OP=NPA@�PK�OAA�DKS�PDA�LEA?AO�SEHH�?KIA�PKCAPDAN��8KQN
LAN?ALPEKJO�KB�DKS�PDA�AHAIAJPO�?KIA�PKCAPDAN�SEHH�BKNI�PDA�>=OEO�BKN�PDA

�� (JRKHRAO�UKQN�?KJ@EPEKJ�KB
>AEJC�LNAOAJPA@�SEPD�REASO�
E@A=O��ATLANEAJ?AO��KN�I=@A
GJKSJ�PK�UKQ�PDNKQCD�@ENA?P
ATLANEAJ?A�

�� 3DA�LNK?AOO�>U�SDE?D�UKQ
EJPACN=PA�JAS�E@A=O�EJPK�UKQN
PDEJGEJC�L=PPANJO�

�� 3DA�LNK?AOO�>U�SDE?D�UKQ
=@=LP�KN�BEHPAN�KQP�JAS�OKQN?AO
KB�EJBKNI=PEKJ�=O�PDAU�NAH=PA�PK
UKQN�CK=H�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
?=QOA�=J�E@A=�KN�E@A=O�PK
@ARAHKL�EJ�UKQN�IEJ@�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ
>NEJC�PDA�EJBKNI=PEKJ�EJPK�=
SDKHA�KN�?KILHAPA�PKLE?�
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KNC=JEV=PEKJ�KB�UKQN�OLAA?D��(P�SEHH�?KJPNE>QPA�PK�PDA�HKCE?�KB�UKQN�IAOO=CA�=J@�DAHL
UKQ�LNK@Q?A�=�?KDANAJP��KNC=JEVA@�OLAA?D�PD=P�UKQN�=Q@EAJ?A�?=J�BKHHKS�?HA=NHU�

Production �� EJRKHRAO�PDA�=?P�KB�?NA=PEJC�UKQN�OLAA?D�BNKI�PDA�AHAIAJPO�UKQ�D=RA
C=PDANA@��8KQ�I=U�OP=NP�PK�?KJOE@AN�SD=P�?KIAO�BENOP��SD=P�CKAO�H=OP��=J@�DKS�UKQ
SEHH�HEJG�UKQN�E@A=O�=J@�AT=ILHAO�PKCAPDAN��8KQ�I=U�BEJ@�PD=P�UKQ�JAA@�=@@EPEKJ=H
EJBKNI=PEKJ��=J@�?=J�CK�>=?G�PK�UKQN�JKPAO�PD=P�UKQ�P=GAJ�PK�BEJ@�PDA�OKQN?A
MQE?GHU�=J@�A=OEHU��8KQ�I=U�=HOK�OP=NP�PK�?KIIQJE?=PA�SEPD�BNEAJ@O��OD=NEJC�OKIA�KB
PDA�AHAIAJPO�KN�ARAJ�LN=?PE?EJC�PDA�BENOP�@N=BPO�KB�UKQN�OLAA?D��HA=NJEJC�SDANA�PDA
?KJJA?PEKJO�=NA�?HA=N�=J@�SDANA�PDAU�JAA@�SKNG�

Revision�� EO�PDA�LNK?AOO�>U�SDE?D�UKQ�HKKG�KRAN�UKQN�OLAA?D�=C=EJ�EJ�KN@AN�PK
?KNNA?P�KN�EILNKRA�EP��8KQ�SEHH�JKPE?A�AHAIAJPO�PD=P�JAA@�BQNPDAN�EJRAOPEC=PEKJ�
@ARAHKLIAJP��KN�=@@EPEKJ=H�AT=ILHAO�=J@�REOQ=H�=E@O�=O�UKQN�LNK@Q?A�UKQN�OLAA?D�
3DEO�EO�=J�EILKNP=JP�OPAL�PK�PDA�KRAN=HH�LNK@Q?PEKJ�KB�UKQN�OLAA?D��IQ?D�HEGA
NAREOEJC�=J�AOO=U�BKN�=J�$JCHEOD�?KQNOA��3DA�BENOP�PEIA�UKQ�O=E@��PDKQCDP��KN�SNKPA
OKIAPDEJC�EP�I=U�D=RA�I=@A�OAJOA�PK�UKQ��>QP�QLKJ�NABHA?PEKJ�=J@�=BPAN�PNUEJC�=J
E@A=�KQP��UKQ�JAA@�EP�PK�>A�NAREOA@�EJ�KN@AN�PK�SKNG�ABBA?PERAHU�=O�L=NP�KB�UKQN
OLAA?D��8KQ�I=U�NAREOEP�PDA�LH=?A�EJ�SDE?D�UKQ�OP=NPA@��=J@�OP=NP�=HH�OLAA?DAO��>U
NA?KJOE@ANEJC�PDA�NDAPKNE?=H�OEPQ=PEKJ�=J@�OAA�EB�SD=P�UKQ�D=RA�LNK@Q?AO�EO�EJ�HEJA
SEPD�PDA�ATLA?P=PEKJO�KB�PDA�=Q@EAJ?A��8KQN�=S=NAJAOO�KB�PDA�?KJPAJP��=Q@EAJ?A�
=J@�LQNLKOA�KB�PDA�NDAPKNE?=H�OEPQ=PEKJ�SEHH�CQE@A�UKQ�PDNKQCD�PDA�NAREOEKJ�LNK?AOO
=J@�?KJPNE>QPA�PK�PDA�LNK@Q?PEKJ�KB�=�IKNA�ABBA?PERA�OLAA?D�

KEY TAKEAWAY

3K�BEJ@�NAOKQN?AO�BKN�UKQN�OLAA?D��J=NNKS�UKQN�PKLE?�=J@�LH=J�UKQN�OA=N?D
BKN�EJBKNI=PEKJ��!A�=S=NA�KB�APDE?O��OAHA?PEJC�NAHE=>HA�?KJPAJP��=J@�=RKE@EJC
LH=CE=NEOI��2P=U�KNC=JEVA@��=J@�>A�=�SEOA�?KJOQIAN�KB�(JPANJAP�EJBKNI=PEKJ�
+=OP��?KILEHA�UKQN�EJBKNI=PEKJ�EJPK�=�?KDANAJP�OANEAO�KB�I=EJ�LKEJPO�

��� (JRKHRAO�PDA�=?P�KB�?NA=PEJC
UKQN�OLAA?D�BNKI�PDA�AHAIAJPO
UKQ�D=RA�C=PDANA@��UKQ�I=U
OP=NP�PK�?KJOE@AN�SD=P�?KIAO
BENOP��SD=P�CKAO�H=OP��=J@�DKS
UKQ�SEHH�HEJG�UKQN�E@A=O�=J@
AT=ILHAO�PKCAPDAN�

��� 3DA�LNK?AOO�>U�SDE?D�UKQ�HKKG
KRAN�UKQN�OLAA?D�=C=EJ�EJ
KN@AN�PK�?KNNA?P�KN�EILNKRA�EP�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO
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EXERCISES

�� %EJ@�=P�HA=OP�KJA�AT=ILHA�KB�=J�(JPANJAP�OEPA�PD=P�EO�OLKJOKNA@�>U
A=?D�KB�PDA�BKHHKSEJC�

� +K?=H��OP=PA��KN�BA@AN=H�CKRANJIAJP�EJ�PDA�4JEPA@�2P=PAO�KN
=JKPDAN�?KQJPNU

� %KNLNKBEP�?KNLKN=PEKJ�PD=P�OAHHO�=�LNK@Q?P�KN�OANRE?A�PK�PDA
CAJAN=H�LQ>HE?

� -KPBKNLNKBEP�KNC=JEV=PEKJ
� /NER=PA�KN�LQ>HE?�?KHHACA��QJERANOEPU��KN�KPDAN�O?DKKH

�� #AO?NE>A�PDA�PULA�KB�EJBKNI=PEKJ�=R=EH=>HA�KJ�A=?D�KB�UKQN�?DKOAJ�OEPAO�
'KS�@K�PDAU�@EBBAN�BNKI�KJA�=JKPDAN��6D=P�@K�PDAU�D=RA�EJ�?KIIKJ�
#EO?QOO�UKQN�BEJ@EJCO�SEPD�UKQN�?H=OOI=PAO�

�� %EJ@�=�6A>�OEPA�UKQ�BEJ@�L=NPE?QH=NHU�QOABQH�EJ�PANIO�KB�EJBKNI=PEKJ�
6NEPA�=�>NEAB�NAREAS�=J@�PDAJ�OD=NA�SEPD�?H=OOI=PAO�

�� %EJ@�=�6A>�OEPA�UKQ�BEJ@�L=NPE?QH=NHU�LKKN�EJ�PANIO�KB�UKQN�=>EHEPU�PK
=??AOO�EJBKNI=PEKJ��6NEPA�=�>NEAB�NAREAS�=J@�PDAJ�OD=NA�SEPD�?H=OOI=PAO�

�� 6DAJ�?NA=PEJC�=�OLAA?D��EO�EP�=LLNKLNE=PA�PK�KIEP�?ANP=EJ�EJBKNI=PEKJ�
$TLH=EJ�=J@�@EO?QOO�UKQN�PDKQCDPO�SEPD�=�?H=OOI=PA�

�� 'KS�?=J�=�LANOQ=OERA�OLAA?D�>A�APDE?=H��$TLH=EJ�UKQN�KLEJEKJ�=J@�CERA
OKIA�AT=ILHAO��"KIL=NA�=J@�OD=NA�EJ�?H=OO�
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10.4 Myths and Realities of Public Speaking

LEARNING OBJECTIVE

�� #AO?NE>A�?KIIKJ�IUPDO�=J@�NA=HEPEAO�KB�LQ>HE?�OLA=GEJC�

-KS�PD=P�UKQ�D=RA�E@AJPEBEA@�UKQN�LQNLKOA��?DKOAJ�UKQN�PKLE?�=J@�PDAOEO�OP=PAIAJP�
C=PDANA@�=J@�KNC=JEVA@�UKQN�I=PANE=H��UKQ�=NA�=HIKOP�NA=@U�PK�LQP�UKQN�OLAA?D�EJPK
EPO�BEJ=H�BKNI�� P�PDEO�FQJ?PQNA��HAPgO�AT=IEJA�OKIA�?KIIKJ�LQ>HE?�OLA=GEJC�IUPDO
=J@�KQPHEJA�PDA�CQE@AHEJAO�UKQgHH�JAA@�PK�?KJOE@AN�=O�UKQ�LNAL=NA�PK�B=?A�UKQN
=Q@EAJ?A��3DANA�=NA�=�HKP�KB�IUPDO�=OOK?E=PA@�SEPD�LQ>HE?�OLA=GEJC��(J�I=JU�S=UO
PDAOA�CQE@AHEJAO�@EOLAH�?KIIKJ�LAN?ALPEKJO�KB�LQ>HE?�OLA=GEJC�=J@�I=U�HA=@�UKQ�PK
>A�IKNA�KLAJ�SEPD�UKQNOAHB�=J@�UKQN�=Q@EAJ?A�=O�UKQ�LNAL=NA�=J@�LNAOAJP�UKQN
OLAA?D�

Speaking in Public Is Not Like Killing Lions

%NKI�=J�ARKHQPEKJ=NU�>EKHKCU�LANOLA?PERA��KQN�>K@EAO�D=RA�@ARAHKLA@�PK�NAOLKJ@�PK
OPNAOO�EJ�=@R=JP=CAKQO�S=UO��6DAJ�SA�JAA@A@�PK�NQJ�BNKI�=�>A=N��DQJP�=�HEKJ��KN
=RKE@�=�OJ=GA��KQN�>K@EAO�LNA@E?P=>HU�CKP�QO�LNAL=NA@�SEPD�=�OQNCA�KB
=@NAJ=HEJA�!QNJD=I��3�����/DAH=J��)��	����
� Mean genes: From sex to money to food:
Taming our primal instincts��"=I>NE@CA��, ��/ANOAQO�'QJPANO�SDK�@E@JgP�NAOLKJ@
SAHH�PK�OPNAOO�KN�B=EHA@�=P�DQJPEJC�SANA�HAOO�HEGAHU�PK�HERA�HKJC�AJKQCD�PK�NA=?D
I=PQNEPU�=J@�NALNK@Q?A��2K�SA�D=RA�PDA�OQ??AOOBQH�DQJPAN�PK�PD=JG�BKN�KQN�CAJAO�
>QP�LAKLHA�EJ�@ARAHKLA@�?KQJPNEAO�PK@=U�@K�JKP�JAA@�DQJPEJC�OGEHHO�PK�BAA@�PDAEN
B=IEHEAO�

6DEHA�BKK@�EO�OPEHH�=J�EOOQA�EJ�I=JU�L=NPO�KB�PDA�SKNH@��KQN�JAA@�PK�NAOLKJ@�PK
PDNA=PO�=J@�OPNAOO�D=O�ODEBPA@�BNKI�KQN�ARKHQPEKJ=NU�NKKPO�PK�?KJ?ANJ�KRAN�KQN�FK>�
KQN�NAH=PEKJODELO��=J@�DKS�SA�JACKPE=PA�=�IK@ANJ�A?KJKIU��"KIIQJE?=PEKJ�EO�=
CNA=P�NAOKQN?A�=J@�PKKH��=J@�SA�?=J�=LLHU�PDA�LNEJ?ELHAO�=J@�HAOOKJO�PK�KQNOAHRAO�
6A�?=J�?NA=PA�PDA�LAN?ALPEKJ�PD=P�PDA�OLAA?D�EO�HEGA�@ABA=PEJC�PDA�HEKJ�=J@�NA=HHU�CAP
KQNOAHRAO�SKNGA@�QL��.N�SA�?=J�?DKKOA�PK�OAA�EP�=O�=�J=PQN=H�ATPAJOEKJ�KB
?KIIQJE?=PEKJ�SEPD�KPDANO�

2LA=GEJC�EJ�LQ>HE?�EPOAHB�EO�JKP�EJDANAJPHU�OPNAOOBQH��>QP�KQN�NAOLKJOA�PK�PDA�OPEIQHQO
?=J�?KJPNE>QPA�PK�KN�NA@Q?A�KQN�HARAH�KB�OPNAOO��6A�=HH�SEHH�D=RA�=�OPNAOO�NAOLKJOA�PK�=
JAS��QJGJKSJ��KN�QJB=IEHE=N�OPEIQHQO��-ARANPDAHAOO��PDA�>QPPANBHEAO�EJ�KQN�OPKI=?D
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=NA�=�NAOLKJOA�SA�?=J�?DKKOA�PK�?KJPNKH�>U�>A?KIEJC�IKNA�B=IEHE=N�SEPD�PDA
ATLA?P=PEKJO��LNAL=N=PEKJ��=J@�LANBKNI=J?A�=OOK?E=PA@�SEPD�OLA=GEJC�EJ�LQ>HE?�

You DonÕt Have to Be Perfect

+APPEJC�CK�KB�LANBA?PEKJ�?=J�>A�PDA�D=N@AOP�CQE@AHEJA�PK�=LLHU�PK�KQNOAHRAO��(PgO�=HOK
EJ�KQN�J=PQNA�PK�?KIL=NA�KQNOAHRAO�PK�KPDANO�=J@�KQNOAHRAO��8KQ�IECDP�BKNCERA�=
?H=OOI=PA�BKN�PDA�K??=OEKJ=H�dQIIe�@QNEJC�=�OLAA?D��>QP�PDAJ�PQNJ�NECDP�=NKQJ@
=J@�OLAJ@�=�HKP�KB�IAJP=H�ABBKNP�?D=OPEOEJC�UKQNOAHB�BKN�I=GEJC�PDA�O=IA�ANNKN�EJ
UKQN�LNAOAJP=PEKJ��6A�=HH�D=RA�@EOPEJ?P�OPNAJCPDO�=J@�SA=GJAOOAO��*JKSEJC�UKQNOAHB
=J@�SDANA�UKQ�JAA@�PK�EILNKRA�EO�=J�EILKNP=JP�BENOP�OPAL��1A?KCJEVEJC�PD=P�1KIA
S=OJgP�>QEHP�EJ�=�@=U��=J@�PD=P�UKQ�SKJgP�>A?KIA�=�SKNH@?H=OO�OLA=GAN�KRANJECDP�
I=U�>A�A=OEAN�O=E@�PD=J�@KJA�

(P�I=U�DAHL�PK�NA?KCJEVA�PD=P�UKQN�HEOPAJANO�@KJgP�S=JP�PK�OAA�UKQ�B=EH��KJ�PDA
?KJPN=NU��PDAU�S=JP�UKQ�PK�@K�SAHH��>A?=QOA�SDAJ�UKQ�@K��PDAU�SEHH�>A�=>HA�PK�NAH=T
=J@�AJFKU�UKQN�LNAOAJP=PEKJ��8KQ�IECDP�>A�OQNLNEOA@�PK�GJKS�PD=P�JKP�ARANUKJA
?KQJPO�A=?D�PEIA�UKQ�O=U�dQII�e�'KSARAN��EB�dQII�e�d=DDD�e�KN�dUKQ�GJKS�SD=P�(
IA=Je�=NA�LDN=OAO�PD=P�UKQ�PAJ@�PK�NALA=P��PDAU�SEHH�@EOPN=?P�UKQN�=Q@EAJ?A�BNKI
UKQN�IAOO=CA��$HEIEJ=PEJC�OQ?D�@EOPN=?PEJC�D=>EPO�?=J�>A?KIA�=�CK=H�BKN
EILNKRAIAJP��(ILNKRAIAJP�EO�=�LNK?AOO��JKP�=J�AJ@�EJ�EPOAHB��EJ�B=?P��I=JU�LAKLHA
>AHEARA�PD=P�HA=NJEJC�PK�OLA=G�EJ�LQ>HE?�EO�IKNA�=>KQP�PDA�FKQNJAU�PD=J�PDA
@AOPEJ=PEKJ��$=?D�JAS�OAPPEJC��?KJPATP��=J@�=Q@EAJ?A�SEHH�LNAOAJP�JAS�?D=HHAJCAO�
=J@�UKQN�=>EHEPU�PK�=@=LP��HA=NJA@�PDNKQCD�UKQN�FKQNJAU�KB�ATLANEAJ?A��SEHH�DAHL�UKQ
OQ??AOOBQHHU�IAAP�A=?D�JAS�?D=HHAJCA�

Organization Is Key to Success

'=RA�UKQ�ARAN�PDKQCDP�KB�=�CNA=P�?KIA>=?G�PK�OKIAPDEJC�OKIAKJA�O=E@�=�SDEHA�=BPAN
PDAU�O=E@�EP��6KQH@JgP�EP�D=RA�>AAJ�JE?A�PK�>A�MQE?G�=J@�=NPE?QH=PA�=J@�=>HA�PK
@AHERAN�UKQN�?KIA>=?G�NECDP�PDAJ�=J@�PDANA��2LA=GEJC�EJ�LQ>HE?�CERAO�UKQ�=�@EOPEJ?P
=@R=JP=CA�KRAN�dKBB�PDA�?QBBe�EILNKREO=PEKJ�=J@�OPQI>HEJC�BKN�PDA�NECDP�?KIA>=?G�
8KQ�CAP�PK�LNAL=NA�=J@�>A�KNC=JEVA@��8KQ�GJKS�UKQgHH�>A�OLA=GEJC�PK�=J�=Q@EAJ?A�EJ
KN@AN�PK�LANOQ=@A�PDAI�PK�@K��PDEJG��KN�?KJOE@AN�=J�E@A=�KN�=?PEKJ�

6D=P�EOOQAO�IECDP�PDAU�PDEJG�KB�SDEHA�UKQ�=NA�OLA=GEJC��6D=P�?KIA>=?GO�KN
=NCQIAJPO�IECDP�PDAU�O=U�EB�EP�SANA�=�@A>=PA��8KQ�CAP�PK�=JPE?EL=PA�SD=P�PDA
=Q@EAJ?A�SEHH�S=JP�PK�GJKS��O=U��KN�DA=N��8KQ�CAP�PK�LNAL=NA�UKQN�OP=PAIAJPO�=J@
REOQ=H�=E@O�PK�OQLLKNP�UKQN�OLAA?D�=J@�?NA=PA�PDA�PEIEJC��KNC=JEV=PEKJ��=J@
LNAOAJP=PEKJ�KB�A=?D�LKEJP��,=JU�PEIAO�EJ�HEBA�SA�=NA�=OGA@�PK�P=GA�=�LKOEPEKJ�=J@
BAAH�QJLNAL=NA@�PK�NAOLKJ@��2LA=GEJC�EJ�LQ>HE?�CERAO�UKQ�PDA�@EOPEJ?P�KLLKNPQJEPU�PK
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LNAL=NA�=J@�KNC=JEVA�UKQN�E@A=O�KN�LKEJPO�EJ�KN@AN�PK�I=GA�=J�EIL=?P�=J@�NAOLKJ@
ABBA?PERAHU�

Speaking in Public Is Like Participating in a Conversation

3DEO�I=U�OKQJ@�K@@�=P�BENOP��>QP�?KJOE@AN�PDA�E@A=�KB�=J�dAJH=NCA@�?KJRANO=PEKJe
@AO?NE>A@�>U�)QHE=�3��6KK@�6KK@O��)��	����
� Communication mosaics: An introduction to
the field of communication	�J@�A@�
��!AHIKJP��" ��6=@OSKNPD�2DA�ATLNAOOAO�=�?HA=N
?KJJA?PEKJ�>APSAAJ�ARANU@=U�OLAA?D�=J@�LQ>HE?�@E=HKCQA��2KIAPEIAO�SA�P=GA�=
OLAA?D�PQNJ��SDEHA�=P�KPDAN�PEIAO�SA�NAI=EJ�OEHAJP�SDEHA�KPDANO�P=GA�PDAEN�PQNJ��6A
@K�PDEO�=HH�@=U�HKJC�=J@�PDEJG�JKPDEJC�KB�EP��6A�=NA�KBPAJ�PDA�BK?QO�KB�=PPAJPEKJ�BNKI
BNEAJ@O�=J@�?KHHA=CQAO�=J@�EP�D=N@HU�ARAN�I=GAO�QO�JANRKQO��6DAJ�SA�CAP�KJ�=�OP=CA�
DKSARAN��OKIA�LAKLHA�LAN?AERA�PD=P�PDA�SDKHA�C=IA�D=O�?D=JCA@��(P�D=OJgP��6A�OPEHH
P=GA�PQNJO��=J@�PDA�OLA=GAN�SEHH�P=GA�=�HKJCAN�PQNJ�=O�L=NP�KB�=J�AJH=NCA@
?KJRANO=PEKJ��/AKLHA�EJ�PDA�=Q@EAJ?A�SEHH�OPEHH�?KIIQJE?=PA�BAA@>=?G�=J@�PDA
OLA=GAN�SEHH�OPEHH�JACKPE=PA�DEO�KN�DAN�PQNJ�FQOP�PDA�S=U�PDAU�SKQH@�EJ�=J�ARANU@=U
?KJRANO=PEKJ��3DA�@EBBANAJ?A�EO�=HH�=>KQP�DKS�SA��=O�PDA�OLA=GAN��LAN?AERA�PDA
?KJPATP�

2KIA�LAKLHA�BAAH�PD=P�PDA�HARAH�KB�ATLA?P=PEKJO��PDA�JAA@�BKN�LANBA?PEKJ��KN�PDA
E@A=HEOPE?�MQ=HEPEAO�SA�LAN?AERA�EJ�AHKMQAJP�OLA=GANO�=NA�NAMQENA@��=J@�PDAJ�BK?QO�KJ
@ABE?EAJ?EAO��BA=NO��=J@�PDA�LKOOE>EHEPU�KB�B=EHEJC�PK�IA=OQNA�QL��!U�HAPPEJC�CK�KB�PDEO
E@A=H��SA�?=J�=LLNK=?D�PDA�?D=HHAJCA�SEPD�=�IKNA�LN=CI=PE?�BN=IA�KB�IEJ@��3DA
NQHAO�SA�LH=U�?KIBKNP=>HU�>U�EJ�?KJRANO=PEKJ�ARANU�@=U�=NA�PDA�O=IA�=O�SA�ODEBP�PK�=
H=NCAN�?KJRANO=PEKJ�SEPDEJ�PDA�?KJPATP�KB�LQ>HE?�OLA=GEJC��3DEO�REASLKEJP�?=J�KBBAN
=J�=HPANJ=PERA�=O�UKQ�=@@NAOO�UKQN�=LLNADAJOEKJO��=J@�DAHL�UKQ�HAP�CK�KB�QJNA=HEOPE?
ATLA?P=PEKJO�

KEY TAKEAWAY

/Q>HE?�OLA=GEJC�@KAO�JKP�D=RA�PK�>A�=�dBNECDP�KN�BHECDPe�ATLANEAJ?A��EP�?=J�>A
HEGA�DKH@EJC�=�D=HB�KB�=�BNEAJ@HU�?KJRANO=PEKJ��3DEO�SEHH�AOLA?E=HHU�>A�PNQA�EB
UKQ�@K�=�CKK@�FK>�KB�LNAL=NEJC�=J@�KNC=JEVEJC�UKQN�LNAOAJP=PEKJ�=DA=@�KB
PEIA�
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EXERCISES

�� '=RA�UKQ�ARAN�@KJA�=�?NA=PERA�REOQ=HEV=PEKJ�ATAN?EOA��3NU�PDEO�KJA�=J@
OAA�DKS�EP�DAHLO�UKQ�LNAL=NA�UKQN�OLAA?D��"DKKOA�=�MQEAP�LH=?A��OEP�EJ�=
?KIBKNP=>HA�LKOEPEKJ��=J@�?HKOA�UKQN�AUAO��/E?PQNA�UKQNOAHB�CAPPEJC�QL�PK
CERA�UKQN�KN=H�LNAOAJP=PEKJ��/E?PQNA�SD=P�UKQ�S=JP�PK�D=LLAJcUKQ�SEHH
OLA=G�?KJBE@AJPHU��?HA=NHU��=J@�AJC=CEJCHU��8KQN�=Q@EAJ?A�SEHH�HEOPAJ
=PPAJPERAHU�=J@�?KJOE@AN�PDA�IANEP�KB�UKQN�LKEJPO��6DAJ�UKQ�=NA
BEJEODA@��PDAU�SEHH�=LLH=Q@�=J@�ATLNAOO�=LLNA?E=PEKJ�BKN�PDA�CKK@�FK>
UKQ�D=RA�@KJA�

�� 6NEPA�KQP�=�OANEAO�KB�CK=H�OP=PAIAJPO��KJA�BKN�A=?D�L=NP�KN�LKEJP�KB�UKQN
LNAOAJP=PEKJ��6D=P�@K�UKQ�S=JP�PK�=??KILHEOD�SEPD�A=?D�OA?PEKJ��REOQ=H
=E@��KN�OP=PAIAJP��2D=NA�UKQN�NAOQHPO�SEPD�?H=OOI=PAO�

�� "KJOE@AN�PDA�AHAIAJPO�KB�=�OLAA?D�PK�EJBKNI�=J@�=@=LP�PDAI�BKN�=
OLAA?D�PK�LANOQ=@A��(J�SD=P�S=UO�SKQH@�UKQ�=@FQOP�GAU�LKEJPO�KN�EOOQAO�
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10.5 Overcoming Obstacles in Your Presentation

LEARNING OBJECTIVE

�� .RAN?KIA�?KIIKJ�K>OP=?HAO�EJ�LQ>HE?�OLA=GEJC�

6A�D=RA�AT=IEJA@�OPALO�PK�DAHL�UKQ�EJRAOPEC=PA�=J@�>QEH@�=J�ABBA?PERA�OLAA?D��=J@
@EO?QOOA@�OKIA�IUPDO��=J@�NA=HEPEAO��=OOK?E=PA@�SEPD�LQ>HE?�OLA=GEJC��(J�KN@AN�PK
LNAL=NA�UKQ�BKN�OQ??AOO��HAPgO�NAREOEP�OKIA�K>OP=?HAO�UKQgHH�S=JP�PK�=RKE@�EJ�KN@AN�PK
I=GA�UKQN�?KJPAJP�=O�=??AOOE>HA�PK�UKQN�=Q@EAJ?A�=O�LKOOE>HA��3K�>QEH@�KJ�SD=P�SA
?KRANA@��HAPgO�AT=IEJA�PDNAA�GAU�>=NNEANO�PK�=J�ABBA?PERA�OLAA?D��H=JCQ=CA�
LAN?ALPEKJ��=J@�APDJK?AJPNEOI�� O�=�OLA=GAN��UKQ�SEHH�JAA@�PK�I=GA�=J�ABBKNP�PK
?KJOE@AN�A=?D�KJA�=J@�DKS�UKQ�SEHH�?NA=PA�=�>NE@CA��N=PDAN�PD=J�?KJPNE>QPA�PK�=
>=NNEAN��SEPD�UKQN�=Q@EAJ?A�

Language

+=JCQ=CA�OANRAO�>KPD�PK�>NEJC�QO�PKCAPDAN�=J@�PK�DAHL�QO�NAEJBKN?A�KQN�CNKQL�OP=PQO�
+=JCQ=CA�?=J�EJ?HQ@A�AOP=>HEODA@�H=JCQ=CAO��HEGA�2L=JEOD�KN�%NAJ?D��@E=HA?PO��KN
ARAJ�OQ>PHA�EJCNKQL�H=JCQ=CA�OPUHAO�SEPDEJ�=�H=NCAN�H=JCQ=CA�?KJPATP��'=RA�UKQ
ARAN�>AAJ�L=NP�KB�=�CNKQL�PD=P�D=O�EPO�KSJ�SKN@O�KN�LDN=OAO��ATLNAOOEKJO�PD=P�D=RA
IA=JEJCO�QJ@ANOPKK@�KJHU�>U�PDA�IAI>ANO�KB�UKQN�CNKQL��(P�EO�JKP�QJQOQ=H�BKN
B=IEHEAO��CNKQLO�KB�?HKOA�BNEAJ@O��?H=OOI=PAO��=J@�NKI=JPE?�?KQLHAO�PK�@ARAHKL�PDAOA
GEJ@O�KB�dLNER=PA�H=JCQ=CA�e�6DAJ�=�CNKQL�?KIIQJE?=PAO�EJ�EPO�KSJ�S=U��EP�?=J
?NA=PA�=�OAJOA�KB�>AHKJCEJC��NAEJBKN?EJC�UKQN�IAI>ANODEL�=J@�LH=?A�EJ�PD=P�CNKQL�

/AKLHA�KBPAJ�PAHH�A=?D�KPDAN�OPKNEAO��SDE?D�KBPAJ�?KIIQJE?=PA�=�R=HQA�KN�IA=JEJC
EJ�PDA�?QHPQNA��/AND=LO�UKQ�D=RA�DA=N@�PDA�O=UEJC��d3DA�A=NHU�>EN@�CAPO�PDA�SKNI�e
SEPD�EPO�QJ@ANHUEJC�IA=JEJC�PD=P�PDA�KJA�SDK�EO�LNAL=NA@�=J@�NA=@U�CAPO�PDA
NAS=N@��(J�-KNPD� IANE?=��PDEO�O=UEJC�EO�?KIIKJ��=J@�NABHA?PO�=�?QHPQN=H�R=HQA
=>KQP�LNKILPJAOO�=J@�?KILAPEPEKJ��#ERANOA�?QHPQNAO�D=RA�@ERANOA�O=UEJCO�PD=P
NABHA?P�@EBBANAJ?AO�EJ�R=HQAO��?QOPKIO��=J@�PN=@EPEKJO

)Q@U�/A=NOKJ��/=QH�-AHOKJ�/A=NOKJ��)�����-AHOKJ��/��	����
� An introduction to human
communication: Understanding and sharing��!KOPKJ��, ��,?&N=S'EHH�=J@�)KOALD
#A5EPK#A5EPK��)��	����
� The communication handbook: A dictionary��-AS�8KNG��-8�
'=NLAN���1KS�@AO?NE>A�PSK�GAU�=NA=O�KB�H=JCQ=CA�PD=P�OANRA�PK�>NEJC�QO�PKCAPDAN�
>QP�>A?=QOA�PDAU�EJRKHRA�=�OLA?E=HEVA@�GJKSHA@CA�QJEMQA�PK�PDA�CNKQL�KN
?KIIQJEPU��PDAU�?=J�?NA=PA�>=NNEANO�PK�KQPOE@ANO��3DAOA�=NA�KBPAJ�?=HHA@co-
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languages�� ��>A?=QOA�PDAU�ATEOP�=J@�EJPAN=?P�SEPD�=�@KIEJ=JP�H=JCQ=CA�>QP�=NA
JKJAPDAHAOO�@EOPEJ?P�BNKI�EP�Jargon�� EO�=J�K??QL=PEKJOLA?EBE?�H=JCQ=CA�QOA@�>U
LAKLHA�EJ�=�CERAJ�LNKBAOOEKJ��3DEJG�KB�PDA�S=U�IA@E?=H�?=NACERANO�OLA=G�PK�KJA
=JKPDAN��BNAMQAJPHU�QOEJC�=>>NARE=PEKJO�BKN�LNK?A@QNAO�=J@�IA@E?=PEKJO�Slang�� EO
PDA�QOA�KB�ATEOPEJC�KN�JASHU�EJRAJPA@�SKN@O�PK�P=GA�PDA�LH=?A�KB�OP=J@=N@�KN
PN=@EPEKJ=H�SKN@O�SEPD�PDA�EJPAJP�KB�=@@EJC�=J�QJ?KJRAJPEKJ=H��JKJOP=J@=N@�
DQIKNKQO��KN�NA>AHHEKQO�ABBA?P��3DEJG�KB�DKS�PDA�SKN@O�d?KKH�e�dCHEPVU�e�KN�dO?=Ie
=NA�QOA@�EJ�?=OQ=H�?KJRANO=PEKJ��(J�=@@EPEKJ�PK�H=JCQ=CA>=OA@�>=NNEANO��PDANA�=NA
=HOK�OARAN=H�B=?PKNO��I=JU�KB�SDE?D�SA�D=RA�REOEPA@�EJ�LNAREKQO�?D=LPANO��SDE?D�?=J
=?P�=O�>=NNEANO�PK�ABBA?PERA�EJPAN?QHPQN=H�?KIIQJE?=PEKJ�

Nature of Perception

/AN?ALPEKJ�EO�=J�EILKNP=JP�L=NP�KB�PDA�?KIIQJE?=PEKJ�LNK?AOO��=J@�EP�EO�EILKNP=JP
PK�NA?KCJEVA�PD=P�KPDAN�LAKLHAgO�LAN?ALPEKJO�I=U�>A�@EBBANAJP�BNKI�KQN�KSJ�EJ
OARAN=H�S=UO�

8KQNcultural value system �� ��SD=P�UKQ�R=HQA�=J@�L=U�=PPAJPEKJ�PK��SEHH
OECJEBE?=JPHU�=BBA?P�UKQN�OLAA?D�=J@�DKS�UKQN�HEOPAJANO�LAN?AERA�EP��-KNPD� IANE?=J
?QHPQNA�LH=?AO�=J�AILD=OEO�KJ�OL=?A��SEPD�=J�d=LLNKLNE=PAe�@EOP=J?A�SDEHA�OD=GEJC
D=J@O��BKN�AT=ILHA��(B�=�-KNPD� IANE?=J�PN=RAHO�PK�%N=J?A��2L=EJ��KN�"DEHA��DA�KN�ODA
SEHH�BEJ@�PD=P�=�IQ?D�OI=HHAN�OAJOA�KB�LANOKJ=H�OL=?A�EO�PDA�JKNI��=J@�I=U�NA?AERA�=
GEOO�KJ�PDA�?DAAG�=O�=�CNAAPEJC�BNKI�=�JAS�=?MQ=EJP=J?A��(B�PDA�-KNPD� IANE?=J�EO
QJ?KIBKNP=>HA��PDA�LANOKJ�BNKI�%N=J?A�I=U�JKP�=PPNE>QPA�DEO�KN�DAN�@EO?KIBKNP�PK
LANOKJ=H�OL=?A��=J@�PDAU�I=U�D=RA�=�IEO?KIIQJE?=PEKJ��+A=NJEJC�=>KQP�KPDAN
?QHPQNAO�?=J�DAHL�UKQ�=@=LP�UKQN�OLAA?D�EJ�@ERANOA�OAPPEJCO��=J@�I=GA�UKQ�IKNA
?KIBKNP=>HA�=O�UKQ�AJPAN�JAS�OEPQ=PEKJO�SDANA�KPDANOg�LAN?ALPEKJO�=NA�@EBBANAJP
BNKI�UKQN�KSJ�

Role identities �� ��SDE?D�EJRKHRA�ATLA?PA@�OK?E=H�>AD=REKN��=NA�=JKPDAN�=OLA?P�KB
EJPAN?QHPQN=H�?KIIQJE?=PEKJ�PD=P�?=J�=?P�=O�=�>=NNEAN�PK�ABBA?PERA�?KIIQJE?=PEKJ�
'KS�@KAO�UKQN�?QHPQNA�ATLA?P�IAJ�=J@�SKIAJ�PK�=?P�=J@�>AD=RA��'KS�=>KQP
?DEH@NAJ��KN�AH@ANO��=J@�KH@AN�?EPEVAJO��3DA�SKN@�dNKHAe�EILHEAO�=J�ATLA?P=PEKJ�KB
DKS�KJA�EO�OQLLKOA@�PK�=?P�EJ�?ANP=EJ�OAPPEJCO�=J@�O?AJAO��FQOP�HEGA�EJ�=�LH=U�KN�=
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Figure 10.3

In our diverse world, awareness
of difference in values is key to
success.
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6D=P�AHAIAJPO�SKQH@�UKQ�JKP�S=JP�PK�QOA��6DU��"KIL=NA�SEPD�=
?H=OOI=PA�

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO
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10.6 Additional Resources

.N=H�?KIIQJE?=PEKJ�OGEHH�EO�GAU�PK�OQ??AOO�EJ�LKHEPE?O��5EOEP�PDA�"2/ -�6A>�OEPA�PK
S=P?D�=J@�HEOPAJ�PK�OLAA?DAO��EJPANREASO��=J@�KPDAN�LQ>HE?�OLA=GEJC�ARAJPO�
DPPL���SSS�?OL=J�KNC�3KLE?O�/KHEPE?O�=OLT

2?DKKHPQ>A�?KI�KBBANO�=�RE@AK�=N?DERA�KB�OPQ@AJP�CKRANJIAJP�OLAA?DAO�
DPPL���SSS�O?DKKHPQ>A�?KI�RE@AK�����������2PQ@AJP&KRANJIAJP"=IL=ECJ
2LAA?DAO

3DA�-=PEKJgO�%KNQI�"KHHA?PEKJ�KB�PDA�+E>N=NU�KB�"KJCNAOO�?KJOEOPO�KB�NA?KN@EJCO�KB
@KVAJO�KB�OLAA?DAO�BNKI�PDA�LANEK@������PK������DPPL���IAIKNU�HK?�CKR�=IIAI�
JBDPIH

3DA�"KLUNECDP�.BBE?A�KB�PDA�+E>N=NU�KB�"KJCNAOO�KBBANO�=�SE@A�R=NEAPU�KB�NAOKQN?AO
BKN�QJ@ANOP=J@EJC�?KLUNECDP�H=S�=J@�DKS�PK�=RKE@�LH=CE=NEOI�
DPPL���SSS�?KLUNECDP�CKR

3DQJ@AN>EN@�2?DKKH�KB�&HK>=H�,=J=CAIAJP�KLAN=PAO�3DQJ@AN>EN@�*JKSHA@CA
-APSKNG��=J�EJPAN=?PERA�BKNQI�KJ�?KJPAILKN=NU�>QOEJAOO�EOOQAO�@AHERANA@�EJ
OPKNEAO��?KHQIJO��RE@AKO��LK@?=OPO��=J@�>HKCO�
DPPL���GJKSHA@CAJAPSKNG�PDQJ@AN>EN@�A@Q�NAOA=N?D

3DA�4�2��#AL=NPIAJP�KB�+=>KNgO�.??QL=PEKJ=H�2=BAPU�=J@�'A=HPD� @IEJEOPN=PEKJ
	.2' 
�OAPO�PDA�OP=J@=N@O�=J@�?KJ@Q?PO�EJOLA?PEKJO�PK�AJOQNA�O=BAPU�=J@�LNARAJP
=??E@AJPO�EJ�PDA�SKNGLH=?A�DPPL���SSS�KOD=�CKR

6=P?D�=J�EJBKNI=PERA�OLAA?D�KJ�d RKE@EJC�2PANAKPULAO�EJ�/Q>HE?�2LA=GEJCe�KJ
A'KS�?KI� DPPL���SSS�ADKS�?KI�RE@AK<�������<=RKE@EJCOPANAKPULAOLQ>HE?
OLA=GEJC�DPIH

"D=LPAN����#ARAHKLEJC�!QOEJAOO�/NAOAJP=PEKJO
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http://www.c-span.org/Topics/Politics.aspx
http://www.schooltube.com/video/27713/2009-Student-Government-Campaign-Speeches
http://www.schooltube.com/video/27713/2009-Student-Government-Campaign-Speeches
http://memory.loc.gov/ammem/nfhtml
http://memory.loc.gov/ammem/nfhtml
http://www.copyright.gov
http://knowledgenetwork.thunderbird.edu/research
http://www.osha.gov
http://www.ehow.com/video_4401072_avoiding-stereotypes-public-speaking.html
http://www.ehow.com/video_4401072_avoiding-stereotypes-public-speaking.html


Chapter 11

Nonverbal Delivery
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$HA?PNE?�?KIIQJE?=PEKJ�SEHH�JARAN�>A�=�OQ>OPEPQPA�BKN�PDA�B=?A�KB�OKIAKJA�SDK�SEPD
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Getting Started

INTRODUCTORY EXERCISES

�� (PgO�JKP�FQOP�SD=P�UKQ�O=U�>QP�DKS�UKQ�O=U�EP��"DKKOA�=�OLAA?D�PK�S=P?D�
$T=ILHAO�I=U�EJ?HQ@A�B=IKQO�OLAA?DAO�>U�DEOPKNE?=H�BECQNAO�HEGA�,=NPEJ
+QPDAN�*EJC�)N��KN�6EJOPKJ�"DQN?DEHH��?QNNAJP�AHA?PA@�KBBE?E=HO��KN
LAND=LO�?=J@E@=PAO�BKN�HK?=H�=J@�OP=PA�KBBE?A�PD=P�I=U�>A�PAHAREOA@��.PDAN
AT=ILHAO�?KQH@�>A�BNKI�=�LKAPNU�OH=I��=�N=L�LANBKNI=J?A��KN�=�IKREA�
6=P?D�PDA�LNAOAJP=PEKJ�SEPDKQP�OKQJ@�=J@�OAA�SD=P�UKQ�K>OANRA��#KAO
PDA�OLA=GAN�OAAI�?KIBKNP=>HA�=J@�?KJBE@AJP�� CCNAOOERA�KN�PEIE@��(B
LKOOE>HA��NALA=P�PDA�OLAA?D�=�OA?KJ@�PEIA�SEPD�PDA�OKQJ@�KJ��#K�UKQN
LAN?ALPEKJO�?D=JCA��6D=P�L=PPANJO�@K�UKQ�K>OANRA�

�� (JR=OEKJ�KB�OL=?A��6DAJ�OKIAKJA�dEJR=@AOe�UKQN�OL=?A��DKS�@K�UKQ
BAAH��3DNA=PAJA@��OQNLNEOA@��EJPANAOPA@��KN�NALQHOA@��6A�?=J�HA=NJ�=�HKP
BNKI�A=?D�KPDAN�=O�SA�?KIA�PK�>A�IKNA�=S=NA�KB�PDA�JKNI=PERA�OL=?A
ATLA?P=PEKJO�=J@�>KQJ@=NEAO��2AP�=OE@A�PAJ�IEJQPAO�SDANA�UKQ�?=J
dLAKLHA�S=P?De�EJ�=�LQ>HE?�OAPPEJC��,=GA�=�?KJO?EKQO�ABBKNP�PK�JKPE?A
DKS�B=N�=L=NP�PDAU�OP=J@�BNKI�LAKLHA�PDAU�?KIIQJE?=PA��1A?KN@�UKQN
NAOQHPO��8KQN�>AOP�AOPEI=PA�EO�BEJA�=J@�PDANA�EO�JK�JAA@�PK�EJPANNQLP
LAKLHA��FQOP�S=P?D�=J@�NA?KN@��"KJOE@AN�JKPEJC�EB�PDAU�=NA�I=HA�KN
BAI=HA��KN�BK?QO�KJHU�KJ�O=IAOAT�?KJRANO=PEKJO��6DAJ�UKQ�D=RA
=LLNKTEI=PA�@EOP=J?AO�BKN�=P�HA=OP�PSAJPU�?KJRANO=PEKJO�KN�PAJ�IEJQPAO
D=RA�L=OOA@��=@@�QL�PDA�NAOQHPO�=J@�HKKG�BKN�=�L=PPANJ��"KIL=NA�UKQN
BEJ@EJCO�SEPD�PDKOA�KB�=�?H=OOI=PA�

(J�PDA�BENOP�KB�PDA-KPA�������(JPNK@Q?PKNU�$TAN?EOAO�BKN�PDEO�?D=LPAN��SA�BK?QO�KJ
DKS�=�OLA=GAN�LNAOAJPO�E@A=O��JKP�PDA�E@A=O�PDAIOAHRAO��'=RA�UKQ�ARAN�>AAJ�EJ�?H=OO
=J@�BKQJ@�EP�D=N@�PK�HEOPAJ�PK�PDA�LNKBAOOKN��JKP�>A?=QOA�DA�KN�ODA�S=OJgP�SAHH
EJBKNIA@�KN�PDA�PKLE?�S=OJgP�EJPANAOPEJC�KN�EILKNP=JP�PK�UKQ��>QP�>A?=QOA�PDA�OPUHA
KB�LNAOAJP=PEKJ�@E@JgP�AJC=CA�UKQ�=O�=�HEOPAJAN��(B�UKQN�=JOSAN�EO�UAO��PDAJ�UKQ
GJKS�PD=P�UKQ�S=JP�PK�=RKE@�I=GEJC�PDA�O=IA�IEOP=GA�SDAJ�UKQ�CERA�=
LNAOAJP=PEKJ��(PgO�JKP�=HS=UO�SD=P�UKQ�O=U��>QP�DKS�UKQ�O=U�EP�PD=P�I=GAO�=
@EBBANAJ?A��6A�OKIAPEIAO�?=HH�PDEO�d>K@U�H=JCQ=CA�e�KN�dJKJRAN>=H
?KIIQJE?=PEKJ�e�=J@�EP�EO�=�GAU�=OLA?P�KB�ABBA?PERA�>QOEJAOO�?KIIQJE?=PEKJ�

'KS�@K�UKQ�GJKS�SDAJ�UKQN�>KOO�KN�EJOPNQ?PKNO�=NA�LHA=OA@�SEPD�UKQN�LNKCNAOO�	KN
JKP
��8KQ�IECDP�GJKS�BNKI�PDA�OIEHAO�KJ�PDAEN�B=?AO��BNKI�PDA�PEIA�=J@�=PPAJPEKJ
PDAU�CERA�UKQ��KN�LAND=LO�EJ�KPDAN�JKJRAN>=H�S=UO��HEGA�=�N=EOA��=�>KJQO��KN�=�CKK@
CN=@A��6DAPDAN�PDA�EJPAN=?PEKJ�P=GAO�LH=?A�B=?APKB=?A��KN�=P�=�@EOP=J?A��UKQ�?=J
OPEHH�ATLANEAJ?A�=J@�EJPANLNAP�JKJRAN>=H�NAOLKJOAO�
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2KIAPEIAO�SA�LH=?A�IKNA�AILD=OEO�KJ�JKJRAN>=H�=OLA?PO�KB�?KIIQJE?=PEKJ�PD=P
PDAU�S=NN=JP��2QLLKOA�UKQ�D=RA�FQOP�CKPPAJ�DKIA�BNKI�UKQN�BENOP�@=PA�SEPD� I=J@=
=J@�UKQ�BAAH�EP�SAJP�RANU�SAHH��'KS�OKKJ�ODKQH@�=BPANS=N@�ODKQH@�UKQ�?=HH� I=J@=�
3DANA�=NA�HKPO�KB�=@RE?A�?KHQIJO��EJBKNI=H�NQHAO�=J@�?QOPKIO��=J@�BNEAJ@O�SEPD
KLEJEKJO�PK�KBBAN�UKQ�OQCCAOPEKJO��>QP�UKQ�GJKS�SD=P�EO�NECDP�BKN�UKQ��8KQ�=HOK
GJKS�PD=P�PATPEJC�DAN�=P�BERA�Kg?HK?G�PDA�JATP�IKNJEJC�IECDP�>A�=�>EP�A=NHU��8KQ
I=U�?DKKOA�PK�S=EP�QJPEH�=�?KBBAA�>NA=G�=NKQJ@����=�I��PK�OAJ@�=�ODKNP�PATP�IAOO=CA�
=J@�NA=HEVA�PD=P�UKQ�IECDP�JKP�CAP�=�NAOLKJOA�QJPEH�H=PAN�PD=P�=BPANJKKJ�

#KAO�PDA�H=?G�KB�=J�EIIA@E=PA�NAOLKJOA�D=RA�=JU�IA=JEJC��#KAO�EP�IA=J� I=J@=�EO
HAOO�EJPANAOPA@�EJ�UKQ�PD=J�UKQ�=NA�EJ�DAN��6DEHA�UKQ�IECDP�CERA�EP�IKNA�=PPAJPEKJ
PD=J�EP�@AOANRAO��=J@�I=U>A�HAP�EP�SAECD�KJ�UKQN�IEJ@�=J@�@EOPN=?P�UKQ�BNKI�KPDAN
P=OGO��PDA�PEIA�EJPANR=H�BKN�NAOLKJ@EJC�I=U�JKP�D=RA�=O�IQ?D�EJPAJPEKJ=H�IA=JEJC
=O�UKQ�PDEJG��(P�IECDP�IA=J�PD=P� I=J@=�D=O�=�@EBBANAJP�OAJOA�KB�PEIA�QNCAJ?U�PD=J
UKQ�@K��KN�PD=P�ODA�OEILHU�@E@JgP�NA?AERA�UKQN�IAOO=CA�QJPEH�H=PAN�

3EIEJC�EO�=J�EILKNP=JP�=OLA?P�KB�JKJRAN>=H�?KIIQJE?=PEKJ��>QP�PNUEJC�PK
QJ@ANOP=J@�SD=P�=�OEJCHA�AT=ILHA�KB�PEIEJC�IA=JO�EO�?D=HHAJCEJC��"KJPATP�I=U
I=GA�=�@EBBANAJ?A��%KN�AT=ILHA��EB�UKQ�D=RA�GJKSJ�OKIAKJA�BKN�UA=NO�SDK�D=O
=HS=UO�NAOLKJ@A@�LNKILPHU�PK�UKQN�AI=EHO�KN�PATPO��>QP�JKS�PD=P�LANOKJ�D=OJgP
NAOLKJ@A@�EJ�KRAN�=�@=U��UKQ�I=U�D=RA�NA=OKJ�BKN�?KJ?ANJ��3D=P�LANOKJgO�>AD=REKN
@KAOJgP�I=P?D�SD=P�UKQ�=NA�B=IEHE=N�SEPD��=J@�PDEO�OQ@@AJ��QJATLH=EJA@�?D=JCA�EJ
PDA�AOP=>HEODA@�L=PPANJ�I=U�IA=J�PD=P�UKQ�JAA@�PK�BKHHKS�QL�
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11.1 Principles of Nonverbal Communication

LEARNING OBJECTIVES

�� #AIKJOPN=PA�JKJRAN>=H�?KIIQJE?=PEKJ�=J@�@AO?NE>A�EPO�NKHA�EJ�PDA
?KIIQJE?=PEKJ�LNK?AOO�

�� 4J@ANOP=J@�=J@�ATLH=EJ�PDA�LNEJ?ELHAO�KB�JKJRAN>=H�?KIIQJE?=PEKJ�

Nonverbal Communication Is Fluid

"D=J?AO�=NA�UKQ�D=RA�D=@�I=JU�ATLANEAJ?AO�SDANA�SKN@O�SANA�IEOQJ@ANOPKK@��KN
SDANA�PDA�IA=JEJC�KB�SKN@O�S=O�QJ?HA=N��6DAJ�EP�?KIAO�PK�JKJRAN>=H
?KIIQJE?=PEKJ��IA=JEJC�EO�ARAJ�D=N@AN�PK�@EO?ANJ��6A�?=J�OKIAPEIAO�PAHH�SD=P
LAKLHA�=NA�?KIIQJE?=PEJC�PDNKQCD�PDAEN�JKJRAN>=H�?KIIQJE?=PEKJ��>QP�PDANA�EO�JK
BKKHLNKKB�d@E?PEKJ=NUe�KB�DKS�PK�EJPANLNAP�JKJRAN>=H�IAOO=CAO�Nonverbal
communication � EO�PDA�LNK?AOO�KB�?KJRAUEJC�=�IAOO=CA�SEPDKQP�PDA�QOA�KB�SKN@O��(P
?=J�EJ?HQ@A�CAOPQNAO�=J@�B=?E=H�ATLNAOOEKJO��PKJA�KB�RKE?A��PEIEJC��LKOPQNA�=J@
SDANA�UKQ�OP=J@�=O�UKQ�?KIIQJE?=PA��(P�?=J�DAHL�KN�DEJ@AN�PDA�?HA=N�QJ@ANOP=J@EJC
KB�UKQN�IAOO=CA��>QP�EP�@KAOJgP�NARA=H�	=J@�?=J�ARAJ�I=OG
�SD=P�UKQ�=NA�NA=HHU
PDEJGEJC��-KJRAN>=H�?KIIQJE?=PEKJ�EO�B=N�BNKI�OEILHA��=J@�EPO�?KILHATEPU�I=GAO
KQN�OPQ@U�=J@�KQN�QJ@ANOP=J@EJC�=�SKNPDU�>QP�?D=HHAJCEJC�CK=H�

6DANA�@KAO�=�SEJG�OP=NP�=J@�=�JK@�AJ@��-KJRAN>=H�?KIIQJE?=PEKJ�EJRKHRAO�PDA
AJPENA�>K@U��PDA�OL=?A�EP�K??QLEAO�=J@�@KIEJ=PAO��PDA�PEIA�EP�EJPAN=?PO��=J@�JKP�KJHU
SD=P�EO�JKP�O=E@��>QP�DKS�EP�EO�JKP�O=E@��"KJBQOA@��3NU�PK�BK?QO�KJ�FQOP�KJA�AHAIAJP
KB�JKJRAN>=H�?KIIQJE?=PEKJ�=J@�EP�SEHH�OKKJ�CAP�HKOP�=IKJC�=HH�PDA�KPDAN�OPEIQHE�
+APgO�?KJOE@AN�AUA�?KJP=?P��6D=P�@KAO�EP�IA=J�>U�EPOAHB�SEPDKQP�?KJPATP��?DEJ
LKOEPEKJ��KN�AUA>NKSO�PK�BH=C�EJPANAOP�KN�OECJ=H�=�PDNA=P��-KJRAN>=H�=?PEKJ�BHKSO
=HIKOP�OA=IHAOOHU�BNKI�KJA�PK�PDA�JATP��I=GEJC�EP�=�?D=HHAJCA�PK�EJPANLNAP�KJA
AHAIAJP��KN�ARAJ�=�OANEAO�KB�AHAIAJPO�

6A�LAN?AERA�PEIA�=O�HEJA=N��BHKSEJC�=HKJC�EJ�=�OPN=ECDP�HEJA��6A�@E@�KJA�P=OG��SAgNA
@KEJC�=JKPDAN�P=OG�JKS��=J@�SA�=NA�LH=JJEJC�KJ�@KEJC�OKIAPDEJC�AHOA�=HH�PDA�PEIA�
2KIAPEIAO�SA�LH=?A�IKNA�AILD=OEO�KJ�PDA�BQPQNA��KN�PDA�L=OP��BKNCAPPEJC�PD=P�SA
=NA�=?PQ=HHU�HEREJC�EJ�PDA�LNAOAJP�IKIAJP�SDAPDAN�SA�BK?QO�KJ�dPDA�JKSe�KN�JKP�
-KJRAN>=H�?KIIQJE?=PEKJ�EO�=HS=UO�EJ�IKPEKJ��=O�HKJC�=O�SA�=NA��=J@�EO�JARAN�PDA
O=IA�PSE?A�

�� 3DA�LNK?AOO�KB�?KJRAUEJC�=
IAOO=CA�SEPDKQP�PDA�QOA�KB
SKN@O�

"D=LPAN����-KJRAN>=H�#AHERANU

���



-KJRAN>=H�?KIIQJE?=PEKJ�EO�ENNARANOE>HA��(J�SNEPPAJ�?KIIQJE?=PEKJ��UKQ�?=J�SNEPA
=�?H=NEBE?=PEKJ��?KNNA?PEKJ��KN�NAPN=?PEKJ��6DEHA�EP�JARAN�I=GAO�PDA�KNECEJ=H
OP=PAIAJP�CK�?KILHAPAHU�=S=U��EP�@KAO�=HHKS�BKN�?KNNA?PEKJ��4JHEGA�SNEPPAJ
?KIIQJE?=PEKJ��KN=H�?KIIQJE?=PEKJ�I=U�=HHKS�d@KKRANOe�KJ�PDA�OLKP��UKQ�?=J
ATLH=EJ�=J@�NAOP=PA��DKLEJC�PK�?H=NEBU�UKQN�LKEJP��8KQ�?=J�=HOK�@EC�PDA�DKHA�UKQ�=NA
EJ�FQOP�=�HEPPHA�>EP�@AALAN��3DA�KH@�O=UEJCO�dSDAJ�UKQ�BEJ@�UKQNOAHB�EJ�=�DKHA��OPKL
@ECCEJCe�=J@�dKLAJ�IKQPD��EJOANP�BKKPe�?=J�OKIAPEIAO�=LLHU�PK�KN=H
?KIIQJE?=PEKJO��6AgRA�=HH�O=E@�OKIAPDEJC�SA�SKQH@�CERA�=JUPDEJC�PK�P=GA�>=?G��>QP
SA�=HH�GJKS�SA�?=JgP��.N=H�?KIIQJE?=PEKJ��HEGA�SNEPPAJ�?KIIQJE?=PEKJ��=HHKSO�BKN
OKIA�?KNNA?PEKJ��>QP�EP�OPEHH�@KAOJgP�AN=OA�PDA�KNECEJ=H�IAOO=CA�KN�EPO�EIL=?P�
-KJRAN>=H�?KIIQJE?=PEKJ�P=GAO�EP�KJA�OPAL�BQNPDAN��8KQ�?=JgP�OAL=N=PA�KJA
JKJRAN>=H�=?PEKJ�BNKI�PDA�?KJPATP�KB�=HH�PDA�KPDAN�RAN>=H�=J@�JKJRAN>=H
?KIIQJE?=PEKJ�=?PO��=J@�UKQ�?=JgP�P=GA�EP�>=?G�

(J�=�OLAA?D��JKJRAN>=H�?KIIQJE?=PEKJ�EO�?KJPEJQKQO�EJ�PDA�OAJOA�PD=P�EP�EO�=HS=UO
K??QNNEJC��=J@�>A?=QOA�EP�EO�OK�BHQE@��EP�?=J�>A�D=N@�PK�@APANIEJA�SDANA�KJA
JKJRAN>=H�IAOO=CA�OP=NPO�=J@�=JKPDAN�OPKLO��6KN@O�?=J�>A�A=OEHU�E@AJPEBEA@�=J@
EOKH=PA@��>QP�EB�SA�PNU�PK�OEJCHA�KQP�=�OLA=GANgO�CAOPQNAO��OIEHA��KN�OP=J?A�SEPDKQP
HKKGEJC�=P�DKS�PDAU�=HH�?KIA�PKCAPDAN�EJ�?KJPATP��SA�I=U�IEOO�PDA�LKEJP�=J@�@N=S
PDA�SNKJC�?KJ?HQOEKJ��8KQ�JAA@�PK�>A�?KJO?EKQO�KB�PDEO�=OLA?P�KB�LQ>HE?�OLA=GEJC
>A?=QOA��PK�MQKPA�=JKPDAN�KH@�O=UEJC��d ?PEKJO�OLA=G�HKQ@AN�PD=J�SKN@O�e�3DEO�EO
PNQA�EJ�PDA�OAJOA�PD=P�LAKLHA�KBPAJ�L=U�IKNA�=PPAJPEKJ�PK�UKQN�JKJRAN>=H
ATLNAOOEKJO�IKNA�PD=J�UKQN�SKN@O�� O�=�NAOQHP��JKJRAN>=H�?KIIQJE?=PEKJ�EO�=
LKSANBQH�S=U�PK�?KJPNE>QPA�PK�	KN�@APN=?P�BNKI
�UKQN�OQ??AOO�EJ�?KIIQJE?=PEJC
UKQN�IAOO=CA�PK�PDA�=Q@EAJ?A�

Nonverbal Communication Is Fast

+APgO�LNAPAJ@�UKQ�=NA�=P�UKQN�?KILQPAN�=P�SKNG��8KQ�OAA�PD=P�=J�AI=EH�D=O�=NNERA@�
>QP�UKQ�=NA�NECDP�EJ�PDA�IE@@HA�KB�P=HHUEJC�=�OLNA=@ODAAP�SDKOA�JQI>ANO�FQOP�@KJgP
=@@�QL��8KQ�OAA�PD=P�PDA�AI=EH�EO�BNKI�=�?KSKNGAN�=J@�UKQ�?HE?G�KJ�EP��3DA�OQ>FA?P
HEJA�NA=@O�dLEJG�OHELO�e�8KQ�?KQH@�EJPANLNAP�PDEO�PK�IA=J�=�OQCCAOPEKJ�BKN�=
'=HHKSAAJ�?KOPQIA��KN�=�?D=HHAJCA�PK�N=?A�BKN�A=?D�KPDANgO�?=N�KSJANODEL��>QP�EJ�PDA
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Figure 11.1

Combing your hair would be an
example of a purposeful action,
unlike a self-adaptive behavior.
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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

!QEH@EJC�KJ�PDA�AT=ILHA�KB�NAOLKJ@EJC�PK�=�OEPQ=PEKJ�SEPD�B=?E=H�CAOPQNAO�=OOK?E=PA@
SEPD�BNQOPN=PEKJ�>ABKNA�UKQ�ARAJ�D=RA�PEIA�PK�PDEJG�KB�=J�=LLNKLNE=PA�RAN>=H
NAOLKJOA��HAPgO�=OG�PDA�MQAOPEKJ��SD=P�SKQH@�UKQ�>AHEARA��OKIAKJAgO�=?PEKJO�KN�PDAEN
SKN@O�� ??KN@EJC�PK�6EHHE=I�2AEHAN�=J@�,AHEOO=�!A=HH��IKOP�LAKLHA�PAJ@�PK�>AHEARA
PDA�JKJRAN>=H�IAOO=CA�KRAN�PDA�RAN>=H�IAOO=CA��/AKLHA�SEHH�KBPAJ�=JOSAN�PD=P
d=?PEKJO�OLA=G�HKQ@AN�PD=J�SKN@Oe�=J@�LH=?A�=�@EOLNKLKNPEKJ=PA�AILD=OEO�KJ�PDA
JKJRAN>=H�NAOLKJOA�2AEHAN��6�����!A=HH��,��	����
�Communication: Making connections
	�PD�A@�
��!KOPKJ��, �� HHUJ���!=?KJ�'QI=JO�=NAJgP�HKCE?=H�=HH�PDA�PEIA��=J@�PDAU�@K
ATLANEAJ?A�BAAHEJCO�=J@�=PPEPQ@AO�PD=P�?D=JCA��2PEHH��SA�LH=?A�IKNA�?KJBE@AJ?A�EJ
JKJRAN>=H�?KIIQJE?=PEKJ��L=NPE?QH=NHU�SDAJ�EP�?KIAO�PK�HUEJC�>AD=REKNO�
 ??KN@EJC�PK�,ENKJ�9Q?GANI=J��!AHH=�#A/=QHK��=J@�1K>ANP�1KOAJPD=H��PDANA�=NA
OARAN=H�>AD=REKNO�LAKLHA�KBPAJ�@EOLH=U�SDAJ�PDAU�=NA�>AEJC�@A?ALPERA�9Q?GANI=J�
,���#A/=QHK��!�����1KOAJPD=H��1��	����
��5AN>=H�=J@�JKJRAN>=H�?KIIQJE?=PEKJ�KB
@A?ALPEKJ�Advances in Experimental Social Psychology, 14���b���

_ 1A@Q?PEKJ�EJ�AUA�?KJP=?P�SDEHA�AJC=CA@�EJ�=�?KJRANO=PEKJ
_  SGS=N@�L=QOAO�EJ�?KJRANO=PEKJ
_ 'ECDAN�LEP?D�EJ�RKE?A
_ #AHE>AN=PA�LNKJQJ?E=PEKJ�=J@�=NPE?QH=PEKJ�KB�SKN@O
_ (J?NA=OA@�@AH=U�EJ�NAOLKJOA�PEIA�PK�=�MQAOPEKJ
_ (J?NA=OA@�>K@U�IKRAIAJPO�HEGA�?D=JCAO�EJ�LKOPQNA
_ #A?NA=OA@�OIEHEJC
_ #A?NA=OA@�N=PA�KB�OLAA?D

(B�UKQ�JKPE?A�KJA�KB�IKNA�KB�PDA�>AD=REKNO��UKQ�I=U�S=JP�PK�P=GA�=�?HKOAN�HKKG��.RAN
PEIA�SA�HA=NJ�LAKLHAgO�L=PPANJO�KB�OLAA?D�=J@�>AD=REKN��=J@�BKNI�=�OAP�KB
ATLA?P=PEKJO��5=NE=PEKJ�BNKI�PDAEN�AOP=>HEODA@�L=PPANJO��?KI>EJA@�SEPD�PDA�?HQAO
=>KRA��?=J�OANRA�PK�=HANP�UKQ�PK�PDA�LKOOE>EHEPU�PD=P�OKIAPDEJC�@AOANRAO�?HKOAN
=PPAJPEKJ�

.QN�JKJRAN>=H�NAOLKJOAO�D=RA�=�?KJJA?PEKJ�PK�KQN�LDUOEKHKCE?=H�NAOLKJOAO�PK�OPNAOO�
OQ?D�=O�DA=NP�N=PA��>HKK@�LNAOOQNA��=J@�OGEJ�?KJ@Q?PEREPU��/KHUCN=LD�I=?DEJAO
	LKLQH=NHU�NABANNA@�PK�=O�dHEA�@APA?PKNOe
�BK?QO�KJ�PDAOA�LDUOEKHKCE?=H�NAOLKJOAO�=J@
@AIKJOPN=PA�=JKI=HEAO��KN�R=NE=PEKJO��6DEHA�IKREAO�=J@�35�?NEIA�ODKSO�I=U�I=GA
LKHUCN=LDO�HKKG�BKKHLNKKB��PDANA�EO�OECJEBE?=JP�@A>=PA�=>KQP�SDAPDAN�PDAU�IA=OQNA
@EODKJAOPU�SEPD�=JU�@ACNAA�KB�=??QN=?U�

"D=LPAN����-KJRAN>=H�#AHERANU

�����/NEJ?ELHAO�KB�-KJRAN>=H�"KIIQJE?=PEKJ ���



"=J�UKQ�PN=EJ�UKQNOAHB�PK�@APA?P�HEAO��(P�EO�QJHEGAHU��.QN�LQNLKOA�EJ�OPQ@UEJC
JKJRAN>=H�?KIIQJE?=PEKJ�EO�JKP�PK�QJ?KRAN�@EODKJAOPU�EJ�KPDANO��>QP�N=PDAN�PK�DAHL
UKQ�QJ@ANOP=J@�DKS�PK�QOA�PDA�JKJRAN>=H�=OLA?PO�KB�?KIIQJE?=PEKJ�PK�EJ?NA=OA
QJ@ANOP=J@EJC�

Nonverbal Communication Is Key in the Speaker/Audience
Relationship
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11.2 Types of Nonverbal Communication
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Figure 11.2Space: Four
Main Categories of Distance
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11.3 Movement in Your Speech

LEARNING OBJECTIVE
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Figure 11.3SpeakerÕs
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NALA=P��=J@�ARAJ�NACQH=PA�=J�=Q@EAJ?AgO�NAOLKJOA�PK�PDAEN�RAN>=H�=J@�JKJRAN>=H
IAOO=CAO��8KQ�S=JP�PK�?KIA�=?NKOO�=O�?KIBKNP=>HA�=J@�J=PQN=H��=J@�UKQN�QOA�KB
UKQN�=NIO�=J@�D=J@O�?KJPNE>QPAO�PK�UKQN�LNAOAJP=PEKJ��6A�?=J�A=OEHU�NA?KCJEVA�PD=P
=�SAHH?DKOAJ�CAOPQNA�?=J�DAHL�I=GA�=�LKEJP�IAIKN=>HA�KN�HA=@�PDA�=Q@EAJ?A�PK�PDA
JATP�LKEJP�

 O�LNKBAOOEKJ=H�OLA=GANO�HA=@�QL�PK�=�I=EJ�LKEJP��PDAU�N=EOA�PDAEN�D=J@�OHECDPHU�
LAND=LO�S=EOP�DECD��KBPAJ�?=HHA@�=Janticipation step �� ��3DA�CAOPQNA�?HA=NHU�ODKSO
PDA�=Q@EAJ?A�UKQN�=JPE?EL=PEKJ�KB�=J�QL?KIEJC�LKEJP��OANREJC�=O�=�JKJRAN>=H�BKNI
KB�BKNAOD=@KSEJC�

3DAimplementation step �� ��SDE?D�?KIAO�JATP��EJRKHRAO�QOEJC�UKQN�=NIO�=J@
D=J@O�=>KRA�UKQN�S=EOP��!U�DKH@EJC�KJA�D=J@�=P�S=EOP�HARAH�LKEJPEJC�KQPS=N@��=J@
N=EOEJC�EP�QL�SEPD�UKQN�L=HI�BKNS=N@��=O�EJ�PDA�dOPKLe�CAOPQNA��UKQ�OECJ=H�PDA�LKEJP�
3DA�JKJRAN>=H�CAOPQNA�?KILHAIAJPO�PDA�OLKGAJ�SKN@��=J@�=O�OPQ@AJPO�KB�OLAA?D
D=RA�JKPA@�=?NKOO�PEIA��=Q@EAJ?AO�NAOLKJ@�PK�PDEO�JKJRAN>=H�NAEJBKN?AIAJP��8KQ
PDAJ�OHKSHU�HKSAN�UKQN�D=J@�@KSJ�L=OP�UKQN�S=EOPHEJA�=J@�=S=U�BNKI�UKQN�>K@U�
HAPPEJC�CK�KB�PDA�CAOPQNA��=J@�OECJ=HEJC�UKQN�PN=JOEPEKJ�

3DArelaxation step �� ��SDANA�PDA�HAPPEJC�CK�IKPEKJ�?KILHAIAJPO�UKQN�NAOE@Q=H
IAOO=CA��?KJ?HQ@AO�PDA�IKPEKJ�

Facial Gestures

 O�UKQ�LNKCNAOO�=O�=�OLA=GAN�BNKI�CAOPQNAO�=J@�IKRAIAJP��UKQ�SEHH�JAA@�PK�PQNJ
UKQN�=PPAJPEKJ�PK�B=?E=H�CAOPQNAO�=J@�ATLNAOOEKJO�Facial gestures�� EJRKHRA�QOEJC
UKQN�B=?A�PK�@EOLH=U�BAAHEJCO�=J@�=PPEPQ@AO�JKJRAN>=HHU��3DAU�I=U�NAEJBKN?A��KN
?KJPN=@E?P��PDA�OLKGAJ�SKN@��=J@�PDAEN�EIL=?P�?=JJKP�>A�QJ@ANAOPEI=PA@�� O�SA
D=RA�@EO?QOOA@��LAKLHA�KBPAJ�BK?QO�IKNA�KJ�DKS�SA�O=U�OKIAPDEJC�PD=J�SD=P�SA
=?PQ=HHU�O=U��=J@�LH=?A�IKNA�EILKNP=J?A�KJ�KQN�JKJRAN>=H�CAOPQNAO�,ADN=>E=J�� �
	����
� Silent messages: Implicit communication of emotions and attitudes	�J@�A@�
�
!AHIKJP��" ��6=@OSKNPD� O�EJ�KPDAN�>K@U�IKRAIAJPO��UKQN�B=?E=H�CAOPQNAO�ODKQH@
?KIA�J=PQN=HHU��>QP�CEREJC�PDAI�@QA�PDKQCDP�=J@�?KJOE@AN=PEKJ�?=J�GAAL�UKQ�=S=NA
KB�DKS�UKQ�=NA�?KIIQJE?=PEJC�PDA�JKJRAN>=H�IAOO=CA�

%=?E=H�CAOPQNAO�ODKQH@�NABHA?P�PDA�PKJA�=J@�AIKPEKJ�KB�UKQN�RAN>=H�?KIIQJE?=PEKJ�
(B�UKQ�=NA�QOEJC�DQIKN�EJ�UKQN�OLAA?D��UKQ�SEHH�HEGAHU�OIEHA�=J@�SEJG�PK
?KILHAIAJP�PDA�=IQOAIAJP�ATLNAOOA@�EJ�UKQN�SKN@O��2IEHEJC�SEHH�>A�IQ?D�HAOO
=LLNKLNE=PA�EB�UKQN�LNAOAJP=PEKJ�EJRKHRAO�=�OANEKQO�OQ>FA?P�OQ?D�=O�?=J?AN�KN�?=N
=??E@AJPO��"KJOE@AN�DKS�UKQ�S=JP�UKQN�=Q@EAJ?A�PK�BAAH�EJ�NAOLKJOA�PK�UKQN

��� 1=EOEJC�PDA�D=J@�OHECDPHU�PK
OECJ=H�=�JKJRAN>=H
BKNAOD=@KSEJC�

��� 'KH@EJC�KJA�D=J@�=P�S=EOP�HARAH
LKEJPEJC�KQPS=N@��=J@�N=EOEJC
EP�QL�SEPD�UKQN�L=HI�BKNS=N@�
=O�EJ�PDA�dOPKLe�CAOPQNA�

��� +KSANEJC�UKQN�D=J@�L=OP�UKQN
S=EOPHEJA�=J@�=S=U�BNKI�UKQN
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IAOO=CA��=J@�E@AJPEBU�PDA�B=?E=H�CAOPQNAO�UKQ�?=J�QOA�PK�LNKIKPA�PDKOA�BAAHEJCO�
3DAJ�LN=?PE?A�EJ�BNKJP�KB�=�IENNKN�OK�PD=P�PDA�CAOPQNAO�?KIA�J=PQN=HHU�

3DA�OEJCHA�IKOP�EILKNP=JP�B=?E=H�CAOPQNA�	EJ�I=EJOPNA=I�4�2��?QHPQNA
�EO�AUA
?KJP=?P�2AEHAN��6�����!A=HH��,��	����
�Communication: Making connections	�PD�A@�
�
!KOPKJ��, �� HHUJ���!=?KJ�Eye contact�� NABANO�PK�PDA�OLA=GANgO�C=VA�PD=P�AJC=CAO
PDA�=Q@EAJ?A�IAI>ANO��(P�?=J�R=NU�EJ�@ACNAA�=J@�HAJCPD��=J@�EJ�I=JU�?=OAO��EO
?QHPQN=HHU�EJBHQAJ?A@��!KPD�EJ�PDA�OLA=GANgO�ATLA?P=PEKJO�=J@�PDA�=Q@EAJ?A
IAI>ANgO�JKPEKJ�KB�SD=P�EO�=LLNKLNE=PA�SEHH�EJBHQAJ?A�JKNI=PERA�ATLA?P=PEKJO�BKN
AUA�?KJP=?P��(J�OKIA�?QHPQNAO��PDANA�=NA�QJ@ANOPKK@�>AD=REKN=H�ATLA?P=PEKJO�BKN
I=HA�C=VA�@ENA?PA@�PKS=N@�BAI=HAO��=J@�RE?A�RANO=��(J�=�OEIEH=N�S=U��?DEH@NAJ�I=U
D=RA�ATLA?P=PEKJO�KB�SDAJ�PK�HKKG�PDAEN�AH@ANO�EJ�PDA�AUA��=J@�SDAJ�PK�C=VA�@KSJ�
#ALAJ@EJC�KJ�PDA�?QHPQNA��>KPD�I=U�>A�JKJRAN>=H�OECJ=HO�KB�HEOPAJEJC�
4J@ANOP=J@EJC�UKQN�=Q@EAJ?A�EO�?NEPE?=H�SDAJ�EP�?KIAO�PK�JKJRAN>=H�ATLA?P=PEKJO�

6DAJ�CEREJC�=�LNAOAJP=PEKJ��=RKE@�HKKGEJC�KRAN�LAKLHAgO�DA=@O��OP=NEJC�=P�=�LKEJP�KJ
PDA�S=HH��KN�HAPPEJC�UKQN�AUAO�@=NP�=HH�KRAN�PDA�LH=?A��3DA�=Q@EAJ?A�SEHH�BEJ@�PDAOA
I=JJANEOIO�QJJANREJC��3DAU�SEHH�JKP�BAAH�=O�?KJJA?PA@��KN�NA?ALPERA��PK�UKQN
IAOO=CA�=J@�UKQ�SEHH�NA@Q?A�UKQN�ABBA?PERAJAOO��,KRA�UKQN�AUAO�CN=@Q=HHU�=J@
J=PQN=HHU�=?NKOO�PDA�=Q@EAJ?A��>KPD�?HKOA�PK�UKQ�=J@�PKS=N@�PDA�>=?G�KB�PDA�NKKI�
3NU�PK�HKKG�BKN�B=?AO�PD=P�HKKG�EJPANAOPA@�=J@�AJC=CA@�EJ�UKQN�IAOO=CA��#K�JKP�PK
BK?QO�KJ�KJHU�KJA�KN�PSK�=Q@EAJ?A�IAI>ANO��=O�=Q@EAJ?AO�I=U�NAOLKJ@�JAC=PERAHU
PK�LAN?AERA@�B=RKNEPEOI��(JOPA=@��PNU�PK�CERA�=O�IQ?D�AUA�?KJP=?P�=O�LKOOE>HA�=?NKOO
PDA�=Q@EAJ?A��*AAL�EP�J=PQN=H��>QP�CERA�EP�@AHE>AN=PA�PDKQCDP�
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EXERCISES

�� 3DEJG�KB�=�IAOO=CA�UKQ�S=JP�PK�?KJRAU�PK�=�HEOPAJAN��(B�UKQ�SANA�PK
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��  OG�=�BNEAJ@�PK�NA?KN@�UKQ�SDEHA�UKQ�=NA�D=REJC�=�PULE?=H�?KJRANO=PEKJ
SEPD�=JKPDAN�BNEAJ@�KN�B=IEHU�IAI>AN��6=P?D�PDA�RE@AK�=J@�K>OANRA
UKQN�IKRAIAJPO�=J@�B=?E=H�CAOPQNAO��6D=P�SKQH@�UKQ�@K�@EBBANAJPHU�EB
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11.4 Visual Aids

LEARNING OBJECTIVE

�� #AIKJOPN=PA�DKS�PK�QOA�REOQ=H�=E@O�ABBA?PERAHU�EJ�UKQN�LNAOAJP=PEKJ�

 HIKOP�=HH�LNAOAJP=PEKJO�?=J�>A�AJD=J?A@�>U�PDA�ABBA?PERA�QOA�KB�REOQ=H�=E@O��3DAOA
?=J�EJ?HQ@A�D=J@KQPO��KRANDA=@�PN=JOL=NAJ?EAO��@N=SEJCO�KJ�PDA�SDEPA>K=N@�
/KSAN/KEJP�OHE@AO��=J@�I=JU�KPDAN�PULAO�KB�LNKLO��5EOQ=H�=E@O�=NA�=J�EILKNP=JP
JKJRAN>=H�=OLA?P�KB�UKQN�OLAA?D�PD=P�UKQ�?=J�?KJPNKH��.J?A�UKQ�D=RA�?DKOAJ�=
PKLE?��UKQ�JAA@�PK�?KJOE@AN�DKS�UKQ�=NA�CKEJC�PK�ODKS�UKQN�=Q@EAJ?A�SD=P�UKQ�=NA
P=HGEJC�=>KQP�

'=RA�UKQ�ARAN�=OGA@�BKN�@NEREJC�@ENA?PEKJO�=J@�JKP�QJ@ANOPKK@�OKIAKJAgO
NAOLKJOA��#E@�PDA�LANOKJ�O=U��d3QNJ�NECDP�=P�2=IgO�&NK?ANU�2PKNA��PDA�JAS�KJAe�KN
d(�PDEJG�UKQ�SEHH�PQNJ�=P�PDA�OA?KJ@�HECDP��>QP�EP�IECDP�>A�PDA�PDEN@�KJAe��"D=J?AO
=NA�PD=P�QJHAOO�UKQ�GJKS�PDA�PKSJ�SAHH�KN�D=RA�=�I=L�D=J@U��PDA�REOQ=H�?QA�KB�=
CNK?ANU�OPKNA�KN�=�PN=BBE?�HECDP�IECDP�>A�EJOQBBE?EAJP�PK�HAP�UKQ�GJKS�SDANA�PK�PQNJ�
8KQN�=Q@EAJ?A�ATLANEAJ?AO�PDA�O=IA�BNQOPN=PEKJ��KN�OAJOA�KB�=??KILHEODIAJP��SDAJ
PDAU�CAP�HKOP�KN�BEJ@�PDAEN�S=U�@QNEJC�UKQN�OLAA?D��"KJOE@AN�DKS�UKQ�?=J�ATLNAOO
UKQNOAHB�REOQ=HHU��LNKRE@EJC�?KIIKJ�NABANAJ?AO��EHHQOPN=PEKJO��=J@�EI=CAO�PD=P�HA=@
PDA�=Q@EAJ?A�PK�QJ@ANOP=J@�UKQN�LKEJP�KN�EOOQA�

5EOQ=H�=E@O�=??KILHEOD�OARAN=H�CK=HO�

_ ,=GA�UKQN�OLAA?D�IKNA�EJPANAOPEJC
_ $JD=J?A�UKQN�?NA@E>EHEPU�=O�=�OLA=GAN
_ 2ANRA�=O�CQE@AO�PK�PN=JOEPEKJO��DAHLEJC�PDA�=Q@EAJ?A�OP=U�KJ�PN=?G
_ "KIIQJE?=PA�?KILHAT�KN�EJPNECQEJC�EJBKNI=PEKJ�EJ�=�ODKNP�LANEK@�KB

PEIA
_ 1AEJBKN?A�UKQN�RAN>=H�IAOO=CA
_ 'AHL�PDA�=Q@EAJ?A�QOA�=J@�NAP=EJ�PDA�EJBKNI=PEKJ

Purpose, Emphasis, Support, and Clarity
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Figure 11.4

Visual aids provide necessary
support for your position,
illustrate relationships, and
demonstrate trends.
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E@A=O�KN�?KJ?ALPO��KN�DKS�KPDAN�=OLA?PO�KB�PDA�LNAOAJP=PEKJ�?=J�?KILHAIAJP�PDA
KN=H�IAOO=CA�

8KQN�=Q@EAJ?A�J=PQN=HHU�SEHH�S=JP�PK�GJKS�SDU�UKQ�=NA�LNAOAJPEJC�PDA�REOQ=H�=E@�
3DA�LQNLKOA�BKN�A=?D�REOQ=H�=E@�ODKQH@�>A�?HA=N��=J@�=HIKOP�OLA=G�BKN�EPOAHB��(B�UKQ
?=JgP�MQE?GHU�CN=OL�PDA�LQNLKOA�KB�=�REOQ=H�=E@�EJ�=�OLAA?D��UKQ�D=RA�PK�DKJAOPHU
?KJOE@AN�SDAPDAN�EP�ODKQH@�>A�QOA@�EJ�PDA�BENOP�LH=?A��5EOQ=H�=E@O�?=J�OECJEBE?=JPHU
@ARAHKL�PDA�IAOO=CA�KB�=�OLAA?D��>QP�PDAU�IQOP�>A�QOA@�BKN�=�OLA?EBE?�LQNLKOA�PDA
=Q@EAJ?A�?=J�A=OEHU�NA?KCJEVA�

/AND=LO�UKQ�S=JP�PK�DECDHECDP�=�PNAJ@�>APSAAJ�PSK�NAH=PA@�EOOQAO��OQ?D�=O
OK?EKA?KJKIE?�OP=PQO�=J@�A@Q?=PEKJ=H�=PP=EJIAJP�� �HEJA�CN=LD�IECDP�ODKS
ABBA?PERAHU�DKS��=O�OK?EKA?KJKIE?�OP=PQO�NEOAO��A@Q?=PEKJ=H�=PP=EJIAJP�=HOK�NEOAO�
3DEO�QOA�KB�=�REOQ=H�=E@�?=J�LNKRE@A�AILD=OEO��ABBA?PERAHU�DECDHECDPEJC�GAU�SKN@O�
E@A=O��KN�NAH=PEKJODELO�BKN�PDA�=Q@EAJ?A�

5EOQ=H�=E@O�?=J�=HOK�LNKRE@A�JA?AOO=NU�OQLLKNP�BKN�UKQN�LKOEPEKJ�� Q@EAJ?A�IAI>ANO
I=U�MQAOPEKJ�UKQN�=OOANPEKJ�KB�PDA�NAH=PEKJODEL�>APSAAJ�OK?EKA?KJKIE?�OP=PQO�=J@
A@Q?=PEKJ=H�=PP=EJIAJP��3K�OQLLKNP�UKQN�=NCQIAJP��UKQ�IECDP�EJ?HQ@A�KJ�PDA�OHE@A�
d ??KN@EJC�PK�PDA�4�2��#AL=NPIAJP�KB�$@Q?=PEKJ�2PQ@U�JK��������e�KN�ARAJ�QOA�=J
EI=CA�KB�PDA�#AL=NPIAJP�KB�$@Q?=PEKJ�6A>�L=CA�LNKFA?PA@�KJ�=�H=NCA�O?NAAJ��8KQ
IECDP�?KJOE@AN�ODKSEJC�OEIEH=N�OPQ@EAO�EJ�CN=LDE?�BKNI��EHHQOPN=PEJC�OEIEH=NEPEAO
=?NKOO�=�SE@A�N=JCA�KB�NAOA=N?D�

"H=NEPU�EO�GAU�EJ�PDA�QOA�KB�REOQ=H�=E@O��.JA�S=U�PK
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NKKI�KN�=Q@EPKNEQI��EO�=�CKK@�NQHA�KB�PDQI>��*AU�EI=CAO
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=HOK�EILNKRA�?H=NEPU��8KQ�I=U�=HOK�?DKKOA�PK�EHHQOPN=PA
PDA�O=IA�@=P=�OQ??AOOERAHU�EJ�PSK�@EOPEJ?P�BKNI=PO�
LAND=LO�=�HEJA�CN=LD�BKHHKSA@�>U�PSK�LEA�CN=LDO��8KQN
?AJPN=H�CK=H�EO�PK�AJOQNA�UKQN�REOQ=H�=E@�EO�?HA=N�

Methods and Materials

(B�UKQ�D=RA�>AAJ�=OGA@�PK�CERA�=�LNAOAJP=PEKJ�KJ�=�JAS
LNK@Q?P�E@A=�PD=P�=�PA=I�SEPDEJ�UKQN�KNC=JEV=PEKJ�EO
?KJOE@ANEJC��DKS�IECDP�UKQ�=LLNK=?D�PDA�?D=HHAJCA�
8KQ�I=U�?KJOE@AN�=�?DNKJKHKCE?=H�KNC=JEV=PEKJ�L=PPANJ�
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Figure 11.5

Visual aids make it vivid for your
audience.
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Figure 11.6

=J=HUOEO�KB�SD=P�EO�PK�?KIAcB=EN�AJKQCD��>QP�DKS�SEHH�UKQ�I=GA�EP�RERE@�BKN�UKQN
=Q@EAJ?A��'KS�PK�NALNAOAJP�EJBKNI=PEKJ�REOQ=HHU�EO�=�OECJEBE?=JP�?D=HHAJCA��=J@�UKQ
D=RA�OARAN=H�KLPEKJO�

8KQ�I=U�?DKKOA�PK�QOA�=�?D=NP�KNdiagram �� PK�ODKS�=�PEIAHEJA�KB�ARAJPO�PK�@=PA�
BNKI�PDA�BENOP�IAAPEJC�=>KQP�PDA�LNKLKOA@�LNK@Q?P�PK�PDA�NAOQHPO�BNKI�PDA�H=PAOP
BK?QO�CNKQL��3DEO�PEIAHEJA�I=U�SKNG�BKN�UKQ��>QP�HAPgO�O=U�UKQ�SKQH@�HEGA�PK�CAP�EJPK
PDA�=?PQ=H�@A?EOEKJI=GEJC�LNK?AOO�PD=P�IKPER=PA@�UKQN�PA=I�PK�@AOECJ�PDA�LNK@Q?P
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@EO?QOOEKJO��=J@�DKS�A=?D�@A?EOEKJ�HA@�PK�PDA�JATP��>NEJCEJC�UKQ�PK�PDA�@A?EOEKJ
I=GEJC�LKEJP�SDANA�UKQ�=NA�PK@=U�

3K�?KILHAIAJP�PDEO�?KILNADAJOERA�CQE@A�=J@�DAHL
I=GA�=�PN=JOEPEKJ�PK�?QNNAJP�?KJPAJP�=NA=O�KB�MQAOPEKJO�
UKQ�I=U�QOA�=�>=N�KN�LEA�CN=LD�PK�ODKS�PDA�LAN?AJP=CA
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Bar and pie graphs can clearly
demonstrate results.
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Preparing Visual Aids
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Using Visual Aids
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Using PowerPoint as a Visual Aid
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Video Clip

Intercultural Communication
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PowerPoint slides can connect words with images.
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UKQN�?KJPAJP�=J@�PDA�=Q@EAJ?A��P=EHKNA@�PK�PDAEN�OLA?EBE?�JAA@O�� BPAN�EI=CAO�
?KJOE@AN�KJHU�GAU�SKN@O�PD=P�?=J�>A�A=OEHU�NA=@�PK�=??KIL=JU�UKQN�LE?PQNAO��3DA
BASAN�SKN@O�PDA�>APPAN��PNU�PK�GAAL�A=?D�OHE@A�PK�=�PKP=H�SKN@�?KQJP�KB�HAOO�PD=J�PAJ
SKN@O��#K�JKP�QOA�BQHH�OAJPAJ?AO��4OEJC�GAU�SKN@O�LNKRE@AO�OQLLKNP�BKN�UKQN�RAN>=H
@EO?QOOEKJ��CQE@EJC�UKQ�=O�SAHH�=O�UKQN�=Q@EAJ?A��3DA�GAU�SKN@O�?=J�OANRA�=O
OECJLKOPO�KN�OECJ=H�SKN@O�NAH=PA@�PK�GAU�E@A=O�

 �J=PQN=H�MQAOPEKJ�=P�PDEO�LKEJP�EO��d'KS�@K�(�?KIIQJE?=PA�?KILHAT�EJBKNI=PEKJ
OEILHU�e�3DA�=JOSAN�?KIAO�SEPD�OARAN=H�KLPEKJO��3DA�REOQ=H�NALNAOAJP=PEKJ�KJ�PDA
O?NAAJ�EO�BKN�OQLLKNP�=J@�EHHQOPN=PEKJ��2DKQH@�UKQ�JAA@�PK�?KIIQJE?=PA�IKNA
PA?DJE?=H��?KILHAT��KN�EJ@ALPD�EJBKNI=PEKJ�EJ�=�REOQ=H�S=U��?KJOE@AN�LNAL=NEJC�=
D=J@KQP�PK�@EOPNE>QPA�=P�PDA�?KJ?HQOEKJ�KB�UKQN�OLAA?D��8KQ�I=U�=HOK�?KJOE@AN�QOEJC
=�LNEJPKQP�KB�UKQN�OHE@A�ODKS�SEPD�=�dJKPAOe�OA?PEKJ��>QP�EB�UKQ�@EOPNE>QPA�EP�=P�PDA
>ACEJJEJC�KB�UKQN�OLAA?D��UKQ�NQJ�PDA�NEOG�KB�PQNJEJC�UKQN�LNAOAJP=PEKJ�EJPK�=
CQE@A@�NA=@EJC�ATAN?EOA�=J@�LKOOE>HU�@EOPN=?PEJC�KN�HKOEJC�IAI>ANO�KB�PDA�=Q@EAJ?A�
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$RANUKJA�NA=@O�=P�=�@EBBANAJP�L=?A�=J@�P=GAO�JKPAO�EJ�PDAEN�KSJ�S=U��8KQ�@KJgP�S=JP
PK�>A�EJ�PDA�LKOEPEKJ�KB�CKEJC�>=?G�=J@�BKNPD�>APSAAJ�OHE@AO�PK�DAHL�LAKLHA�BKHHKS
=HKJC�

 JKPDAN�LKEJP�PK�?KJOE@AN�EO�DKS�UKQ�S=JP�PK�QOA�PDA�PKKH�PK�OQLLKNP�UKQN�OLAA?D
=J@�DKS�UKQN�=Q@EAJ?A�SEHH�EJPANLNAP�EPO�LNAOAJP=PEKJ��,KOP�=Q@EAJ?AO�SKQH@JgP
S=JP�PK�NA=@�=�L=CA�KB�PATPc=O�UKQ�IECDP�OAA�EJ�PDEO�>KKGcKJ�PDA�>EC�O?NAAJ�
3DAUgHH�>A�B=N�IKNA�HEGAHU�PK�CH=J?A�=P�PDA�O?NAAJ�=J@�=OOAOO�PDA�EJBKNI=PEKJ�UKQ
LNAOAJP�EJ�NAH=PEKJ�PK�UKQN�@EO?QOOEKJ��3DANABKNA��EP�EO�GAU�PK�?KJOE@AN�KJA�I=EJ
E@A=��NAH=PEKJODEL��KN�LKEJP�LAN�OHE@A��3DA�QOA�KB�PDA�PKKH�ODKQH@�>A�CQE@A@�SEPD�PDA
E@A=�PD=P�EPO�LNAOAJP=PEKJ�EO�BKN�PDA�=Q@EAJ?AgO�>AJABEP��JKP�UKQNO��/AKLHA�KBPAJ
QJ@ANOP=J@�LE?PQNAO�=J@�EI=CAO�IKNA�MQE?GHU�=J@�A=OEHU�PD=J�PATP��=J@�UKQ�?=J�QOA
PDEO�PK�UKQN�=@R=JP=CA��QOEJC�PDA�GJKSHA@CA�PD=P�=�LE?PQNA�EO�SKNPD�=�PDKQO=J@
SKN@O�

Use of Color

/AKLHA�HKRA�?KHKN��=J@�QJ@ANOP=J@=>HU�UKQN�=Q@EAJ?A�SEHH�=LLNA?E=PA�PDA�REOQ=H
OPEIQH=PEKJ�KB�=�?KHKNBQH�LNAOAJP=PEKJ��(B�UKQ�D=RA�ARAN�OAAJ�=�?=N�L=EJPA@�=�?QOPKI
?KHKN�PD=P�FQOP�@E@JgP�=PPN=?P�UKQ��KN�OAAJ�?KHKNO�LQP�PKCAPDAN�EJ�S=UO�PD=P�I=@A�UKQ
SKJ@AN�SD=P�LAKLHA�SANA�PDEJGEJC�SDAJ�PDAU�@E@�PD=P��UKQ�SEHH�NA?KCJEVA�PD=P
?KHKN�?=J�=HOK�@EOPN=?P�=J@�PQNJ�KBB�=J�=Q@EAJ?A�

"KHKN�EO�=�LKSANBQH�S=U�PK�LNAOAJP�EJBKNI=PEKJ��=J@�PDA�LKSAN�ODKQH@�>A�QOA@
SEOAHU��8KQ�SEHH�>A�OAHA?PEJC�SDE?D�?KHKN�UKQ�S=JP�PK�QOA�BKN�DA=@ANO�KN�GAU�SKN@O�
=J@�DKS�PDAU�NAH=PA�PDA�?KHKNO�EJ�PDA�REOQ=H�EI=CAO��3KCAPDAN��UKQN�EI=CAO��GAU
SKN@O��=J@�PDA�QOA�KB�?KHKN�EJ�BKJPO��>=?GCNKQJ@O��P=>HA��=J@�CN=LDO�?=J�D=RA�=
OECJEBE?=JP�EIL=?P�KJ�UKQN�=Q@EAJ?A��8KQ�SEHH�JAA@�PK�CERA�OKIA�PDKQCDP�=J@
?KJOE@AN=PEKJ�PK�SD=P�PULA�KB�EIL=?P�UKQ�S=JP�PK�I=GA��DKS�EP�SEHH�?KJPNE>QPA�KN
LKOOE>HU�@EOPN=?P��=J@�SD=P�SEHH�SKNG�SAHH�BKN�UKQ�PK�LNK@Q?A�=J�ABBA?PERA�=J@
EILNAOOERA�LNAOAJP=PEKJ�

3DANA�=NA�EJDANAJP�NAH=PEKJODELO�>APSAAJ�?KHKNO��=J@�SDEHA�UKQ�I=U�D=RA�?KRANA@
OKIA�KB�PDEO�EJBKNI=PEKJ�EJ�=NP�?H=OOAO�UKQ�D=RA�P=GAJ��EP�EO�R=HQ=>HA�PK�NAREAS�DANA�
 ??KN@EJC�PK�PDA�OP=J@=N@�?KHKN�SDAAH��?KHKNO�=NA�CNKQLA@�EJPK�LNEI=NU��OA?KJ@=NU�
=J@�PANPE=NU�?=PACKNEAO��/NEI=NU�?KHKNO�=NA�PDA�?KHKNO�BNKI�SDE?D�KPDAN�?KHKNO�=NA
I=@A�PDNKQCD�R=NEKQO�?KI>EJ=PEKJO��2A?KJ@=NU�?KHKNO�NALNAOAJP�=�?KI>EJ=PEKJ�KB
PSK�LNEI=NU�?KHKNO��SDEHA�PANPE=NU�?KHKNO�=NA�I=@A�BNKI�?KI>EJ=PEKJO�KB�LNEI=NU
=J@�OA?KJ@=NU�?KHKNO�
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Figure 11.7Color Wheel
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_ Primary colors��1A@��>HQA�=J@�UAHHKS
_ Secondary colors��&NAAJ��REKHAP��=J@�KN=JCA
_ Tertiary colors��1A@KN=JCA��NA@REKHAP��>HQA

REKHAP��>HQACNAAJ��UAHHKSKN=JCA��=J@
UAHHKSCNAAJ

"KHKNO�D=RA�NAH=PEKJODELO�@ALAJ@EJC�KJ�PDAEN�HK?=PEKJ
KJ�PDA�SDAAH��"KHKNO�PD=P�=NA�KLLKOEPA�A=?D�KPDAN�=NA
?=HHA@�?KILHAIAJP=NU�=J@�PDAU�?KJPN=OP��?NA=PEJC�=
@UJ=IE?�ABBA?P�� J=HKCKQO�?KHKNO�=NA�HK?=PA@�JATP�PK
A=?D�KPDAN�=J@�LNKIKPA�D=NIKJU��?KJPEJQEPU��=J@�OAJOA
KB�QJEPU�

8KQN�=Q@EAJ?A�?KIAO�BENOP��SDAJ�?KJOE@ANEJC�UKQN
?DKE?A�KB�?KHKNO�PK�QOA��HACE>EHEPU�IQOP�>A�UKQN�LNEKNEPU�
"KJPN=OP�?=J�DAHL�PDA�=Q@EAJ?A�NA=@�UKQN�GAU�PANIO
IKNA�A=OEHU�� HOK��BK?QO�KJ�PDA�>=?GCNKQJ@�?KHKN�=J@�EPO�NAH=PEKJ�PK�PDA�EI=CAO�UKQ
LH=J�PK�EJ?KNLKN=PA�PK�EJOQNA�PDAU�?KILHAIAJP�A=?D�KPDAN��"KJOE@AN�NALAPEPEKJ�KB
?KHKN��BNKI�UKQN�CN=LDE?O�PK�UKQN�PATP��PK�DAHL�QJEBU�A=?D�OHE@A��3K�NA@Q?A�REOQ=H
JKEOA��PNU�JKP�PK�QOA�IKNA�PD=J�PSK�KN�PDNAA�=@@EPEKJ=H�?KHKNO��4OA�?KHKNO�OL=NEJCHU
PK�I=GA�=�>APPAN�EIL=?P��=J@�?KJOE@AN�PDA�QOA�KB�PATPQNA�=J@�NARANOA�?KHKN�BKJPO
	PDA�O=IA�=O�=�>=?GCNKQJ@�KN�SDEPA
�=O�=J�KLPEKJ�

!A�=S=NA�PD=P�I=JU�LAKLHA�=NA�>HQACNAAJ�?KHKN>HEJ@��=J@�PD=P�NA@CNAAJ
?KHKN>HEJ@JAOO�EO�=HOK�B=ENHU�?KIIKJ��6EPD�PDEO�EJ�IEJ@��?DKKOA�?KHKNO�PD=P�IKOP
=Q@EAJ?A�IAI>ANO�SEHH�>A�=>HA�PK�@EBBANAJPE=PA��(B�UKQ�=NA�QOEJC�=�LEA�?D=NP��BKN
AT=ILHA��=RKE@�LQPPEJC�=�>HQA�OACIAJP�JATP�PK�=�CNAAJ�KJA��4OA�H=>AHEJC�OK�PD=P
ARAJ�EB�OKIAKJA�EO�PKP=HHU�?KHKN>HEJ@�PDAU�SEHH�>A�=>HA�PK�PAHH�PDA�NAH=PERA�OEVAO�KB�PDA
LEA�OACIAJPO�=J@�SD=P�PDAU�OECJEBU�

"KHKN�EO�=HOK�=�I=PPAN�KB�?QHPQNA��2KIA�?KHKNO�I=U�>A�LAN?AERA@�=O�BKNI=H�KN
EJBKNI=H��KN�I=O?QHEJA�KN�BAIEJEJA��1A?KCJEVA�PD=P�NA@�EO�QOQ=HHU�=OOK?E=PA@�SEPD
@=JCAN��SDEHA�CNAAJ�OECJ=HO�dCK�e�,=GA�OQNA�PDA�?KHKN�=OOK?E=PA@�SEPD�PDA�SKN@�EO
NABHA?PA@�EJ�UKQN�?DKE?A��(B�UKQ�D=RA�=�GAU�SKN@�=>KQP�J=PQNA��>QP�PDA�?KHKN�EO
IAP=HHE?��PDA�?KJPN=OP�I=U�JKP�?KJPNE>QPA�PK�PDA�NDAPKNE?=H�OEPQ=PEKJ�=J@�?KJBQOA�PDA
=Q@EAJ?A�

2AAGEJC�=�>=H=J?A�>APSAAJ�LNKBAOOEKJ=HEOI�=J@�=PPN=?PERAJAOO�I=U�OAAI�PK�>A�=
?D=HHAJCA��>QP�ATLANEIAJP�=J@�PAOP�UKQN�@N=BPO�SEPD�BNEAJ@O�PK�OAA�SD=P�SKNGO�BKN
UKQ�� HOK�?KJOE@AN�AT=IEJEJC�KPDAN�AT=ILHAO��?KIIKJHU�=R=EH=>HA�KJ�PDA�(JPANJAP�
>QP�NAP=EJ�PDA�REASLKEJP�PD=P�JKP�ARANUPDEJC�KJHEJA�EO�ABBA?PERA�JKN�ODKQH@�EP�>A
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Figure 11.8

Visual aids should be clear from
the back of the room.
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EIEP=PA@��3DANA�=NA�LNA@APANIEJA@�?KHKN�O?DAIAO�=HNA=@U�EJ?KNLKN=PA@�EJPK
/KSAN/KEJP�PD=P�UKQ�?=J�NAHU�KJ�BKN�UKQN�LNAOAJP=PEKJ�

6AgRA�CERAJ�?KJOE@AN=PEKJ�PK�?KHKN�EJ�NAH=PEKJ�PK�BKJPO�=J@�PDA�NALNAOAJP=PEKJ�KB
GAU�SKN@O��>QP�SA�=HOK�JAA@�PK�?KJOE@AN�BKJP�OEVA�=J@�OAHA?PEKJ��/KSAN/KEJP�SEHH
D=RA�@AB=QHP�OAPPEJCO�BKN�DA=@HEJAO�=J@�PATP��>QP�UKQ�SEHH�JAA@�PK�?KJOE@AN�SD=P�EO
IKOP�=LLNKLNE=PA�BKN�UKQN�NDAPKNE?=H�OEPQ=PEKJ�� HS=UO�PDEJG�=>KQP�PDA�LANOKJ
OEPPEJC�EJ�PDA�>=?G�KB�PDA�NKKI��3DA�PEPHA�OEVA�ODKQH@�>A�=P�HA=OP�BKNPU�LKEJPO��=J@�PDA
>K@U�PATP�	QOA@�OL=NEJCHU
�ODKQH@�>A�=P�HA=OP�PDENPUPSK�LKEJPO�

(J Designing Visual Language: Strategies for Professional
Communicators�*KOPAHJE?G��"�����1K>ANPO��#��	����
�
Designing visual language: Strategies for professional
communicators��-AA@D=I�'AECDPO��, �� HHUJ���!=?KJ�
"D=NHAO�*KOPAHJE?G�=J@�#=RE@�1K>ANPO�LNKRE@A�=�R=HQ=>HA
@EO?QOOEKJ�KB�BKJPO��BKJP�OPUHAO��=J@�SD=P�PK�?DKKOA�PK
I=GA�=J�EIL=?P�@ALAJ@EJC�KJ�UKQN�NDAPKNE?=H�OEPQ=PEKJ�
.JA�CKK@�LNEJ?ELHA�PDAU�DECDHECDP�EO�PD=P�O=JO�OANEB�BKJPO
OQ?D�=O� NE=H�SKNG�>APPAN�PD=J�OANEB�BKJPO�HEGA�3EIAO
-AS�1KI=J�BKN�EI=CAO�LNKFA?PA@�KJPK�=�O?NAAJ��3DA
PDEJ�HEJAO�=J@�ATPN=�=OLA?PO�PK�OANEB�PDA�BKJP�I=U�JKP
LKNPN=U�PDAIOAHRAO�SAHH�KJ�=�H=NCA�O?NAAJ�KN�?KJPNE>QPA
PK�?H=NEPU��3K�UKQ�PDEO�I=U�IA=J�PD=P�UKQ�?DKKOA� NE=H
KN�=�OEIEH=N�BKJP�PK�AJD=J?A�?H=NEPU�=J@�A=OA�KB�NA=@EJC�
*KOPAHJE?G�=J@�1K>ANPO�=HOK�@EO?QOO�PDA�QOA�KB�CNKQLEJC
OPN=PACEAO�PK�EILNKRA�PDA�?KIIQJE?=PEKJ�KB�EJBKNI=PEKJ�*KOPAHJE?G��"�����1K>ANPO�
#��	����
� Designing visual language: Strategies for professional communicators��-AA@D=I
'AECDPO��, �� HHUJ���!=?KJ�!QHHAPO��PDA�QOA�KB�OL=?A��OEIEH=NEPU��=J@�LNKTEIEPU�=HH
LANP=EJ�PK�PDA�LNK?AOO�KB�LAN?ALPEKJ��SDE?D�@EBBANO�BNKI�KJA�LANOKJ�PK�=JKPDAN�

Helpful Hints for Visual Aids

 O�SAgRA�@EO?QOOA@��REOQ=H�=E@O�?=J�>A�=�LKSANBQH�PKKH�SDAJ�QOA@�ABBA?PERAHU��>QP�?=J
=HOK�NQJ�PDA�NEOG�KB�@KIEJ=PEJC�UKQN�LNAOAJP=PEKJ�� O�=�OLA=GAN��UKQ�SEHH�JAA@�PK
?KJOE@AN�UKQN�=Q@EAJ?A�=J@�DKS�PDA�LKNPN=U=H�KB�EI=CAO��PATP��CN=LDE?��=JEI=PA@
OAMQAJ?AO��KN�OKQJ@�BEHAO�SEHH�?KJPNE>QPA�KN�@APN=?P�BNKI�UKQN�LNAOAJP=PEKJ��'ANA�EO
=�>NEAB�HEOP�KB�DEJPO�PK�GAAL�EJ�IEJ@�=O�UKQ�LNAL=NA�UKQN�LNAOAJP=PEKJ�

_ *AAL�REOQ=H�=E@O�OEILHA�
_ 4OA�KJA�GAU�E@A=�LAN�OHE@A�
_  RKE@�?HQPPAN��JKEOA��=J@�KRANSDAHIEJC�OHE@AO�
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_ 4OA�H=NCA��>KH@�BKJPO�PD=P�PDA�=Q@EAJ?A�?=J�NA=@�BNKI�=P�HA=OP�PSAJPU
BAAP�BNKI�PDA�O?NAAJ�

_ 4OA�?KJPN=OPEJC�?KHKNO�PK�?NA=PA�=�@UJ=IE?�ABBA?P�
_ 4OA�=J=HKCKQO�?KHKNO�PK�QJEBU�UKQN�LNAOAJP=PEKJ�
_ 4OA�?HEL�=NP�SEPD�LANIEOOEKJ�=J@�OL=NEJCHU�
_ $@EP�=J@�LNKKBNA=@�A=?D�OHE@A�SEPD�?=NA�=J@�?=QPEKJ�
_ 4OA�?KLEAO�KB�UKQN�REOQ=HO�=R=EH=>HA�=O�D=J@KQPO�=BPAN�UKQN

LNAOAJP=PEKJ�
_ "DA?G�PDA�LNAOAJP=PEKJ�NKKI�>ABKNAD=J@�
_ 6EPD�=�/KSAN/KEJP�LNAOAJP=PEKJ��KN�=JU�LNAOAJP=PEKJ�EJRKHREJC

PA?DJKHKCU��D=RA�=�>=?GQL�LH=J��OQ?D�=O�UKQN�REOQ=HO�LNEJPA@�KJ
PN=JOL=NAJ?EAO��ODKQH@�QJATLA?PA@�AMQELIAJP�KN�EJPANB=?A
?KIL=PE>EHEPU�LNK>HAIO�=NEOA

!A?KIEJC�LNKBE?EAJP�=P�QOEJC�REOQ=H�=E@O�P=GAO�PEIA�=J@�LN=?PE?A��3DA�IKNA�UKQ
LN=?PE?A�>ABKNA�UKQN�OLAA?D��PDA�IKNA�?KIBKNP=>HA�UKQ�SEHH�>A�SEPD�UKQN�REOQ=H�=E@O
=J@�PDA�NKHA�PDAU�OANRA�EJ�EHHQOPN=PEJC�UKQN�IAOO=CA��&EREJC�PDKQCDP�PK�SDANA�PK
LH=?A�REOQ=H�=E@O�>ABKNA�OLA=GEJC�DAHLO��>QP�SDAJ�PDA�PEIA�?KIAO�PK�=?PQ=HHU�CERA
UKQN�OLAA?D��I=GA�OQNA�UKQ�NA=OOAOO�UKQN�LH=JO�=J@�AJOQNA�PD=P�PDAU�SKNG�BKN�PDA
=Q@EAJ?A�=O�PDAU�ODKQH@��2LA=GEJC�PK�=�REOQ=H�=E@�	KN�NA=@EJC�EP�PK�PDA�=Q@EAJ?A
�EO
JKP�=J�ABBA?PERA�OPN=PACU��*JKS�UKQN�I=PANE=H�SAHH�AJKQCD�PD=P�UKQ�NABAN�PK�UKQN
REOQ=H�=E@O��JKP�NAHU�KJ�PDAI�

KEY TAKEAWAY

2PN=PACE?=HHU�?DKOAJ�REOQ=H�=E@O�SEHH�OANRA�PK�EHHQOPN=PA��?KILHAIAJP��=J@
NAEJBKN?A�UKQN�RAN>=H�IAOO=CA�
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EXERCISES

�� +KKG�=P�PDA�LE?PQNA�KB�PDA�>H=JGAPO�=>KRA��6NEPA�?KLU�BKN�PDA�HABP�L=NP�KB
PDA�OHE@A�=J@�@A?E@A�SD=P�?KHKNO�SKQH@�>AOP�?KILHAIAJP�PDA�IAOO=CA�
2D=NA�UKQN�NAOQHPO�SEPD�PDA�?H=OO�

�� "NA=PA�UKQN�KSJ�LNAOAJP=PEKJ�KB�PDNAA�PK�BERA�OHE@AO�SEPD�JK�HAOO�PD=J
PDNAA�EI=CAO�=J@�PDNAA�SKN@O�LAN�OHE@A��2D=NA�PDA�NAOQHPO�SEPD�PDA�?H=OO�

�� $TLHKNA�/KSAN/KEJP�KN�=�OEIEH=N�OHE@AS=NA�LNKCN=I�=J@�BEJ@�UKQN
B=RKNEPA�BA=PQNA��6NEPA�=�OANEAO�KB�OPALO�KJ�DKS�PK�=??AOO�=J@�QOA�EP�
2D=NA�UKQN�NAOQHPO�SEPD�PDA�?H=OO�

�� "NA=PA�=�OHE@A�LNAOAJP=PEKJ�PD=P�@ABEJAO�=J@�ATLH=EJO�UKQN�B=RKNEPA
BA=PQNA�EJ�PDA�LNKCN=I�=J@�EJ?HQ@A�=P�HA=OP�KJA�LKEJP�KJ�EPO�=@R=JP=CA
BKN�PDA�=Q@EAJ?A��2D=NA�PDA�NAOQHPO�SEPD�PDA�?H=OO�
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11.5 Nonverbal Strategies for Success with Your Audience

LEARNING OBJECTIVE

�� #AIKJOPN=PA�PDNAA�S=UO�PK�EILNKRA�JKJRAN>=H�?KIIQJE?=PEKJ�

-KJRAN>=H�?KIIQJE?=PEKJ�EO�=J�EILKNP=JP�=OLA?P�KB�>QOEJAOO�?KIIQJE?=PEKJ��BNKI
PDA�?KJPATP�KB�=J�EJPANLANOKJ=H�EJPAN=?PEKJ�PK�=�LQ>HE?�LNAOAJP=PEKJ��(P�EO�=�@UJ=IE?�
?KILHAT��=J@�?D=HHAJCEJC�=OLA?P�KB�?KIIQJE?=PEKJ��6A�=NA�JARAN�@KJA�HA=NJEJC
=J@�=@=LPEJC�PK�KQN�AJRENKJIAJP�=J@�?KJPATP��=J@�EILNKREJC�KQN�QJ@ANOP=J@EJC�KB
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Watch Reactions
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Enroll an Observer
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EXERCISES

�� 6=P?D�=�PAHAREOEKJ�LNKCN=I�SEPDKQP�PDA�OKQJ@��"=J�UKQ�QJ@ANOP=J@�PDA
LNKCN=I��6NEPA�=�@AO?NELPEKJ�KB�PDA�LNKCN=I�=J@�EJ?HQ@A�SD=P�UKQ
BKQJ@�A=OU�PK�QJ@ANOP=J@��=J@�SD=P�LNAOAJPA@�=�?D=HHAJCA��=J@�LNAOAJP
EP�PK�PDA�?H=OO�

�� .>OANRA�?KIIQJE?=PEKJ�EJ�UKQN�AJRENKJIAJP��%K?QO�KJ�OLA?EBE?�=?PEKJO
HEGA�B=?A�PKQ?DEJC��>HEJG�N=PA��KN�DA=@�JK@@EJC�=J@�SNEPA�=�>NEAB
@AO?NELPEKJ�KB�SD=P�UKQ�K>OANRA��2D=NA�SEPD�?H=OOI=PAO�

�� (J�=�CNKQL��LH=U�?D=N=@AO��/QHH�SKN@O�BNKI�=�D=P�KN�AJRAHKLA�=J@�=?P�KQP
PDA�SKN@O�SEPDKQP�RAN>=H�?KIIQJE?=PEKJ�

�� (JPANREAS�OKIAKJA�BNKI�=�@EBBANAJP�?QHPQNA�PD=J�UKQN�KSJ�=J@�=OG�PDAI
PK�OD=NA�=�OLA?EBE?�?QHPQN=H�@EBBANAJ?A�EJ�JKJRAN>=H�?KIIQJE?=PEKJcBKN
AT=ILHA��=�JKJRAN>=H�CAOPQNA�PD=P�EO�JKP�QOA@�EJ�LKHEPA�?KIL=JU��6NEPA�=
>NEAB�@AO?NELPEKJ�=J@�LNAOAJP�EP�PK�PDA�?H=OO�

�� 6D=P�@K�UKQ�PDEJG�=NA�PDA�=OOQILPEKJO�	ATLHE?EP�KN�QJ@ANHUEJC
�=>KQP
JKJRAN>=H�?KIIQJE?=PEKJ�EJ�PDEO�?D=LPAN��#EO?QOO�UKQN�PDKQCDPO�SEPD�=
?H=OOI=PA�

"D=LPAN����-KJRAN>=H�#AHERANU

�����-KJRAN>=H�2PN=PACEAO�BKN�2Q??AOO�SEPD�8KQN� Q@EAJ?A ���



11.6 Additional Resources
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http://nonverbal.ucsc.edu
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/commun-1.htm
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/commun-1.htm
http://humanresources.about.com/od/interpersonalcommunicatio1/a/nonverbal_com.htm
http://humanresources.about.com/od/interpersonalcommunicatio1/a/nonverbal_com.htm
http://www.presentationmagazine.com
http://nces.ed.gov/nceskids/graphing/classic
http://nces.ed.gov/nceskids/graphing/classic
http://www.presentationmagazine.com/7sinsvisual.htm
http://www.edwardtufte.com/tufte/courses
http://www.watercolorpainting.com/color.htm
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http://www.osha.gov/doc/outreachtraining/htmlfiles/traintec.html
http://www.apa.org/pi/disability/resources/convention/index.aspx
http://www.apa.org/pi/disability/resources/convention/index.aspx
http://ezinearticles.com/?Using-Visual-Aids-and-Props-for-Giving-More-Powerful-Presentations&id=100871
http://ezinearticles.com/?Using-Visual-Aids-and-Props-for-Giving-More-Powerful-Presentations&id=100871
http://www.sideroad.com/Public_Speaking/how-you-say-not-more-important-what-you-say.html
http://www.sideroad.com/Public_Speaking/how-you-say-not-more-important-what-you-say.html


Chapter 12

Organization and Outlines
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Getting Started

INTRODUCTORY EXERCISES
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12.1 Rhetorical Situation
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Figure 12.1

The rhetorical situation involves
where we are, who we are with,
and why we are communicating.
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