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Abstract

Communicating clearly is important whether you are communicating with your
boss, a colleague, a teacher, or a personal friend. Unclear, vague communication or
communicating only some of the information needed can lead to misunderstandings
or worse. When communicating in writing, it is important to remember some basic
communication guidelines to ensure that you provide all the information needed in
an appropriate manner, thus avoiding problems in the future.
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OTpbIBOK
Yerkoe o0IIeHHE BaXHO HE3aBHCHMO OT TOr0, OOIIAETECh JIM Bl CO CBOUM

HAYaJIbHUKOM, KOJUIETOM, ywuTeneM uiaum Oinu3kuM  apyroMm. Heuerkoe,
pacruiblBUaTOE OOIIEHNE WX Tepeada TOJIBKO 9acTH HE00X0IUuMOK HH(pOpMaIuu
MOJKET MPUBECTU K HEIONMOHUMAHUIO WK eile Xyxke. [Ipu o01ennn B muchbMeHHOM
dbopMe BaXKHO TIOMHUTH HEKOTOpPbIE OCHOBHBIC TIpaBWja OOIIEHHUS, YTOOBI
rapaHTUpPOBaTh, YTO BBl MPEIOCTABISIETE BCIO HEOOXOAMMYIO HWH(POPMAIIHUIO
HaJyIeKaIIMM 00pa3oM M TeM CaMbIM H30eraere mpoosieM B OyayIieM.

KiroueBbie ciioBa: OCHOBHOW BOMNPOC, CJIEAOBAHUE, JIU3AaWH, Pa3bsSCHEHHUE,
CEHCAIIMOHHBIN, OTKa3, U(POBOM, BBHIACHEHUE, KOHKPETHbBIC JieNa, CHeluaibHbIe
BOMPOCHI, Pa3bICHECHUE.

In written communication, you want to make sure you provide the
information needed without overwhelming the recipient with a lot of unnecessary
information. Likewise, you want to make sure the information you send is not vague.
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One simple way to make sure your meaning is clear is to avoid overusing pronouns.
For example, in the sentence “They went and got some,” we can’t tell which people
are being discussed, where they went, or what they got. Using pronouns is ok if you
have already clearly refeorred to the items or people in a previous sentence r phrase
(e.g., “John told Mark they needed some milk from the store, so they went and got
some”).

Another way to ensure that your communication is clear and concise is to delete
unnecessary words. For example, instead of using “we are able to,” use “we can”;
instead of using “and also,” just use “and.” You should also break up long blocks of
text into paragraphs so they are easier to read and ensure that you don’t use run-on
sentences. Doing so can vastly improve the clarity of your work. It’s best to read
through your written work at least once before sending it to someone else to ensure
that you don’t have any errors, your meaning is clear, and you haven’t included any
vague or easily misunderstood phrases.

Consider what type of communication you are writing and use an appropriate
style

You will write an email to a friend using a different style than you would when
writing a business letter or an academic report. Personal communications can often
be informal; for example, in an email to a friend, you can use contractions, slang,
and emoji. However, when writing something that will be submitted to a colleague,
your boss, or a teacher, you should use a more formal writing style.

You should also consider your audience and their level of understanding
regarding the topic you are writing about. For example, if you are writing a technical
manual for an audience of readers who are familiar with the processes described,
you would not need to define every term. However, if you are writing a manual
aimed at an audience of laypeople, you would need to provide more detail regarding
terms, processes, and equipment used.
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