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Research and 
Select the 
Content 

   
 Relevance 

 
 Abstract vs. 

Concrete 
 

 Substance vs. 
Froth 

 
 Fact vs. 

Opinion vs. 
Argument 

 
 Positive vs. 

Negative 
 

 Who? What? 
When? Why? 
Where? How? 

Send the 
Message 

Prepare 
the 

Message 
   

 Organization 
 

 Format 
 

 Style 
 

 Grammar 
 

 Final Touches 

Select 
the 

Medium 
   

 Oral 
 

 Written 
 

 Both Oral and  
Written 

 
 
 
 
 
 
 
 
 
 
 

Give Yourself 
a Frame 

of Reference 
   
 Strategic 

Perspective 
 
 Objective 

 
 Audience 
 
 Authority 

 
 Barriers 
 
 Time Lines 

 
Audience 

 

 
Response 

 

Perceive 
a Need 


