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Communications Foundations 1 Establishing a Framework for Business Communication 2 Focusing on
Interpersonal and Group CommunicationCommunication Analysis 3 Planning Spoken and Written Messages 4
Preparing Spoken and Wdtten MessagesCommunication Through Voice, Electronic,and Written Messages 5
Communicating Electronically 6 Delivering Good- and Neutral-News Messages 7 Delivering Bad-News Messages
8 DeUvering Persuasive MessagesCommunication Through Reports and Business Presentations 9 Understanding
the Report Process and Research Methods 10 Delivering Good- and Neutral-News Messages 11 Organizing and
Preparing Reports and ProposalsDesigning and Delivering Business Presentations
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00O 0O OO O O Format according to a conventional format. Compare your document tothe conventional
business formats shown in Appendix A and makeany revisions.Are all standard parts of the document included
and presented in an acceptable format?Are all necessary special letter parts mailing notation[] attention line

[ subject line enclosure] andcopy notations[] second-page heading[] and the writer's address for apersonal
business letter included?Does the message begin on thecorrect line?Should the right margin be justified or jagged?
Be sure numbered items are in correct order.Inserting and deleting textmay have changed the Order Of these
iterns.Evaluate the visual impact of the document.Could you increase theread ability of long uninterrupted
blocks of texts by using enumer-ated or indented listsC] headings[] or different type styles bold face] underlines

(I italics] or shadow type? Could you increase the overallappeal by including graphics or using different fonts of
various sizesand styles?Could you partition the text into logical easy-to-read sections by using graphic linesC] boxes

[0 and borders?
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