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Provide a summary of chapter 9 in three to four sentences.
[bookmark: _GoBack]Traditional written communications such as letters, memos, and reports are less interactive compared to oral or electronic forms and are used when communication requires formal and detailed messages. Just like the other forms of communication, the traditional written media at providing accurate information in an ethical and concise manner (pg.140). Competent communication does not only include proofreading the message but also careful evaluation of the sentences/ verbs as well as arguments and the content taking into consideration the concerns of the co-communicators. To become competent and effective communicators through traditional written media, it is important to practice extensively, work collaboratively on drafts, consult others, and read their work. 

What are the most important pieces of information for you in this chapter?
For effective communication using traditional written media, it is important to look at the wordings, used vocabulary, sentence structure, clarity, the inclusion of relevant details/facts, and grammar, then match these crucial factors to the audience and the communicator's goal.
Traditional written communication media provide permanent and detailed information that can be referenced repeatedly by co-communicators, and therefore it is important to use correct and concise language.
Non-verbal expressions such as format and textual cues like font help to provide emphases and tone of the message and thus should be used appropriately (pg. 137).



 What questions do you still have after reading this chapter?
What are the disadvantages of using traditional written media of communication?
What are strategies to avoiding misinterpretation of a message when using traditional written media of communication?

