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Business Communication Essentials
1. Explain what it means to analyze the situation when planning a message. What do you need to know in order to develop an audience profile?
In analyzing the situation as a communicator, it provides you with the general ideas on how you will ensure that your needs are met while making sure that the recipient gets the information he requires. While tailoring the message, it is prudent to make it successful by starting with a clear purpose. The purpose provides a link between your needs as the sender and those of the intended audience. For simple, routine messages, the process of identifying your aim is always straightforward as opposed to complex situations where it is a bit demanding (Bovée, Thill & Schatzman, 2019). For example, a situation might arise where both the audience and purpose of the message are all different. In such a case, the only option is left for you as a communicator is to come up with distinctly different messages (Bovée, Thill & Schatzman, 2019). This aspect is what entails analyzing the situation.
It is important to note that the audience will not just use their valuable time just because you have a message for them. The truth is that they will need to have an interest in what you are saying and know what is there for them as a solution to their needs. In simpler terms, by applying your message, which of their problems will be solved. Due to this fact, it is best if, as a communicator, you know your audience’s expectations and needs and devise the way you will satisfy them. To be in an excellent position to develop the audience profile, the first step is to identify the most crucial audience the followed by determining their size as well as their distribution geographically. Said, know who your audience is, the number you need to reach, their knowledge about the subject, and their likely reaction to the message (Bovée, Thill & Schatzman, 2019).
2. Describe the techniques for gathering information before writing a business message.
Once you are aware of your audience, the next step is to organize the content of your message. When writing a simple message, it might indeed be considerably easy compared to complex messages (Bovée, Thill & Schatzman, 2019). In the situation of complex messages, it is crucial to some additional research and analysis before starting your writing. It is at this point you use some techniques to gather pertinent information for use in your writing. 
One technique is to use the perspective of the audience by putting yourself in the audience’s shoes. Also, giving an ear to the community can provide some insight into the information you want to relay through writing. This source can be from the online discussion and other similar platforms. Also, reading reports and information from the company can be useful, just like engaging customers and supervisors for some insights. While writing or presenting, getting some feedback from the audience is still a strategy to gather information before writing (Bovée, Thill & Schatzman, 2019).
3. Identify three attributes of quality information in a business message.
· First of all, the message must be accurate 
· Also, the message should be pertinent
· And finally, the message should be ethical. ((Bovée, Thill & Schatzman, 2019))
4. Explain why a good organization is essential to both you and your audience. When should a writer use the direct approach? When should a writer use the indirect method? How is the organization of each of these messages different?
It is important to note that good organization is not only good for you as a writer but also to the readers. One of the importance of a good organization is that it will assist your target audience in understanding the message you are trying to grasp its essential elements. Also, if a message is organized correctly, its acceptability is more comfortable as opposed to otherwise. Finally, and most importantly, an organized message saves the audience’s time since no time for covering irrelevant information (Bovée, Thill & Schatzman, 2019).
A writer should only use the direct approach on the condition that his audience will be receptive to the message. Here, it is best if you start with the main idea, like the conclusion, a request, or even the recommendation. The indirect approach, on the other hand, if the audience is going to be hesitant or even skeptical about what you want to pass, make use of the indirect approach. Here, the best step to take is starting with the evidence and proceed while building your case before bringing in the primary idea at last (Bovée, Thill & Schatzman, 2019). In the indirect approach, the idea is built carefully and logically, but it is not ignoring the problematic issue or avoiding them.
The organization of these two approaches is different in that, in the direct method, the message body gives all the necessary details. In contrast, in the indirect approach, you arouse the interest of the audience towards the subject. Also, in the direct method, while closing the message, you use a cordial comment, unlike in the indirect message where you request action for it. In the opening of the message in the direct approach, the request, the good news, or the main idea starts while in the indirect method, the method is to pose a question or a statement to capture the audience’s attention (Bovée, Thill & Schatzman, 2019).
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