
busi ness	correspondence	i ncl udes l etters,	memos,	faxes,	cvs,	emai l s

four	consi derati on	of 	a	busi ness	l etter

1.	subj ect	(what	you	are	wri ti ng	about)

2.	audi ence	(who	you	are	wri ti ng	for)

3.	purpose	(why	you	are	wri ti ng)

4.	styl e/organi zati on	(how	you	are	goi ng	to	wri te	the	l etter)

four	pri nci pl es	i n	busi ness	l etter	wri ti ng

1.	short

2.	simpl e

3.	si ncere

4.	strong

the	seven	cs	of 	styl e

1.	conversati onal 	(wri te	the	way	you	speak)

2.	cl ari ty	(l anguage	shoul d	be	adopted	to	the	reci pi ent)

3.	conci se	(el imi nates	al l 	unnecessary	words)

4.	compl ete	(i ncl ude	al l 	i nformati on	that	the	reader	shoul d	know)

5.	concrete	(use	speci f i c	terms	that	cannot	be	mi sunderstood)

6.	constructi ve	(use	words	and	phrases	that	set	a	posi ti ve	tone)

7.	correct	(check	spel l i ng	and	punctuati on)

types	of 	formats

1.	bl ock	l etter	format

2.	semi -bl ock	format

3.	modi f i ed	bl ock	format

4.	modi f i ed	semi -bl ock	format

A	memorandum
I t	i s	a	note,document	or	other	communi cati on	that	hel ps	the	memory	by	recordi ng

events	or	observati ons	on	a	topi c,	such	as	may	be	used	i n	a	busi ness	of f i ce

parts	of 	e	mai l

1.	to,	cc,	subj ect

2.	sal utati ons

3.	i ntroducti on

4.	purpose	of 	the	wri ti ng

5.	request

6.	l ooki ng	forward

7.	sal utati ons

8.	attachments

conversati onal wri te	the	way	you	speak
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cl ari ty l anguage	shoul d	be	adopted	to	the	reci pi ent

conci se el imi nates	al l 	unnecessary	words

compl ete i ncl ude	al l 	i nformati on	that	the	reader	shoul d	know

concrete use	speci f i c	terms	that	cannot	be	mi sunderstood

constructi ve use	words	and	phrases	that	set	a	posi ti ve	tone

correct check	spel l i ng	and	punctuati on
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