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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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Отрывок 
 Четкое общение важно независимо от того, общаетесь ли вы со своим 

начальником, коллегой, учителем или близким другом. Нечеткое, 

расплывчатое общение или передача только части необходимой информации 

может привести к недопониманию или еще хуже. При общении в письменной 

форме важно помнить некоторые основные правила общения, чтобы 

гарантировать, что вы предоставляете всю необходимую информацию 

надлежащим образом и тем самым избегаете проблем в будущем. 

Ключевые слова: основной вопрос, следование, дизайн, разъяснение, 

сенсационный, отказ, цифровой, выяснение, конкретные дела, специальные 

вопросы, разъяснение.  

 

 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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