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hard copy
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indented format
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independent clause

< IR

inference

o HEIR

infinitive

RE

inform
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informal meetings

« FERLW

informal report

« FEREE

information interview
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information overload
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information report
ERERE
informational messages
ERTR

informative message

* AR &

informative presentation
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informative report
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informative or talking heads
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- EA it
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instructions

ES

intensionalism

« REEEX
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justification report
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L
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- RRAERE
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- 358

letter

B
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limitations

- BBR
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- R

listening
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M

mailing list

- HEFEE
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mean
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median
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minutes
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< IER

mirror question

« RS E

misplaced modifier

« MBS LRI 5
mixed abstract
RERE
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< RARR

mode

« KB

modified block format
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monochronic culture

o B—RtE L
monologue presentation
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multiple graphs

cZEHE

Myers-Briggs Type Indicator
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N

negative message
- AE{E &

news release
HEZHE

noise
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« dEFARIE AR

nonrestrictive clause
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nonsexist language

« EMANNKIET

nonverbal communication
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normal interview
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noun-pronoun agreement
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objective case

« K&
observation
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open body position
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open question
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opinion

W=

organization

o HHf

organizational culture
« HAXH

orientation

- BRIt B

original or primary research
- RANHYAT

outpull

« HWAMY K
outsourcing

A EHE

package

. HREL

paired graphs
-ERAEE

parallel structure

< FHIFITEN
paraphrase

<85k

passive verb

« WAES

people-first language
c IAAERIIES
perception

cREN

performance appraisals

o W STl
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« B

personal space

* MAZEE

personalized

«FANEE

persuade

. Wikt

persuasive presentation
s LR E
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REESETE

pie chart

- BHE

pitch

cE®

planning

< HRR

polarization

« tRimiL

polychronic culture

« ZITRYE AL
population

PN

positive emphasis
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positive or good news message
- BEM
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TR
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primary research
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probe question
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problem-solving persuasion
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procedural messages
cEFER

procedures

- EFF

process of writing
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product of writing

« SIERR

progress report

< HERE
proofreading

o KX

proportional typeface
« tL B E

proposal

< EiP

prospecting letter

- R KERE
psychographic data

« AtEEEE

psychological description
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psychological reactance
DR

purpose statement

- BBYitER

Q
questionnaire
- BEFER

R

ragged right or unjustified
margins

o BRARXFF

random cluster sample
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random sample

* BEHLHR

reader benefits

< EEZ AL

rebuttal

o R

recommendation report
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recommendations
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< B

reference line
BERE

referral interview
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release date

* RI{THH

request
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request for proposal, RFP
* B

reply card
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respondents

« FEA

response rate
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reverse chronology
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revising
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rhetorical purpose
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saves the reader’s time
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scope statement
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secondary audience

« REXR
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secondary research
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semantic triangle
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strategy
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