WRITING
Chapter 4: routine and good-news correspondence
Letter style
Full-block style
Simplified: letterhead with name and address
Personal business: no letterhead, address up top (cover letter)
Memo
TO, FROM, RE, DATE
Guidelines for all correspondence
· Keep to one topic
· Be brief
· Complete information
· You-centred
· Be positive
Direct Approach
· Put important points first
· Give supporting details
· End with a goodwill statement
Routine requests
· Request should be explicit
· Supply all necessary details
· Itemize using a list format if necessary
Making a claim
· Don’t beat around the bush
· Be explicit about desired actions

Chapter 5: bad-news correspondence
Direct approach:
· State bad news simply and directly
· Give reasons
· Give alternative if possible
· Goodwill statement
Indirect approach
· Pleasant opening statement
· Circumstances
· State bad news 
· Alternative
· Goodwill statement
Turning down job applicant
Thank you for applying
State desired qualifications
State job decline
Suggest applying when better
Wish good luck

Declining invitation
Show appreciation
Acknowledge importance
Give specific reasons
Suggest alternative

Rejecting claim
Statement you both agree on
Review facts
Give suggestion 
Close in a friendly way

Refusing Credit
Begin with a buffer
Circumstances
Refusal
Finish positively

Chapter 6: Persuasive Writing
Persuader Credibility
Position power
Expertise
Trust
Similarity

Research of Wheeless, Barraclough, Stewart (Maslow)
To persuade someone motivated by survival and safety needs, state consequences of not following advice.
Need to belong – group identity
Desire self-fulfillment- values, social obligations

Appeal to :
Reason: concession statement, point-by-point rebuttal
Emotion
Authority
Evidence

Persuasion Pattern
AIDA
Attention
Interest
Desire
Action

Letter of request
Unpaid help
Situation
What we are doing
We need you
Why we need you
Please contact
Appreciate your help

Sales Letter
Solicited letter- had a lead
Unsolicited- no lead (form letter)
Simplified style

Attention- startling fact, a question
Interest- how will the product make a difference? (what we do)
Desire- specifics of what we do, why we`re good. (statistics, testimonials, good deal)
Action- stress promptness, be positive but not super-hyped.

Chapter 7: Informal Reports
Type Of Report
Informal: routine facts, try to make exceptional (highlight achievements and troubles)
Analytical: recommend course of action

Direct Order: (if reader will be pleased, short report) DO THIS
Purpose
Key points (conclusions, recommendations)
Discussion of findings

[bookmark: _GoBack]
Purpose- why written, possible to include methodology if important (survey,etc)
Key points- state briefly, list if many with most important first. Easier to create after discussion of findings
Discussion of findings (body):
· Order of importance
· Classification/division
· Chronological order
· Spatial (geography/location)
· Comparison (point-by-point, block)

Be objective
Identify assumptions
Prove opinions
Avoid subjective language
Be specific

Visual appearance
White space
Make headings the key points. Keep them short. Parallel structure. Different formats.
Use numbering system, lists

FORMAT (direct approach)

TO:
FROM:
DATE:
SUBJECT: jshdfkjsdhfm
what you did
recommendation
criteria
possibilities
discussion 
recap recommendation

can do comparison:
headings

