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| for ganeral informption and reference for all,

3L —— DEPARTHENTS AND s'rm's; ALL HEADS o .
' SPECIAL PROJEGTS; REGTONAL, PROVINCTAL' AND PROJECT
TRRIGATION ENGINAERS; m:témon SUPERTNTENDENTS -
~AND/OR OFFIOERS - IN - CHARGE OF mnmmox# SYBTFMS/
' OFFT0ES
Na,tdonal Irrigation Adminietration

Gommnication is a very va.luable management tnoll %p
management personnel. down to the lowest level supervisors’ get
tb:lngs done through their subordinates, To obtein the best out
of a' ;)ob dane th;'ough peaple, the necesaity of an effeotive .

ioation opmot be dispensed with, It 1s with thls end in "

issue of Januax;v 1972, Volpme VIII, No. 9 38’ hereby re_; duoe

February 22, 1972
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ENOW YOUR smm. What do
Onee you get thig atraizhtp, g:: ippIing all
of tho facts, figures and ting

% to aay. . Remember mn- ;-aaderc' :: Lismorﬂ'swed-
proyw :ot the:lr need to knw, to updora and, to benefit

ORGABIZR THS IBFOBMATION. It 4a important that you PNWGB

and glaseify the information you wish to gu ione,
calls for the sareful examination of all

bave researched, adding or discarding potnta or oomlupions ,
and generally interpreting the information you wish to include
from the readers' or lutonera' point. of view, ©

FPREPARE AN OUTLINE, Wpite down the conclusions you wish to

reach. Toat your conolusiocns as you write them, Ask yours
self, "Will my audience believe these? Will xy audience aot
on these? If the answer to any of these is noe aor maybe, tho

. oonol\miona should be rewritien.

WRITB THR FIRST DRAFT, Now you are ready to write the first
draft of the memo, letter, or pppoch in the final form that
you desire. Develop the theme or central thought of youwr
mpuga from sentence to aantonco and from paragraph to.
caphe Use a Jogical, sequen zr egentation of facts
es8 ag you progrosa trom idea +0 idea, or from geuaral

-mniso to specific. conclusion, Use tramsition gentences

between paragraphs and be sure that a free flow of 1deas
Progresses from one pqrmaph to the next,

The inclusion of supporting facts and conclusions at the
right points and in the proper sequence will go a long way
toward making your writing oreditable,

Review the first draft, "Glean-up what you have written,
Review gach sentence for conciseness, elimimating redundency,
irrelevance, and vegusness, Substitute familiar words for
busineas jargon Rewrite end sizplify, The use of active
verba instead oz’ paspivo yorbs makes yau;- uriting intereating
and more readily tndersiced.

MAKE THE FINAL DRAFT, Incorporate @1l the changes you made
in the earlier drafis, You may even meke sdditionsl changaa
as you go along. "How much do you revrite?® 'In en inter-
office msmo, two drafts - an original and a rewrite - should
be pufficients A major company report may require three er
four drafts befors you are satisfied, 4n articlé may need
15 rovisions before it becomes acceptable, Mich, of course,
dopends on the pubject matter snd on the uritor'a akill or -
sense of perfectionism,
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o ﬁritine gometimes proves more pleasent if the material is

owed to "eool® overnight, or over the uogkend,

N \ 7, USE TABLES AND GRAPHS, Tables cen bs uged to logically
d present data for easy cemparison, while helping ta conaer\rosrwg

- rand ot‘tan easier to understand,
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