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ABSTRACT B
- *This study estabHshed Me need for a short, simple, easy—tn- ‘\
read hexthpvk in cwwn‘cat‘lnns for adﬂharmrs, TheSe students
attend night‘chsses after working in the daytime and’ are frequentTy
short of t‘lme in bmich to read Ianqer books . - Then too,.ma.ny of .the
heoretica‘l style making :hm'difficulc'

p sznt texts are writteq 1n
Students indicate they want a ekt which 45 doun’.to

3 V‘ea'lities uf their vsry ay 'Hves. Many Have
\time and many nue never before ttemled

to umiers and. :

and relates to’

- ‘been out ‘of ;choe] for.
nost present te)(ts are writte for yaunqzr daytme

) cnllege cwrs!s
comlgde students and are samewha remote for adults.

24
fwms cmsisunﬂy indicnte that texts are too long, tou d(ffi:ﬂt tn
Y AR

read; 8o theoretical, nnd too expensive.

unmni:ulg with Confidence--a t,exibﬂnk for adult 'Iearners-- i

'ns wntten in-response tn this’ need and uas the nu.)nr part of tMs

Student feedback

scm:y It prwldes an ‘ntroductwn to cmnicatinn basic theory 3.

‘and exaer:ence 1n‘dnterpersona cm-uniut!nns. puhhc speaking

'and vrltmg, and two types of bihl‘lography (one_the usual thi
bibhngrﬁphy. one & three- part hst of mepamum b(}nl(s)
sive exzrcises :Qd dssiqnmnts are embod(:d mwn i 12 itvits. of

Exten-

'the -book and in Tists. at the, end of each of ‘the three sectlon
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.. CHAPTER I } -

! STATEMENT OF PROBLEM AND NEEDS FOR THE COURSE'AND: TEXT § {>4

Statement of the Probiem d
For-ten years the. Memorial Umvers{ty Extension Service has
been nffering eventng courses towards diplamas in Public Administra-

tion, Business Adninistratjon, and Banking.. The.Banking diplona is

offered in accordance wi th regu1ahons set’ down by the Bankers®, Insti

Ty 4 " tute 6F Canada and ‘the dipiona 1 awarded by that body (Fe'l'[ow of

. the lnsti tute of Canadiar Bankers) Ui

it The stidents in the Tatter prnﬂn are’ emp’lo_yees af charter

Banks in the St John's area,  In"the ear years of tP’e ﬁuﬂo

courses, most bar\kers ‘were m middie: or even top:managéinent positipns'. X

S . Howéver; Huring the past, few years a chanqe as’ been noted; bankers v

vegistered in courses are now for the most part: tellers and clerical
staff with occasional others in lover. or rm:ddle managenent positions.
*This Follows. @ trend noted across Canada’(Inst tite of Canadian

Bankers‘, 1977) that’ has affécted course content to’ Some extent.

B e T e publfe Adm\nistration dipTona progran was set up.ds a
s cnoperame effort of Merigrial University of Newfoundland Extension S48 2

Service and the' Gnvernment of Newfoundland." T gnverr\ment encour=", ;.

4 '," agéd Jts, emp1oyees to register pa!d tneir fees., and uffered salary -

5 - " . dndentives at the conpTetion:, or.tne duﬂoma. This.policy. sncnuraged

s : - numbers of puhh: sefwants. to’ attend u.e cnurses. probably because




imm@.aw courses ware mainly peapled by government empioyees. latterly
the sa'\ary increase was dropped‘and lﬂ 1975~the fee iubsldy was discon-

tinved.. fore a§d more’ federal, inunicipal . and quasi-goverment. agengy

emplogees have regjstered for tlus program throughaut. the years. Iy 2

As with
4
‘the banking prngram\ must of che Ttudents inearlier years tended to be

/—from middle or top ménagement (must frum the former). Now most students

e

" {with the resu]t that few Busi

* Administration areas and an op

aré support staff and supervisors. = . N

The Business Admiﬂstratwn dwluma was offered in'response to

requests from the busmess culm‘unity in the St: -]qhn s area whlch felt

the néed -of :rmu.,for m‘any employees. and saw, the ‘e effecuvenzss of =

o the program ln U\E other: areas Numefous business nmp]oyees are

enrolied (n the program which ffered simiTar md1v1dua1 cuurses to the

Lother two areas

Ghal
The separate‘ course o

thelinception; of the program. Pr\incip\es of Conmunications has been a

required course in the Institute af Canadian Bankers (1cB). and Publ‘\c

\unul' course fur Business Administratinn

\rl\s.trith‘m sgudents register for

“Comminications): Originally,. \he 'cour§e consisted of two'major Subject
areas--pubh: $peaking and rep rv.—writinq taught as a twWo-! -semester coursq
When the Unwersh}y semesterj zep its day\prugrams, the mgh: prugrams

Under .some” pres-

ifolloiled ' suit ‘and the coursg betame a’ 45| hﬂur unit. ¢

'sure fron the\Bankers Institud: which has ,a-high priority on the”

subJect, a |5’huur (five mght) se'gment in! 1lf|terper'sal\a] communication @

wids mtrnduce]d It s conbined with a is-hour sagnent tn pubtie

Fings have varfed Tittle fron-the tine of
!




nas reniingd essentially unchanged for the past-eight years' idthough
the Barkers’ Insti'tute would 1ike 'td see a totally interpersonal course.
A compronise has beén made by assuring that each Segment r{as an igrer-
personal bias and that some aspects af persana'l grwtb are mtzrjected
int0 and'stressed in each evening of the coufse.

On the St.-dohn's ‘campus, the course has usually been feam-

.
: b3
taught for thé:past-eight years

a1w s by |nstruct9rs with spe:{a?fies

A Usually one i[‘nstructor‘vnas taught
segmem; coufse 1}he instructdrs also

in comvmm cations and/or psycmﬂa

one or two segnents of the thre

he: segnents : they teactico ¢ covering ))ubn: speaking in

the fall semester‘ m\ght teach wrlt!m] in the wmte’r. for, exampTe. Team

‘teachmg offers to' stidents a wider’ range ‘o inist uctwnal ethuﬂs..

ideas, and pha\wsoph!es than could ncrma'ﬂy be exﬁected m a one-

instructor. course. . It:also gives ‘students.a wids‘r evaluatian range
(e.g., 1f one marks.hard, another marks easy) ! ; P
The popularity 6F thé Communications-course: has mcreased over
‘the years-—word of mouth “has probably offered the best publici ty In
1970, fall-semester, thiere were:24 studerits registereds not enough ’
studerits indicated ‘an interest tu Biton a course fnthe winter ..
semester of 1971. . In-the fan.semescer 1977, ‘there vere 104" students
_and 4@ the winter sefiester of1978-*an 1ncrease of nearly 500 per:

cent1

e of writing: June, 1978.

Gne. of the problems Vitha three-éégient course and the
evaluation of the. units' is-that.when three separate’ grades-are '
averaged; they tend to regress’towards: the nean and:there is Tittle
spread:in-the marks.




" " Needs for the Course -
1. Many adults ‘are returning to school.and taking college
: courses,ori. thefr o time fog a varidty of reasors: some feel the
Gaps in: their original high school and college courses which have
7 hec;e apparent only after they have started work; some have the pr;s—

Sure of the employer demanding (and paying for) further trafning; some -

T

Yy

desire to embark on new careers or advance their present ones; some are
- forced Sy the new technologv‘“es_ to seek’ further education; some feel

w that 1earm‘ng«is".an end in itself and attend for personal grm;lrh.s

+[ .- ‘These peopless fndividuals demand courses thalt-are appropriate ty

their needs :in'both content and inslructor metheﬂu\ogy.

: 2 Eulp'loyers (as stamd above) are denircing fu}mgr training

i 221 O mal\y kinds for: their” emmuyees»-nrivate mdus&ry and business as " . L s

¥ 3 wal as governient. and. éspecialy banks Have becose aware jn the past

few years of tne.waste of employee potential Teft undeveloped and have

tnstituted their own training prograns and have bought ipto ones -

already established.! i £ T
. The University has a commitment to the peonl; of Newfond-

.land. to provide adult education as well as degres prograss to day

;t'udgnts in college. Part of this comritment is met throigh the-kind
Sf ‘course described here - aid perhaps without this policy these kinds
= of courses would not fave, been estsnlﬁshed in-the first place.

phel Shese are ressons that adult: Tearners. have expressed over the
g past several years.

. ““%or instaiice, the programs of the Institute of Ginadian
| Bankers. . 4 ¥ v
e . . a2 g 3




/. . Conmnications--embodying the kinds of topics. in the
“Principles of Communications course--is noticeably absent from high
school_cur#icula and fron most colfege prograns in’ our province. Bnly

r f high school students enter pubfic speaking contests, pay. special *

e Mttention toany letter writing course thei¥ school might offer, or

.
- join a guigance oriented group could they nupe to cover any of. the *
" topics in this course--a haphazard grounding at’bést. At the Uni-

- versity itself, students completing undergraguste prograns would have

comunications courses required for £héir degrées only if they were

registered in the Facu]ty of. Educwon or the School nf Busmess
5

A&/iMstraHon and gomerce.

ST s s Prln:ip]es of Conffunication offérs o beginnmg tudents
in diplona prograns: an. initeresting and challengmg i 10" s 1F Hhey

‘would 19

e to become students:.. Many ad\ﬂts fear that returning to
¢ classes--especially at University=-will be a fearful, traumatic experi=.

ence. The skills, theory, and Experlenha'l learning biases of the

course provide traimng thit *is usable whether or not the student
continues witfi the diplona. Interpersonal activities and personal”
growth are stressed 5o that this coursekan become an end in itself
i the student decides not to continue With other ‘courses.. The course

attempts to provide, not 'unly'spéak%ng, writing, and personal skitls :

but a warm, accepnng environment in which learmng can take p]ace,

i positively reinforcing' the student's falth in ms abihty tobTearn

Sexemptions are frequenﬂy granted by temor{al Universit
xtension ‘Service upon request’ from students -such as. those now viork--
ng towards a diploma. .The College-of Trades and Techrology graduates
. genegally have extensive cnmnrumcatlans courses and- almost- always, are/ .

exempt. i .




< s 5
Needs for a Textbook

N 6
- )
and to accept himsel/herself as a mature stident. Such reinforcenent °
encourages manj §tldents toscontinue tnew prograns. L
2

Communikations has cofstructed the course “to meet the chang!ng needs
sof the student perscnnel. This has incluged change n teachmg
personnel, in methodology, fn course content and in textbooks. The ~
latter area has caused the' most headaches for the instructors.” Tradi-
tim\a‘l Iy aVaidable textoovks covered: only”ane- of: the three subject
areisy and while excellent books have bﬁen avaiTable for, each of theser

areas, they. haye ot slvays been u'pproprxate for the partl:u)ar course

“and/or students At present, the instru&tors see a nged for a sDecla'I'Iy .

desdgned textbo ok For the fnhwmg reasons c
A, Textbooks' currently awilable in eacty sulblact ares (€9,
speaking, wr;n:\ng, —mterpersona!) are .generally. dequned fpr
canplete 50-100.hours cowrses. Therefore much of the materhﬂ
“must be onitied and only a 1imited selection of units used.
(Students have, frgquently shown théir resentment over pur-
chasing three large, expensive bdoks when'perhaps only one-
Qugrter to one-third of each is actually. used or r.ergr‘{;ad to
L the course), ./ J T

2. ‘Many texts currently are or

. aged). da}time college' student:

Over the years, the team that has heen tﬁaching Pringiples Df( ’




mder, vmr\kmg students and that buok is.now out of prmt

Maﬁlf‘e students feel, they say, msu'l teﬁ.and hahtﬂed when

trgated as teenaggrs

Texts that seem to’ be designed for more mature stidents fre-

‘thaugh “Several, Stutents v iad P
1d.5mply, be high Schoo) geaduates-




" found ‘it to be "over our heads." )
Writing texts ‘fared very little better. Its Mine and I'11
Writé it That Maz has 21 discrete sect\ons of Which perhaps eight or e

mne,were ‘usable in the cours -altﬁxoug_}n it-was written for. day

students, it was lnterestmg adali'te. Busin ess Commumcanuns,

ntammg enough material for a_coursex three or four t\qles as

f alluwing students to read ana work "¢

A _' he wntmg and speakmg paN:s of “the cowse émd was’ chnsen for :that

reason (a]thaugh its phﬂosophy and tachmques compamd favuurah]y. with

" many other. texts). :'
Ony, in-public speaking v;ere the instructors .lucky- enough”to
”ﬁnd a text--short; s'unple easy to read; dvrected twards mature © . .
:Ieamers that met aﬂ our requwements. Althougn Puhhc Sgak{ng as,
Listeners\Like It (Enrdan) was first written in 1935, it Was still; a

'wurkalﬂe, flexible ‘text:" It.is now out of print. " The necessity uf

. having & text written especially for this course has now becon

< text that w\l'( be dwected towards the three specific. course: areas,

“will be wrltten in slmp‘le 1anguage app opnate to. the ages, maturity;

\




; : Definition of Terms

For the purposes of this project: )
po s s

1. communication means an interpersonal interaction involving,

primarily two processes: (1) speaking/ﬁ's‘mning and (2)

wr1t|ng/read|ngnand secundarny other meaningfu] behaviours

L K such as body. 1anguage, eye cnntact, appearancé, -vord chmcm

© tone ‘of - vmce, ;

communi ca;mns means. the separnte segmerrts or umts of cori=

" munlcatiun- fo nstance 'Ieu:ers, memos, ¥ pcrt;, speephes. ¢

churse means 4 45 hour period-of mstrucmn dw'lded into 15 -

three-| hour classes offered by Memoﬂal Umverslty Extensmn
Service and usuatly given in three 15—Imur segments: “inter-
“persona! comnmn‘cation, wr]tten commuiri cations, and pubhc

speaking; 2 3

‘intemers’onﬂ neans “bétsieen two, peaple;

intrapersonal meafis within one's self;

text means a‘book to supplement the course material that is '
{;rov_ided"in c’l‘assiby the instructor. _ ol
|m|tatmns of the Project

i

The project was dlrected‘ tnwards adu]t learners inyolved. i

cuntlnu(ng educatwun Its vawe for vcher learners is hmited

to the extent that theh‘ needs-are simiar.

i Ly




2. The project was designed to be used in a 45-hour course
divided into 15 three-hour segments., Its use in other types
of courses is limited to courses similar to that for which it
.vas des(gned : 3
. . 3. The ﬁroJect was des‘lgﬂed for students mvn'lved in a continuing
: educatlon cuurse~ 2t Memorial University. lts va‘ue for students 5

; cutslde the pragram for wmeh it was deswgned 15 11m1ted to

/I‘ .,;‘, those whose needs arz s1mHar. b . ¥ S
[P :

te S 4:}'*\4 Orgamzatlun of the Remamder of the Prnle

&5 =
Chapter 11 cnnta1ns a review of 'the: re1ated hterature angac

T b . rev?ev{ of numerous textbooks in comun!catlons Chaptev‘ m contains
CL the methndn]ogy and a'description of the holzk s. contents. ~ Chapter IV *
. is the bock ltie\ﬁ. Chapter V contains the summary, conclusions; and

oy recomme.ndgjiinnsA




CHAPTER 1T g
REVIEW OF THE RELATED LI'IiERATURE

During the Tast decade there has developed a new wave of
human aspiration regarding the potential value. of inters -
| personal communication as the means by which a person may"
‘reach a mare sat1 sfying-relationship with other human beings.
v 4§ i+ (GifFin and Patton 1971, p. ix):

a A Many scudents who have partimplted in Prlnc\p'les of. Donlnumca- g .
tion durmg the ‘19705 have embomed such aspivations. "8y thefr, o
partlgwatwn ]n and response to. course matena] they have n‘dwated_"

their needs for such re]ahonships. %

Long befare Prmciples of Communlcatwn was lmtlated scholars ="
and organizations were indicating needs fu?‘ such courses. Barlund ’
(1961) said: "There i no reason, if scholarship supports it, why '
there should not be courses in'il\terpersa,nal“convnunicat—'iad b B

(p. 208)." As early as 1938.Chester Barnard obseryed that

an

5
“exhaustive theory: of urgam_tfza tion,’ comnumcat‘on woqu nccupy a centraﬁ

phase,” becausé the structure, extensiveness’and scupe of - ’the orgamza-

tion are almost entirely ‘dateriine by comunication- techniques” (. ). 28
Koehler, “Anatol. and Applbaum (1976). said that: “Early ‘studies treated %

communication merely as.a tool of management . . . . There is now a

" growing recognitipn of its dynamic role within the 1ife of an organiza-

tlon.. . . (po 1. 5
More recently writers have indicated: the impossibility of

Tiving and working within orgdnizational:structures without recognizing
! g : 5

.




the integral part played by communication in these structures. Badrd

(1977) stated: . ?

Most members of organizations, I suspect, learn about
organizational communication the hard way. They are unem-
/p]nyed because’ of, it, ‘fired because of it, and often
<“unhappy because of xt They' make mscakes because of it,,
have conflicts because of it, and occasionally fail because
of it. Yet we'must communicate if our organizations are to
.exist.” Tp. xi)

Tortoriello, Blatt and Deline: (1975) stated N

In today' s-society ali daily |nﬁeract|ons occur Within
some- type of “organization framework-.’ . .-[people must], -
‘Understand ‘better the importance of cmrlnumcanng in any
orgam zation and. evelop a more accurate map of- the
vorgam zational: terri nterpersonal communication,
group. communication, “the Jintéraction of human, and structural
variables anf ‘the managgfial’ “This
““knowledge can contribyfe ta their ef(ect1veness as managers
and- as orgahlzan T persons. (p. vit)

1zat|ans-—ma1n1y government ‘employees and bankers with
prwate business and \ndustry Far the most part--
students come because they are. members of nrgamzatmns'--

they also treat the course. as a personal growth experience.

Patton and Giffin (1971) sayd that, eople.in the 1970's: are’

véry much copbé}ﬁe& about being hupaﬁ\[sfc] people--individuals able

to have enjoyaMe”re’lationshw‘p’sv with other persons" (p. vit). They go’
on’to indicate that our "automated, cDmplex~snc1ety has created-a
vgrow1ng state .of 1mpersana1|ty, and thEyearnlng for clpser person:

ties 15 one of ‘the major thenes of our times'. .. . Cummumcatljn is

W, the foundatmn for-all of  our- ‘I}rterpersona] relauuwshws ML

(p: vii).




13

Giffin and Pattm-(wﬂ) portrayed a human being whose ‘personal

needs can anly:he satisfied by interaction with others and the most *

important need for interpersonal communjcation is the achieverent of

personal qrdvth and deve]VnpmentA :
Barnlund (1962) examined: the theories of communication--that

the aim of communication is to transmit information or that the aim of

. caimunij:tivn is to transfer. ideas but disproves these as being com- ’

plete a T}s:s of the suhjeut. He says that cmuni{catiun is a wnrd

_descnhmg the process of cr;zatmg a mean'ng and me) nings are he says; -

: det' minéd hy the physical. personaL and 50 !a'l envt/onments o the‘

pnmnuhicétors,v Pt N5

¢ ="' David“Berlo, (!974), ‘too, cnnsidered cnnwmcatmn in, thxs tht._
Tt seems a reasonable h,ypothes\s, With the stress’ on cnmnumr.ation in
the organization and the resu'lrting internal publicity concermng com-
munication within orga‘nlzations, émployees are becoming more aware of
their own deficiencies as com‘un;:ﬂ'tars. If meaning is ‘indeed related
to thé. person rathervthavn to_the word, the better the person knows him/
herself and the pertinent environment, the be‘ttgn communicator ;lé/she 2
will be B ; ¥ i :

Hhile Giffin and Patton (1971) Taid down basl: 1nteractim\al

needs (wlth other people).

1. to be able to show |nterest in others and to have others
show mterest 1n us; -

2.~ to show. respe:t for the beten:e and respons{bﬂwty of -
¢ Lothers and to have others: show respect for our comnetenca
and sense of responsihﬂﬂy, and e

3. tobe ~able o’ show warmth ‘or. affectian for. at 1gast one’ -
.* [sic] other person and to, have at least. one [SIC] other
4 "persnn ‘show wam\m or affe:t.wn for us. i B




given, encourag

They further indicate the need to go "shopping . . . in order. to
satisfy this interpersonal need [becadse] our complex and specialized
society makes this need imperative” (p. 49).

Schutz (1966) postulated MLerpersﬁna] needs as fu”ow&

(a) Every individual has three lnterpersuﬂal needs: \nc‘us(mh
control, and affection. .
(b) Inclusion, control, and.affection constitite a sufficient -

set.of areas of interpersonal behaviour for the pred'lhon
and exp’lanatmn ef mterpersonaI phenomena. (p. 13)

If appeararice. if a course su:h as Prmclples of Cumumatmn

4
consntutes an. 1nterpersona1 Fhenumenun {or perhaps an mtrapersunal"

phenomenon mvght be 2 better ;shrase), then one may readny -ee that

in’such-a-course the s:udent is included. not-only by means af class

assignments but by the opportunity and encouragement to- know. others;

is. nffere the means tn effect change in his/her hFe and therefore

better coftvoT overthat life; is shiown means wherehy affection can be
5 and mamtamed

The'students who appear in Principles of Comnunication, .
genewal 1y speaking. mamiest thz moving toward others type of behaviour
as outhned by Karen Hurney (1945)

Teth and Leth (1977) posed to their reader's ‘the question: 'Why
shuuid % st’udy public communications?" They then offer three ans;le.rs'
to the queshun‘ g

. « You m)l probably be a§'ked to speak puh]m]y at -
sume “time “during your life . i'. L.

AT ours i5 a vorld af rhetoru: ] .

.".  understanding public comunication Wit enhance’ynur
understanding of other forms of communication. (p.




Myers and Myers (1978) offered more technical answers:

Only, in human speech . . . can we shade our meanings by
inflections, tones, voice, and body contral, . . n we
relate to each other so immediately-and, change our signals

. 5o quickly . . . canwe call up the richness of unrehearsed
joy, sudden sorrow, or unexpected surprise in a flowing
stream of relationships with others. (p. x)-
Jeffrey and Peterson (1971) said that, "In a period, of histoek when _
‘bc&y rhetoric' and formlessness in discourse are used frequently
to replace reas‘nned discourse, it is essential éh_at the vatues of
effective ‘oral \comnunication be el;lphasized and promuted" (p xi)

NI Isen (1958) 1mphed the need for ”an edicational systefh that will’.

‘adequateh equip ¢itizens to think .and” to! discuss" (p 235) Thomas .’

N (1954) sa\d. "Effective cummumcatwn of ideas by means of: public

speech . .. .can be acquir‘ed‘ by study. and-practice” (p. 145)..

i

Dr. Charles Hurst quoted in Hemphill (1974) studied 157-
college sophomores, 70 with speech training and 87 without
such training. He sought to'describe the educational:
implications arising from the relationships between formal
instruction in:a basic speech course and increased -
readiness. to undertake work at the next academic level.

He discovered that a s1gmficant and positive relationship
between these two factors definitely does exist. (p. 3)

Principles of Communication has been stressed as a beqirining
course in the'diploma programs mainly-betause the "nstructurs fnun:i
~Stidenits who, at the end of' their prograns. ‘fndicated strongly the
irst. The course. would, they felt,

iregret that they had not taken it first. .
have been of greater use.” Dr.- Hurst's: findings seem to validate this
4.2 " feeling. B g i

i . % " Pue and Fruehling (1978) had a seven-point approach to wrltten

' business cumnumcatlon w M8 B

1. " Busiriess comumcatwns are h1gh1v individualistic and
“cdnnot be writter to a fornula

25




W s

: 16
! |
| 2. To produce effective tmmnumcat'mn, students shoyld be
i involved as deeply as poss\lﬂe in each writing 5|tua-

tion . ¢ . . |

3. Examples of letters and reports are most effective when . -
related to situations Yoith which students are familiar . . . ..

4, Most of the chaﬂengl‘ng communication situations faced

; by the writer on the jdb are those that require choosing
! between alternatives--which may only be unpleasant
alternatives . . .. |
. i T
5. .Busjness communica ﬁons\defy- discrete "typing" or
+clagsification . ' | |
) S -
. 6. Since the typical emplo ee writes many mterofﬁ:e o
memoraridums ,. they 'should| be introduced.early in the
Course s, . . . l s .,
: 7. “Thers. shaid ba 8 N 175 groject, Which embraces
B i -all the prmc{p]es covered 'throughout the course . .7, .

; § T “ (pp: v and vi):
Principles of Cn‘mnuni%atinn has; sfirice iis inception, -embodied these
principles; any text for the course will also embody them

Poe and Fruehhng (1978) also said, "Good writing is largely
the application of effectwe human relations . . . to communication
situations" (p. vi). . |

3 . Stewart, Lanham arid -Zinmer, (1977) seemed to airee when they

said: ‘\ ;,
Busmess writing has an enormous effect on human re]anons.f o
= After all, what one-says. in writing is eveéry-bit "
£ . important as what he says a}oud‘ How [sic] he says n: can'
be evén more important in writing since a letter,cannot be

¥ accpmpanied by'a friéndly expression--a memorandum cannot
' smile . . .'.. Each written commumcatlon requires-all the
E “ skill in human relations ... . Skill in human relations

« 4 . 1s what makes for effectwe business writing. . (p. 302)
Impnrtant to written communication is a basic understanding of
,sentence and, paragraph development and of basic g\'amnar punctuation,
., ‘and spglh‘ng. Dagher (1978) savd, + . . a person.can't write an
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