[bookmark: _GoBack]Here’s an example of proper planning:

Your reason for writing a message might be to request information about transferring a bank account to a different branch. If you only think about the reason rather than the result, you will be more writer-focused and come up with an opening line such as:
I am writing to ask for information about transferring bank accounts to a different branch.
If you are considering the result, chances are the message will be more focused on the action that the reader must take:
Please send me information about transferring bank accounts to a different branch.
The second version is better because it represents a more thoughtful and thorough process of planning: the writer has drawn the conclusion for the reader (what do?) and stated it plainly. You could take this further and consider more aspects of the action required (i.e. the result) by putting yourself in the reader’s shoes and asking if there are any details that would help make the task simpler. Questions you could ask yourself in this situation might include:
· Can I be more specific about what information I need? (Asking yourself this will save the reader time, as he or she may not have to guess and/or include all the material on the subject when only some is required)
· Can I be more specific about why I want the information? (Asking this question will also save the reader time by pinpointing exactly what is required)
· Can I be more specific about the format of the material and/or the nature of the reply? (Asking this will save the reader time by specifying how you want it delivered) 

Thus the request might be altered to this:
Please email me “how-to” information about transferring a high-interest savings account from your branch to the Pasdargent branch in Quebec. 
In this version the writer has planned the message by considering precisely what action the reader must take to fulfill the request.  In essence, the step of interpreting the message and planning an active response has been reversed—it is now part of the writer’s communication process instead of the reader’s. 
Planning          encoding        transmission         interpretation        reaction 
Increase in effort at the encoding stage proportionally reduces effort at the interpretation stage and also reduces the chance of misinterpretation. Focus on encoding rather than leaving the work for the reader.

