INDIRECT STRUCTURE
Although the direct structure is more common, there are occasions when communication should be structured indirectly. In this organizational plan, you build towards the purpose of the message. First you provide the background, technical details, or reasons that lead to a specific situation or recommendation. The key information is only revealed after the contributing factors or rationale has been thoroughly explained.
It is important to remember that indirect messages remain clear and concise; they do not become evasive or vague. The term indirect merely refers to the structure.
The following situations may call for indirect structure:
· The workplace or industry standard is indirect structure.
· The reader may be resistant to the message’s purpose.
· The reader may be surprised or upset by the message’s purpose.
Indirect structure prepares the reader and reveals the purpose gradually.
NOTE: You can click on the infographic below to view it in a new window.

INFOGRAPHIC DESCRIPTION
   BACKGROUND
First, the writer explains contextual information that orients the reader:
· Explain the history of a situation or project.
· Provide an overview of a topic or issue.
· Discuss needs or criteria for evaluation.
   TECHNICAL DETAILS/ANALYSIS
Next, the writer provides all the detailed information that the reader will need. This section should provide the foundation for the purpose in the next section, by explaining, analyzing, justifying or legitimizing it beforehand. Depending on the purpose, the writer could include different types of material:
· Provide full specifications for a technology.
· Explain reasons for a decision or request.
· Indicate a schedule and vision for a proposal or plan.
· Analyze options fully to justify a recommendation.
· Evaluate the feasibility of a solution.
   PURPOSE
The purpose should be the logical conclusion of all the information that has already been provided. Only after the background and details/analysis have been explained does the writer make the purpose clear:
· If the purpose is to inform the reader, provide the most important content.
· If the purpose is to request, ask clearly and politely for answers or actions.
· If the purpose is to persuade, recommend, or evaluate, indicate your stance.
   CLOSE
Finally, the writer should conclude the message. The last section may achieve a few goals:
· Provide a mechanism for feedback (if appropriate).
· Showcase a positive tone.

