Making Requests and Providing Information are fundamental communication
skills. The key is to be clear, polite, relevant, and timely in both cases. By
paying attention to these aspects, you can ensure effective and efficient
exchanges, fostering better understanding and collaboration.

Making Requests

Making requests involves asking for something to be done, whether it's
seeking information, assistance, a favor, or any other form of help. There are
various components and considerations when making requests:

1. Clarity:

Ensure your request is clear and specific. Ambiguous requests can lead to
misunderstandings.

Example:

Instead of saying "Can you help me?", specify what
kind of help you need, like "Can you help me

understand how to use this software?"




2. Politeness and Tone:

Use polite language and a respectful tone. Phrases like "please" and "thank
you" can make a big difference.

Example:

"Could you please send me the report by
tomorrow?"

3. Justification:

Sometimes, providing a reason for your request can help the other person
understand its importance and urgency.

Example:

"Can you complete this task by EOD? We need it for
the meeting tomorrow morning."

4. Feasibility:

Make sure your request is reasonable and within the ability of the person
you're asking.

Example:

Instead of asking someone to finish a huge project
overnight, break it down into manageable parts.




5. Channels and Timing:

Choose the appropriate channel (email, face-to-face, phone call) and the right
time to make your request.

Example:

C )
Don't ask for complex tasks in a rushed hallway

conversation; instead, schedule a meeting or send a

detailed email.
N\ /

Providing Information

Providing information involves sharing knowledge, data, or details that
someone else needs. Here are key aspects of effectively providing information:

1. Accuracy:
Ensure the information you provide is accurate and up-to-date.

Example:

Verify facts and figures before sharing themin a
report or presentation.

2. Clarity and Simplicity:
Present the information in a clear and simple manner to avoid confusion.

Example:

Use straightforward language and avoid jargon

unless your audience is familiar with it.




3. Relevance:
Provide information that is directly relevant to the request or context.

Example:

a )
If someone asks for sales data, give them the

specific figures they need rather than

overwhelming them with unnecessary details.
(& /

4. Completeness:

Make sure the information is complete and covers all necessary aspects.

Example:

When providing instructions, include all steps and
necessary details to avoid gaps.

5. Format and Presentation:

Present the information in a suitable format (written, verbal, visual) and
structure it logically.

Example:

Use bullet points, charts, or tables to make complex
data more digestible.




6. Responsiveness:

Provide the information in a timely manner. Delays can cause problems,
especially if the information is needed urgently.

Example:

-

o

Respond to an urgent email promptly, evenif it’s to
acknowledge receipt and indicate when you’ll
provide the full information.

~




Making Requests

Email Request for Information:

/Subject: Request for Q1 Sales Data \

Hi John,

| hope you're doing well. Could you please send
me the sales data for the first quarter of this year? |
need it for the upcoming board meeting on Friday.

Thanks in advance for your help.

Best regards,

& y

Face-to-Face Request for Assistance:

"Hi Lisa, I'm having some trouble with this new software we’re using. Could
you please spare some time to walk me through the main features?"




Providing Information

Responding to an Email Request:

N

Subject: Re: Request for Q1 Sales Data
Hi Sarah,

Sure, please find attached the sales data for Q1. Let
me know if you need any further details.

Best regards,

\ John /

Giving Instructions Verbally:

"To complete the task, first log into the system, then navigate to the 'Reports’

section, select 'Q1 Sales', and click 'Download'. Let me know if you encounter
any issues."




