PLANNING YOUR MESSAGE. DEVELOPING a WRITTEN PLAN.
Many situations will require you to write down ideas when planning the content and organization of communications. Putting your ideas in writing will help you clarify and organize them. A written plan can assist you by:

· Clarifying your thoughts.
· Ensuring inclusion of all important details.

· Making the actual writing faster and easier.

When you are first learning to prepare business communications, you will find that extensive written plans are extremely helpful. As you become more experienced, you may find that only the more complicated messages will require detailed written plans.
As you become more confident of your communication ability, your written plan should become brief and simple. You need to jot down only a few words to suggest each point you wish to make in your communication. You may write your notes on a separate sheet of paper or in the margins of the correspondence you are answering, or you may key them directly into the computer.
Many beginning letter writers have found the procedures outlined in “Planning Your Message” Table helpful as they developed planning skills. Follow these steps precisely in planning your first letters. Later, as you gain experience, you may eliminate some of the steps and adapt the procedures to your own work habits.
	Table “Planning Your Message”

	Procedure
	Example

	Step 1

Write the main and secondary purposes of the message concisely.
	Primary Purpose:

To respond/provide information regarding stenciled golf shirts.

Secondary Purpose(s):
To include additional information that creates a desire for our golf shirts.

To “sell” the customer on our product.

To “get the order”.

	Step 2

Jot down all points to be covered in the message that will accomplish the primary and secondary purposes.
Include every detail you think of (whether important or not) as you think of it.

This process (called brainstorming) will stimulate both good and bad ideas that can be sorted out later.
	Brainstorming List:
Thanks for the request

Quality of golf shirts
Many colors, designs, types of materials

Various sizes, prices, lettering

Delivery time

Guarantee paint won’t run

Design included in cost

Best quality of shirts

Golf bag design

Shipping costs

Free delivery on $150 orders

Designs

Cost of stenciled name

Price determined by factors: style/size/lettering

Can request rush orders

Seasonal designs

Fax number for ordering

	Step 3

Cross out any duplicate items, which often happens in brainstorming; delete any items that can be omitted without sacrificing friendliness or completeness. Group similar ideas together.
	Edit Brainstorming List:
Delete “quality of golf shirts”, “types of materials”—both covered—“best quality of shirts”.
Delete “seasonal designs”—not relevant to “golf shirt” request.

Group “delivery time”, “rush order”, “free delivery on orders”, “shipping costs” together.
Eliminate “designs”—covered under "golf bag design."

	Step 4

Choose the best approach. Determine receiver reaction and appropriate approach (direct, indirect, or persuasive).
	Determine Reader Reaction and Approach:
Receiver will be pleased

Use direct approach

	Step 5

Based on the approach you chose, number the items in the edited brainstorming list in the order in which you will cover them in your message. The result will be a plan from which you quickly compose a draft of your message.
	Arrange Items in Proper Sequence:
1.
Thank you for the request

2.
Golf bag design available

3.
Best quality of shirts

4.
All hand stenciled

5.
Paint guarantee

6.
Specifics on colors, sizes, styles, lettering, prices

7.
Shipping and delivery information

8.
Fax and phone numbers for questions and orders


Writing a Rough Draft

You are now ready to write a first draft, or rough draft. You have analyzed all the facts related to your message, made notes on what you should say, and selected the best approach for saying it, including the best order of presentation. Now, you must turn the letter plan or informal outline into a letter. Keep in mind two factors that have influenced your planning: (1) the person to whom you are writing and (2) your reason for writing.
If a letter is to accomplish its purpose, the content must be correct and appropriate, the style must be clear and neutral, and the tone must build goodwill. Remember also that you build goodwill with every letter you write by:

· Emphasizing what the receiver wants to know.

· Avoiding or subordinating negatives and other ideas that may be unpleasant to the receiver.

· Using friendly words and reflecting a sincere desire to serve.

In composing the rough draft, concentrate only on content. Keep these tips in mind while writing:
· Develop your rough draft directly from your letter plan or informal outline.

· Use double spacing to allow space for making revisions.

· As quickly as you can write your rough draft.
· Don’t be concerned with spelling, grammar, style, tone, or references in your text – if you stop to check on a point, you might forget what you started to say or interrupt the natural flow of the letter.
· Write the message in your own words as naturally as you speak.

In actual business practice, most letters are written without a detailed outline. Likewise, experienced communicators do not usually develop detailed outlines for telephone calls, e-mail, or face-to-face conversations. When you need to respond to complex and/or problem situations, however, it is helpful to jot down an informal outline, note comments on previous communications, or develop a rough draft.
Let’s study the rough draft which was developed using the example in “Planning Your Message” Table. This first draft covers the basic ideas. The draft contains abbreviations, shortcuts, and errors, which will be edited later. Also, it needs to be reviewed to check for the “you attitude”, appropriate tone, and word choice. Take a few moments to react to this first draft. Quickly mark any problems or actual errors that you think the writer should revise.
After you have written the rough draft, you are ready for the next steps:

1. Edit and correct the rough draft.

2. Prepare the letter in final form.

3. Proofread the final letter.

Keep your receiver in mind as you begin to formulate ways to improve the rough draft.

Rough draft

Thank you for your interest in our hand stenciled golf shirts. Yes, we do have a design specifically for golfers – a golf bag leaning against a flag. Our shirts are 100% cotton and are the best quality brands available. All designs and lettering are hand stenciled. The paint we use is guaranteed not to run or bleed. We have two styles that we would recommend for your group – the Henley (three-button) and the classic crewneck, both are shot-sleeved. These are both available in white, natural and grey.
	
	Sizes
	Price

	The Henley
	M, L, XL

XXL
	$23.95

31.95

	The Classic Crewneck
	S, M, L, XL

XXL, XXXl
	$21.95

23.95


Please note that the above price includes the design. If you wish names stenciled on the shirt, there is an additional cost of $3.00 for first and/or last name.
Because each shirt is individually hand-stenciled, we take pride in shipping our orders quickly. We usually need two weeks for delivery but often can accommodate rush orders. The cost of shipping is $5.00 per order. On orders of $150 or more, shipping is free. Please call us at 1-800-555-8954 or fax us at (244) 1-555-1298 if you have further questions or would like to place an order. We look forward to serving you.
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