Written Commmunication
Examples

Written communication refers to the process of conveying a
message or information through the written word. This form of communication is
integral in various aspects of daily life, professional environments, and educational

settings. Here are 10 key points about written communication:

e Clarity: The primary goal is to convey the message clearly and concisely,
avoiding ambiguity.

e Formality: Depending on the context, it ranges from formal, structured writing to
informal, conversational styles.

e Permanence: Unlike spoken words, written communication provides a permanent
record of the messages exchanged.

e Editability: Before sending, the writer can revise and edit the content for accuracy
and clarity.

e Reach: It allows communication across distances without the need for physical
presence.

e Legal Documentation: Often serves as a legal record, holding significance in law
and business.

e Tone and Style: The tone can vary greatly, impacting how the message is
received and interpreted.

e Audience: Effective written communication requires understanding the audience

to tailor the message appropriately.
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