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UNIT- 1 – REPORT WRITING AND INTERNAL CORRESSPONDENCE 

REPORT Writing – Meaning 

A report is a document that presents information in an organized format for a specific 

audience and purpose. Although summaries of reports may be delivered orally, 

complete reports are almost always in the form of written documents.  

The significance of the reports includes: Reports present adequate information on 

various aspects of the business. All the skills and the knowledge of the professionals 

are communicated through reports. Reports help the top line in decision making. A rule 

and balanced report also helps in problem solving. 

Importance of report 

 1. Decision-Making Tool 

Today’s complex business organizations require thousands of information.  Reports 

provide the required information a large number of important decisions in business or 

any other area are taken on the basis of the information presented in the reports. This 

is one of the great importance of the report. 

2. Investigation 

Whenever there is any problem, a committee or commission or study group 

investigates the problem to find out the reason behind the problem and present the 

findings with or without the recommendation in the form of a report. It is another 

importance of the report. 

3. Evaluation 

Large scale organizations are engaged in multidimensional activities. It is not possible 

for a single top executive to keep a personal watch on what others are doing. So, the 

executive depends on reports to evaluate the performance of various d epartments or 

units. 
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4. Quick Location 

There is no denying the fact that business executives need information for quick 

decision-making. As top executives are found to be busy for various purposes), they 

need vital sources of information. Such sources can be business reports. 

5. Development of skill 

Report writing skill develops the power of designing, organization coordination, 

judgment, and communication. 

6. Neutral presentation of facts 

Facts are required to be presented in a neutral way; such presentation is ensured 

through a report as it investigates, explains, and evaluates any facts independently.  

7. Professional Advancement 

The report also plays a major role in professional achievement. For promotion to the 

rank and file position, satisfactory job performance is enough to help a person. But for 

promotion to a high-level position, intellectual ability is highly required. Such ability 

can be expressed through the report submitted to a higher authority.  

8. Proper Control 

Whether activities are happening according to plan or not is expressed through a 

report. So, controlling activities are implemented based on the information of a report.  

Types of Business Reports in Business Communication 

The business reports are classified on many basis. Such types of business reports are 

briefly explained. 
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Types of Reports in Business Communication 

Reports on the basis of Importance or Frequency 

The reports are classified into two types. They are ordinary or routine reports and 

special reports. 

1. Ordinary or Routine Report 

Ordinary reports are prepared and presented before the managing director at specific 

intervals or to the next authorized person in the business routine. The reports shall be 

submitted either daily, weekly, fortnightly, monthly, quarterly, bi-annually or annually. 

This type of report contains mere statement of facts in detail without any opinion or 

recommendation of the reporter. 

Examples for routine reports are Report of Directors to the Annual General Meeting, 

Auditor’s Report to the Annual General Meeting, Sales Report, Production Report and 

the like. 

2. Special Report 

This type of report is prepared and presented before the top management on specific 

request. It usually contains the opinions or recommendations of the reporter with the 

help of facts and arguments. Examples for special report are opening of branch, 

introducing a new product, Improving the quality or changing the shape or size of the 

product and the like. 

Reports on the Basis of Legal Formalities 

The reports are classified into two types. They are formal report and informal report. 

1. Formal Report 

Formal report is prepared in a prescribed format and presented before the competent 

authority in an established procedure. Reports submitted by officials or committees of 
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constituted bodies (example: Companies, Cooperative Societies, Local Bodies etc.) are 

usually formal report. 

2. Informal Report 

Informal report is prepared in a format of the convenience of the reporter and 

presented directly before the required person as and when demanded. An informal 

report is presented as in the form of letter or memorandum. Generally, it takes the 

form of a person to person communication. 

The formal reports are classified into two types. They are statutory report and non -

statutory report. 

Reports on the basis of Function 

The reports are classified on the basis of function into two types. They are informative 

and interpretative. 

1. Informative Report 

An informative report is prepared and presented with the help of available information 

at the maximum with regard to an issue or situation. 

2. Interpretative Report 

An interpretative report is not only contains the facts, views and opinions of reporters 

and others but also includes the causes for an issue or an event and required remedial 

action with recommendations. 

Reports on the basis of meetings 

Whenever a meeting is organized in any business organization, a report is prepared by 

the secretary or any other individual about the proceedings of the meeting. Such 

reports are classified into two types. They are Vibration Report and Summarized 

Report. 
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1. Vibration Reports 

A vibration report is a complete word by word record of all discussions made at a 

meeting. For example, Appointment of an Auditor. A resolution is passed in the 

meeting. Likewise, Directors are appointed and the remuneration and perquisites of 

key personnel are fixed by passing a resolution. In this case, a report is prepared by 

including the vibration record of the resolutions passed with the names of the 

proposers and seconders, manner of voting and results. 

However, the verbation report should not be confused with the minutes of the 

meeting which is the official record of the proceedings and the decisions arrived at in 

the meeting. 

2. Summarised Report 

A summarized report is prepared with the help of the essential details discussed in the 

meeting. This type of report is prepared for sending to the press or to shareholders of 

the company or members of the institution. 

Reports on the basis of Nature of the Subject dealt with 

The following reports are included in the report which are classified on the basis of the 

nature of the subject dealt with. 

1. Problem Solving Report 

A problem may arise in any one of the department or in the whole organization. Hence, 

the top management may seek a report for solving the problem. When, the reporter 

collects various information to find the causes for such problem. Moreover, the report is 

concluded with the ways of solving the problem. Such type of report is called Problem 

Solving Report. 

2. Fact Finding Report 
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A machine may be breakdown in the factory premises. Sometimes, there may be a 

rivalry between the two group of workers. Now, the management wants to know the 

real reason for machine break down and group clash between the workers. In this case, 

the reporter analyze the incident through detailed investigation and find the truth. 

Finally, the reporter presents the facts in the report form before the top management. 

3. Performance Report 

The business organization wants to know the performance of each department 

periodically or performance of a branch or performance of newly appointed employee 

or performance of existing employees for promotion, transfer and the like. The 

management is not in a position to take a decision without knowing the perfo rmance. 

Hence, a reporter is asked to prepare the performance report for anyone of the 

reasons mentioned above. 

4. Technical Report 

There is a lot of changes made in the technology. Whenever a company is going to 

introduce mechanical process instead of manual process, the level of technology 

required assessed. Sometimes a design may be changed in the existing product, if so, 

latest technology should be adopted. In this case, a detailed report is essential to top 

management for taking a decision. Such type of report is called Technical Report. 

Reports of Committees or Subcommittees 

Committees or Subcommittees are formed by the top management to prepare the 

report on any one of the issue. The followings are included in the reports of committee 

or subcommittee. 

Standing Committee Report 

Adhoc Committee Report 

Minority Report 
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Majority Report 

1. Standing Committee Report 

Standing Committees are permanent in nature and are entrusted to deal with some 

continuing aspects of the business organization. 

For example: Finance, Performance of Employees, Performance of Departments etc. 

These matters are continuously watched by the standing committee and submit the 

report at frequent intervals. 

2. Special or adhoc Committee Report 

Special or adhoc Committees are appointed to deal with special investigation and are 

dissolved as soon as the presentation of report. Hence, the life of special committee is 

temporary. 

For example: Fire occurrence or Accident incurred within the factory premises. The 

causes for fire or accident are find out by forming special committee. 

3. Minority Report 

Committees or subcommittees are appointed to submit the report based on the 

investigation of special subject. Generally, three members are selected to form a 

committee or subcommittee. One member being the chairman of such committee or 

subcommittee. 

If the members have different opinion or views over the subject matter dealt with, the 

dissentient member may append the notes of dissent or may submit a report 

separately. Such report is termed as Minority Report. Even though, the dissent 

members must sign in the majority report with dissent note. 

4. Majority Report    Generally, all the members of the committee or subcommittee 

including chairman have unanimous opinion among them. If so, only one report is 

prepared and presented before the responsible body. If not so, majority members of 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

the committee or subcommittee have different opinion than minority members. In this 

case, majority members are going to submit a report before the responsible body. Such 

report is termed as majority report. 

NEGATIVE REPORT:-  

In business writing, a bad-news message is a letter, memo, or email that conveys 

negative or unpleasant information—information that is likely to disappoint, upset, or 

even anger a reader. It is also called an indirect message or a negative message. 

Business communication always delivers a message of some kind. Often times, this 

message falls into one of four categories: positive, negative, mixed positive and 

negative messages, and persuasive. ... In short, negative messages are informative 

messages that your probably does not want to hear. 

There are seven goals to keep in mind when delivering negative news, in person or in 

written form: 

• Be clear and concise in order not to require additional clarification. 

• Help the receiver understand and accept the news. 

• Maintain trust and respect for the business or organization and for the receiver.  

• Avoid legal liability or erroneous admission of guilt or culpability. 

• Maintain the relationship, even if a formal association is being terminated. 

• Achieve the designated business outcome. 

 

• PARSUASIVE REPORT  

A persuasive essay is one in which you attempt to get the reader to agree with your 

point of view. You are trying to present arguments, research, and ideas in order to 

sway the reader one way or the other. 

Given below is Specimen of Persuasive reporting  

 A report about the need to computerize the activities department.  
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Dear Sir 

Subject:  

Report on the urgent need of computerizing the Accounts Department Our branch has 

achieved unprecedented growth in business in the fast three years. The volume of 

sales, the number of customers, the gross turnover, the net profits, the staff strength 

in the branch all have almost doubled. This phenomenal growth has put tremendous 

pressure on the efficiency of the Accounts Department. Keeping up-to-date records of 

our purchases, sales, the salary bills, and other overheads has become almost 

impossible. Although the Head Office has twice sanctioned the appointment of 

additional hands, the present staff strength is proving utterly inadequate to cope with 

the mounting pressure.  

The Accounts Department continues working till late hours but fails to keep the 

records up-to-date. The pressure of work during the preparation of the records 

becomes almost unbearable, In the present situation, computerising the Accounts 

Department seems to be the only way-out. It may be noted that although our branch is 

doing better work in terms of the volume of business than the branches at Pune, 

Kolhapur and Nagpur, ours is the only branch that has yet to be computerised. The 

other three branches were computerised about three years back. Computerization of 

the Accounts Department will in fact lead to a reduction in the staff strength and prove 

to be more economical in the long run.  

Yours faithfully, 

SPECIAL REPORTING  

Meaning 

Special reports are written in a systematic format which varies slightly according to the 

requirements of the organisation and the subject of the report. Special reports do not 

deal with routine affairs of the organisation Special report are rare occurrence in 
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nature or based on situation, circumstances or situation which occur once in long 

period of time.  

Special report is a report comprising basic business intelligence specially generated to 

focus attention on problems, challenges and opportunities Special report is prepared 

and presented before the top management on specific request. It usually contains t he 

opinions or recommendations of the reporter with the help of facts and arguments.  

Types of Special Reports First Information Report: 

 This is required when there is a disaster like fire, building collapse, robbery or accident 

in an organization. It is prepared by a responsible person on-the-spot or the person in 

charge, for submission to a higher authority, for example the branch manager prepares 

it for submission to Regional Office or Head Office. The report has to give all the 

information which is available immediately after the incident occurs. It must state what 

happened, about what time, who first noticed it, and what steps were taken 

immediately.  

It also states the extent of destruction or loss of life, property, important papers, etc. 

as can be estimated immediately  

Investigation report: This is written after making a thorough study and inquiry. An 

investigation is made when there is a problem and the management needs to find out 

the causes of the problem, and needs suggestions for solving it. For example, falling 

sales, declining deposits in a bank, many customer complaints, losses in a branch, etc.  

A committee may be appointed to find out the causes of the problem, and suggest 

measures to prevent it from occurring again. It requires collection of facts which are 

not always easy to get. The collected information has to be analysed; conclusions have 

to be drawn and recommendations have to be met erase in the Since such reports 

require a great deal of work, thinking, discussion and consideration, they are usually 

assigned only to a committee of competent and experienced persons. A simple 
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investigation of a small problem may be assigned to an individual who has knowledge 

and experience in the field.  

Feasibility or Survey Report: A feasibility report is required when an organization 

intends to launch a new product in the market, introduce a new service, or make any 

major changes that may affect the company's customers. 

INFORMAL REPORTS  

Meaning :  An informal report is usually in the form of a person to person 

communication. It does not follow the rules and procedure directed an organization. 

Informal report can be prepared in one page or require it can be prepared in several 

pages too. Such report is quickly prepared and does not require any extended 

planning. Informal report follows natural language and style. The main purpose of 

informal report Is to present certain information. And there is no opportunity to add 

personal comment or opinion in such report. Actually, informal reports are the shortest 

as well as simplest of all kinds of reports. These reports are most frequently used to 

report in business. Informal reports are generally written in memo or letter formats.  

Types and Functions of Informal Reports  

Information Report Analytical Report 
Incident Report ; 
Describe events in the workplace to 
officially document them for legal and 
Insurance purpose. 

Bench Mark and Yard Stick report.  
Evaluate two or more solutions to a 
single problem to determine the best 
solution. 

Progress Report: 
Monitors and controls production, sales, 
shipping service or related business 
processes. 

 

Compliance report:  documents and 
indicates the extent to which a product 
or service is within established 
compliance parameters or standards. 

Recommendation report :  Makes 
recommendations to management and 
serves as a tools to solve problems and 
make executive decision. 
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Financial report ; 
Analyses the status and trends from a 
finance perspective. 
 

 

Investigate report: 
Respond to a request for information 
about a specific problem or situation. 

 

Activity Report : 
Document the ongoing activities or 
projects of a division or department. 

 

 

PROPOSAL :-  

Meaning :- Business Proposal is a  documents like estimates, bids and quotes. A 

proposal puts the buyer's requirements in a context that favours the seller's products 

and services, and educates the buyer about e capabilities of the seller in satisfying their 

need 

 Types of Proposals 

There are two types of proposals-research proposals and busine proposals. Here we 

propose to discuss business proposals. While drafting a business proposal we must be 

thoroughly familiar with the requirements of the solicitor, regarding the problem, 

needed solution specific work to be done or equipment to be installed, number of 

copies required, deadlines and so forth. When we write an unsolicited proposal we 

have to convince the reader or review committee that we fully understand the 

organisation's problem and that we are qualified to solve it successfully.  

There are three distinct categories of business proposals: 

• Formally solicited  

• Informally solicited 

• Unsolicited Solicited  
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• Solicited Proposals are written in response requirements, contained in a 

request for proposal (RFP), request for quotation (RFQ), invitation for bid (IF B), 

or a request for information (RFI). Request for Proposal (RFP): REPS provide 

detailed specifications of what the customer wants to buy and sometimes 

include directions for preparing the proposal, as well as evaluation criteria the 

customer will use to evaluate offers. Customers issue RFPS when their needs 

cannot be met with generally available products or services. RFIS are issued to 

qualify the vendors who are interested in providing service/products for 

specific requirements. Based on the response to RFI, detailed RFP is issued to 

qualified vendors who the organization believes can provide desired services. 

Proposals in response to RFPS are seldom less than 10 pages and sometimes 

reach 1.000's of pages, without cost data 

•  Request for Quotation (RFQ):  

• Customers issue RFQS when they want to buy large amounts of a commodity 

and price is not the only issue availability or delivering or service are 

considerations. RFQS can be very detailed, so proposals written to RFQS can be 

lengthy but are generally much shorter than an RFP- proposal. RFQ proposals 

consist primarily of cost data with brief narratives addressing customer issues, 

such as for example, when quality control.  

• Invitation for Bid (IFB): Customers issue IFBS when they are buying some 

service, such as construction. The requirements consideration is price. For 

example, a customer provides architectural blueprints for contractors to bid on. 

These proposals can be lengthy but most of the length comes from cost-

estimating data and detailed are detailed, but the primary schedules.  

• Request for Information (RFI): Sometimes before a customer issues an RFP or 

RFQ or IFB, the customer will issue a Request for Information (RFI). The purpose 

of the RFI is to gain "marketing intelligence" about what products, services, and 

vendors are available. RFIS are used to shape final RFPS, RFQS, and IFBS, so 

potential vendors take great care in responding to these requests, hoping to 

shape the eventual formal solicitation toward their products or services.  

• Informally Solicited Proposal: Informally solicited proposals are typically the 

result of conversations held between a vendor and a prospective customer. The 
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customer is interested enough in a product or service to ask for a proposal. 

Typically, the customer does not ask for competing proposals from other 

vendors. This type of proposal is known as a sole-source proposal.  

• There are no formal requirements to respond. But they choose good quality of 

product.  

• Unsolicited Proposal: Unsolicited proposals are marketing brochures. They are 

always generic, with no direct connection between customer needs or specified 

requirements. Vendors use them to introduce a product or service to  

•  

• 1. Draft a negative repart.  

• 2. Explain guidelines of persuasive report. 

• 3. Draft a persuasive report. 10. Explain the types of special report,  

• 4. Draft a special report.  

• 5.Expalin the functions and types of informal report.  

• 6. State the types of Proposals.  

• 7. Explain the drafting of formal reports.  

• 8. State the structure of formal report. King  

• 9. Explain the features and contents of the Project report. 

• 10. Draft a meeting report. 18. Explain the content of project report.  

• 11. State the guidelines for drafting of Project report. 

• 12. What are the features of press report?  

• 13. Explain the guidelines for drafting press report.  

• 14. What is memo? State the users of memo.  

• 15. What is office order? What are the necessities while drafting office order? 

16. What is office circular? What are the requisites while drafting office 

circular? 

• 17. As an office supervisor, draft a memo for the employees staying out late 

during tea break which causes loss in work hours and general discipline,  

• 18. Your industry has not been able to meet the production target for the 

month because of excessive causal leave of the workers. As a manager draft a 

memorandum warning the workers that if this trend continues their bonus will 

be reduced. 
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• 19. As general secretary of a student's association, draft a circular informing 

students about the book bank facility made available in their town. 

• 20. State types of Report. 

PRESS RELEASE 

 Written communication aimed at the world outside the organisation is a very 

important way of projecting the company image. It can be through personal 

correspondence, an advertisement offering the company's products and services, an 

advertisement for a new member of staff in press, notices in the business or 

professional press and journals, Introduction an article or details in the local national 

press concerning, the company and its activities passed on the press by the company 

itself. All these communications have the advantage of being able to a large number of 

people.  

They should be prepared with care to reach concern so as to convey the right tone, 

attitude and information i and style of language most suitable for the target audience 

or the market aimed at. 

Meaning of Press Release Issuing a press release is primarily an exercise in public 

relations Organisations issue them on several occasions. It may be a part of effort at 

image building. Alternatively, product information may he offered to the media for 

favour of publication. The press release may be sent to disseminate information about 

a seminar to which has been bagged, a senior level! corporate appointment, the profits 

earned during the last financial year, collaborations, diversification into new areas, 

joint ventures with other partners and so on. Press releases are usually sent to the 

various newspapers, electronic media like radio/television and to leading news 

agencies.  

Press Release Vs. Press Report  

A press release is not the same thing as a press report. Though the former may lead to 

the latter insofar as a Report may be based on the contents of a press release. A press 
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release is usually drafted in-house while a press report is shaped out of inputs received 

by professional journalists. The Public Relations Officer (PRO) of the company labours 

on the draft so that information available with him may be published without any 

major cuts in the print or electronic media. The media does not charge anything for 

devoting precious space or time to such releases The prime consideration is that their 

readers or viewers should be interested in the information being offered. Therefore 

they are quite selective when it comes to picking up the releases to be covered in the 

next issue of the paper or the next bulletin to go on air. 

Characteristics of Press release ;- - 

Bold heading and Sub-heading: A press release should be Bo suitable heading and if 

the matter is too long it should be divided into paragraph with subheadings.  

Dynamic news article: A press release should look like a dynamic news article.  

Contact information: The party publishing or receiving the article for press release may 

have to be contact. The person sending the release in case extra information is 

required to make a story line. 

Professional writing: The press release should be written in the manner it is written by 

publishing house. If professionally written, editor will publish it without any changes. It 

should include name of company, address, date of event, key points about business 

etc. 

5. No spelling mistake and grammatical error: A press release should be free from 

spelling mistake and grammatical error. etc.  

6. Keep it to the point: Don't play behind the bush. Don't rumble or use unnecessary 

words. Keep it to the point. an be  

7. Target your audience: The press release should be to the people it is intended. 

Good Press Release   
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The alternative to a press release is a paid advertisement, which costs a fortune. 

Therefore, it is necessary to learn the art of preparing good press releases. It may be a 

good strategy to prepare a press release as an outsider or as a reporter would do, 

taking an objective view and avoiding personal pronouns. In order to have a fair chance 

of selection, a press release should have the following. 

 News value: Today's news is tomorrow's history. The information contained in the 

release must be recent in order to arouse interest. Newspapers often try to get scoops 

so that they may be the only ones to break the story. Though a press release cannot 

serve such a purpose since it is widely distributed, yet it must try release should have 

the following: 2. Factual: A press release based on factual information has greater 

chances of publication since verification is possible. Opinions tend to be subjective and 

biased. Therefore, facts are always to convey the latest information preferable. It is 

also true that one cannot exclude opinions from a press release altogether. An 

effective strategy may be to mention the facts first and then infer opinions from them.  

3. Clarity: A press release must be written in a clear and transparent style. In choice of 

words therefore, connotation should be avoided in favour of denotation, 

4. Interesting: Press releases must be drafted in an interesting manner. It is common 

for an organisation to present things from its own perspective. However, the reader or 

a viewer may have different expectations, Reams of paper may go waste if the press 

release does not offer anything of consequence to the reader. When sending them out 

to print media, a photograph or a graphic illustration may be added to enhance their 

appeal. Visuals in the forms of video clipping or footage may accompany releases to TV 

News channels. Colour makes a significant contribution to the value of the press 

release.  

5. Brief: The Chief of Bureaus are known to strike out large parts of press releases 

received by them daily. One cannot fault them because they are parting with precious 

space and time. It is unfair to expect them to publish something fit for an 
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advertisement free of cost. Therefore, we can increase the chances of our press release 

being included if we keep it brief.  

6. Suitable: Newspapers or TV channels follow their individual policies. It makes sense 

to send the press release to a suitable media, which is likely to be interested in the 

contents. For example, a press release about the imposition of anti-dumping duty will 

have greater chances of inclusion in an economic paper or a business channel than in a 

general newspaper or entertainment channel.  

7. Display: The display of a press release is important, it should preferably be prepared 

on a word-processor in a standard font and a convenient size. Variations for creating 

an artistic effect are an exception. Journalists are the most harassed community and 

have to work under considerable pressure till late hours to meet deadlines. Therefore, 

a brief and neatly produced press release furnishing, convincing interesting facts and 

making reasonable and fair assumptions is preferred by them. 

8. Format: The press release should always be printed on the letter head of the 

organisation, carry the date of release or preparation and be signed by an authorised 

person, who can also be contacted for any clarification or further information.  

9. Dispatch: Press releases may be sent directly to the editors or journalists of the 

media or handed out at Press conferences, which are summoned in advance.  

10. Colloquialisms: A colloquialism, clichés and pomposity. The aim is to highlight 

something worth reporting. press release should be free from  

 Drafting of Press Release  

1. Grab Attention with a Good Headline: The beginning of a press release is the most 

important. A strong headline (and, for that matter, email subject line when you send 

out the pitch) will pull in journalists seeking good stories. Your headline should be as 

engaging as it is accurate. 
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2. Get Right to the Point in the First Paragraph: Because reporters are busy people, 

you must assume that they will only read the first sentence and then scan the rest -- 

and even that's a Of generous assumption. Get the message of your press release out 

quickly. Every important point should be addressed in the first few sentences. The 

subsequent paragraphs should be for supporting information. 

3. Include Hard Numbers: It's easy to fill up a page with a creative, colourful narrative. 

Leave the artistry to the writers -- pack your press release with hard numbers that 

support the significance of your product or announcement. If you're claiming a trend, 

you need proof to back it up. Quantify your argument and it will become much more 

compelling.  

4. Make it Grammatically Flawless: Proofread your press release - and let a few other 

people proofread it as well -- before sending it out. Even a single mistake can dissuade 

a reporter from taking you seriously.  

5. Include Quotes Whenever Possible: There is a source of natural colour that cannot 

be replicated: quotes. Including a good quote from someone in the compa ny or close 

to the product/event can give a human element to the press release, as well as being a 

source of information in its own right.  

6. Include your Contact Information: A common oversight that can render a press 

release ineffectual is a lack of contact information for reporters to follow up with, 

Whether you someone else at the company is the point of contact, dons forget to 

include an email address and phone number on the release (preferably at the top of 

the page).  

7. One Page is Best -- and two is the Maximum: As with me.. good writing, shorter is 

usually better. Limit yourself to one page though two pages is acceptable This will also 

force you to condense your most salient information into a more readable document -- 

something journalists are always looking for.  
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8. Provide Access to More Information: You must limit your prese release to one page 

(or two, if you must), but that doesn't mean you can't show people how to learn more. 

Providing relevart links to your company's website, where prospective writers car learn 

more about your mission and what you've already accomplished is a crucial element to 

the release. Don't make writers search on their own for more information -- guide 

them as quickly as possible to your website, and keep their interest piqued.  

Specimen Press Release  

1. Research and Development Research & Analysis Department of the Northern 

Railways has succeeded in developing an Eco-friendly Electronic Governor. This 

instrument will help improve fuel efficiency of diesel-electric locomotives currently in 

use. Field trials have also shown significant reduction in emission levels, which would 

also lower the maintenance costs: The Railways is optimistic about reducing cost of 

production once commercial production of the Electronic Governor begins. The 

Railway Minister has complimented the department on achieving this breakthrough. 

Issued by:  

2. Awards  

PRESS RELEASE Bharat Sanchar Nigam Limited (BSNL) has won the Best Entrepreneur 

Award for the year 2008-2009. The award is given annually by the Ministry of Telecom 

of the Government of India. BSNL was formed only recently after the dissolution of 

DOT. It has made significant inroads into field of basic telephony in the first year of its 

operations. It also proposes to offer mobile services using Wireless in Loop technology 

P at highly competitive rates. The Director General of BSNL complimented the 

employees on this occasion  

Issued by:  

3 Election on Coveted Post 
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 Shri. Shiv Kumar Gupta has been elected President of the Punjab, Harvana, Delhi 

Chamber of Commerce and Industry. Shri. Shiv Kumar is recently Chairman and 

Managing Director of Amar International Ltd., a multinational company". 

4. Achievements "Shri, Paramchand Jain, Shri. P. Natesan and Shri. Girish Patel, 

members of the Company Law Committee of the Federation of Indian Chambers of 

Commerce and Industry are leaving for a month's tour to the US, UK and Canada to 

study the functioning of stock exchanges there and submit a memorandum to the 

Government".  

5. Financial Boost "Sundaram and Sundaram Limited have made a record profit before 

tax of {2,345 lakhs. The net profits after taxation and appropriation to statutory 

reserves stand at 7 1,987.34 lakhs. This is the third year in succession that the company 

has crossed the two thousand lakhs mark in pre-tax profits.  

The Board of Directors has recommended a dividend of 18.75% on al! equity shares 

and have decided to convert all the 10.5% preference shares into redeemable 

debentures, necessary resolutions for giving effect to this are being sent to the 

shareholders.  

The turnover of the company this year has gone up by 23% at 7 12,345 lakhs, the total 

assets stand at ₹ 5,678 Lakhs and the debt equity at  1.1 The company intends to 

diversify into electrical machinery manufacturer by starting a new unit at 

Ramagundam, Andhra Pradesh. Necessary letter of intent has already been issued by 

the Central Government. The consent of the Securities and Exchange Board of India 

would be applied for, after placing the proposal for issue of equity shares for covering 

the project cost is approved by the shareholders in the ensuing annual general 

meeting."  

IMPORT EXPORT TRADE Introduction No country in the world produces all goods in its 

own land. It has to depend on other countries for many types of good, products and  
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commodities. It exports many goods and commodities, which are in excess of home 

consumption, to other countries. Even if a country can produce all goods of its 

requirements, the cost prices of different commodities differ because of various 

factors. A particular commodity can be produced in country A at a much lower cost 

than in country B. It is Business profitable, therefore, for the country B not to go in the 

production of thee commodity at home but to import it from country A.  

 In these various ways import and export trade is built up and a constant flow of gos 

from one country to another country takes place. All this traffic facilitated through 

correspondence. A good knowledge of it will always stand a businessman in good 

stead. A brief account of the various type of traders engaged in this work and their 

methods of conducting their business and the correspondence relating to it are 

discussed here an follows. A trader importing goods through a foreign commission 

agent would rarely ask the latter to make quotations as he relies on his goodwill. If, 

however, the trader wants to buy goods directly from a foreign manufacturer, he will 

first write a letter of enquiry and obtain a quotation.  

The letter of enquiry must provide full details of the goods required and state how they 

should be packed and by what time they should be despatched. In the case of first 

enquiry, it is usual for the importer to send to the exporter the names of bankers or 

traders to whom exporter may refer for information regarding the financial position of 

the importer. Enquiries and quotations are frequently made by cable in codes which 

may be private or public. Whether the exporter should quote the price of the goods in 

his own currency or in that of the importer is decided by reference to the terms of the 

enquiry, the circumstances of each particular case and the trade usages of the two 

countries.  

On receipt of the indent the exporter proceeds to execute the order. The goods are 

procured and arranged for their packing and shipment according to the instructions of 

the importer. When the goods are shipped the shipping documents are forwarded to 

the importer, either directly or through the bank. After getting shipping documents 

that entitle an importer to take delivery of the goods shipped to him, he waits for the 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

arrival of the ship carrying them. As soon as the goods arrive, the importer makes 

arrangements for taking delivery of the goods from the Customs house in the custody 

of which they lie after they are unloaded from the ship. In case the importer does not 

need the goods so imported immediately or has the intention of re-exporting them, he 

can without meant of the import duty have them stored in ware-houses owned by 

Government called Bonded Ware-house. When goods lie in such a re house they may 

be inspected, handled, Specimen etc, by the owner. Import-Export correspondence is 

not essentially very different from inland trade related correspondence. With the rapid 

expansion of business and fast technological advances more and more import -export 

activity is taking place. Naturally, it is quite common for manufacturers to o in for 

sophisticated equipment/components from abroad and look for markets for their 

product in other countries, And in spite of all the state- of the-art communication 

systems, letters are still the main means of communication between importers and 

exporters: Import-Export correspondence passes through many stages as there are 

many parties involved in it.  

An importer may place a direct order with a manufacturer/supplier overseas or 

through an indent house/ commission agent. In either case payments are made 

through the banker, So correspondence with the banker is a necessary part of import - 

hi export correspondence. 

Letters Of Credit  

The 'Irrevocable Letter of Credit' is the most commonly used method of payment for 

import. Exporters can be sure that they will be paid when they dispatch the goods and 

importers have proof that the goods have been dispatched according to their 

instructions. This 'letter' is an inter-bank communication. The two banks take full  

The responsibility that both shipment and payment are in order.  

• Importer and exporter agree upon a sales contract and the terms of the 

Documentary Credit. 

•  Importer asks their bank to open a Documentary Credit in the exporter's favour.  



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

• The importer's bank (the issuing bank) sends a Letter of Credit to a bank in the 

exporter's country (the advising bank).  

• The exporter presents the shipping document to the advising bank as proof that 

the shipment has been dispatched. If everything is in order they are paid. 

•  The advising bank sends the document, to the issuing bank. The advising bank 

sends the document to the importer, who uses them to obtain the delivery of 

the goods.  

 What Is Project Report? 

The project report is a document that contains all information regarding the proposed 

project. It is served as a blueprint of all operations to be undertaken for attaining the 

desired results. The project report is basically the business plan of action and clearly 

describes its goals and objectives. It is one that helps in converting the business idea 

into a productive venture without any chaos or confusion as it defines strategies for 

project execution. 

Information from various aspects like technical, financial, economic, production and 

managerial are together constituted in project report for better understanding. It 

describes all inputs required for the accomplishment of a project so that they can be 

arranged accordingly at the right time. 

The project report is an essential tool available with management for proper 

monitoring of operations and helps them in recognizing any problems. Managers 

through project reports are able to estimate all costs of operations and possible 

profitability of the proposed project. 

Following are the contents of a project report. 

Title 

The title page of the report denotes the title of a project and the author’s name. It 

mentions the name and detail of industry for which the project is undertaken. This 

page must clearly define the area and scope of project. 
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Abstract 

Abstract is a brief summary giving details about the contents of a project report. It 

provides an idea to reader regarding what is project report about. Anyone who does 

not know anything about report simply by reading its abstract can make out whether it 

is of their interest or not. Abstract is generally half a page long. 

Acknowledgements 

This section of report denotes the individuals who assisted you during your project 

work. It is meant for thanking the people who provided you technical or any other type 

of assistance such as your supervisor. 

Contents Page 

Content page tells about the main chapter and sub sections included in the report. 

Chapters with proper titles are mentioned along with the page numbers telling where 

the particular chapter/section begins and ends. It should be ensured that only 

sufficient levels of subheadings are provided under each chapter.  

Introduction 

It is the most crucial element of the project report. The introduction tells about the 

nature and scope of the report to the reader. This part summarizes what the author set 

out to attain, gives a clear description regarding the background of the project, main 

contributions, and relevance. The introduction shall summarize the key things in the 

report and provide the sections containing the technical material. 

Background 

Background component sets the project report into context and describes the layout 

for attaining project goals. For meeting out the proposed goals different approaches 

should be evaluated for choosing the efficient one. However, this part of report can be 

included as a part of introduction also but it is ideal to present it as a separate chapter 
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in case if project involve extensive amount of research and ground work. All pieces of 

work which are listed should be provided with proper sources from where they are 

referred. 

Body Of Report 

This is the central part of project report which contains three to four chapters which 

describes all technical work undertaken for the completion of project. The chapter’s 

structure dependent upon project which reflects the development of project in 

chronological order. It should be justified why a particular approach is chosen above 

other alternatives mentioned in background component. Every interesting features 

and problems during the implementation should be properly documented. All contents 

relating to testing and integration should be thoroughly discussed with the supervisor. 

Conclusions And Future Work 

It denotes the achievements made as a result of completing the project.  This part of 

report concludes the success and failures of a project. It also provides suggestions for 

future work of project for taking it further. No project is completely perfect and each of 

it come with certain limitations. 

Bibliography 

Bibliography tells about the books, articles, journals, manuals etc. which are used while 

doing the project or referred in the report. Full and accurate information regarding 

sources used such as title, author name, issue and page number should be mentioned 

for readers. Providing the source of information helps readers in validating the facts of 

report. 

Appendix 

This part comprises of information that is peripheral to main body of report. Things 

included here are such as program listings, graphs, proofs, tables or any  
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other thing that would break up the theme of text if it appeared in situ. All material 

should be bind in a single volume and compressed as much as possible. 

User Guide 

This section consists of proper instructions for better understandability of users. 

Suppose a project that had led to the development of new software, it should provide 

a complete guide on how to use it. It displays all essential features of project using 

diagrams for illustrating them properly. User guide component of report should be 

kept simple and concise. 

Need and Objectives of Project Report 

Need and Objectives of Project Report 

1. Selecting Best Investment Proposal: Project report is an efficient tool for 

analyzing the status of any investment proposal. It shows the expected 

profitability and risk associated with the project and this way helps in choosing 

the best option. 

2. Approval of Project: It is essential for registration or approval purposes of the 

proposed project. Different authorities like District industries center, Directorate 

of industries, government departments, etc. require project reports for giving 

approval. 

3. Tracking: The Project report assists in tracking the current activities of the 

project. It helps team members and other stakeholders to check the project 

progress from time to time and helps in finding out any deviations against the 

original plan. 

4. Visibility: Another important advantage of having the project report is that it 

gives full insight into the project. It gives a clear description of activities to be 

undertaken and avoids any confusion or disorder. 
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5. Risk Identification: Identification of risk is a significant step for the completion 

of every project. The project report enables in spotting the risk early and taking 

all corrective actions timely. 

6. Cost Management: Project report helps in managing the expenses through 

regular reporting of all activities. It sets the standard cost of every operation in 

advance and helps in finding out any deviation in these costs through tracking of 

the project. 

7. Financial Assistance: It is an important tool for availing financial assistance from 

financial institutions or fund providers. The project report enables financial 

institutions in judging the profitability of the proposed project and then takes 

the decision accordingly for approving the funds. 

8. Test Business Soundness: Project report helps in testing the profitability and 

soundness of the proposed project. It tells the total estimated costs, possible 

income and risk associated with any proposal.  

Characteristics of Project Report 

1. cope: The project report gives a clear picture of what is to be done or to be 

achieved. It describes the goals of the proposed project and activities to be 

undertaken for achieving these goals. 

2. Resource: It shows the means or resources required to meet the desired scope. 

Project report serves as the roadmap which tells the direction in which business 

should go for attaining its goals. 

3. Time: The project report denotes the standard time required for the completion 

of each and every task of the proposed project. 

4. Quality: The project report explains the desired standards to be achieved by the 

completion of all tasks. Limit of deviations that can be accepted from these 

defined standards are also contained in this report. 

5. Risk: Risk is an unavoidable factor associated with every business and needs to 

monitored properly. The project report considers all risk factors that may arrive 
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at the completion of the proposed project and also tells the ways for recovering 

from these factors. 

 

ESSENTIAL ELEMENTS OF GOOD REPORTS 

1. Precision 

In a good report, the report writer is very clear about the exact and definite purpose of 

writing the report. His investigation, analysis, recommendations  and others are 

directed by this central purpose.  

 Precision of a report provides the unity to the report and makes it a valuable 

document for best usage. 

2. Accuracy of Facts 

Information contained in a report must be based on accurate facts.  

 Since decisions are taken based on report information, any inaccurate information or 

statistics will lead to a wrong decision. It will hamper to ensure the achievement of the 

organizational goal. 

3. Relevancy  

The facts presented in a report should not be only accurate but also be relevant. 

Irrelevant facts make a report confusing and likely to be misleading to make  a proper 

decision. 

4. Reader-Orientation 

While drafting any report, it is necessary to keep in mind about the person who is going 

to read it. That's why a good report is always reader oriented.  

Reader's knowledge and level of understanding should be considered by the writer of 

the report. Well, reader-oriented information qualifies a report to be a good one. 
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 5. Simple Language 

Simplicity is the best for anything. It is just another essential feature of a good report. A 

good report is written in simple language avoiding vague and unclear words.  

The language of the report should not be influenced by the writer's emotion or goal. 

The message of a good report should be self-explanatory. 

A good reporter should be careful of using simple sentences instead of using a complex 

sentence in the narration of facts. 

6. Conciseness 

A good report should be concise but it does not mean that a report can never be long.  

 Rather it means that a good report or a business report is one that transmits 

maximum information with minimum words.  

 It avoids unnecessary detail and includes everything which are significant and 

necessary to present proper information. 

7. Grammatical Accuracy 

A good report is free from errors. Any faulty construction of a sentence may make its 

meaning different to the reader's mind. And sometimes it may become confusing or 

ambiguous. 

 If a report is not accurate grammatically, then it will lost its usefulness to its users.  

So, while writing a report, a reporter should keep in head about the grammatical 

accuracy of his writing.  

8. Unbiased Recommendation 

Recommendation on report usually make effect on the reader mind.  
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 So if recommendations are made at the end of a report, they must be impartial and 

objective. They should come as logical conclusion for investigation and analysis. 

A reporter should try to use universal and proven truth in his report rather than using 

the concept which is not yet established or completed.  

9. Clarity 

Clarity depends on proper arrangement of facts. A good report is absolutely clear.  

 Reporter should make his purpose clear, define his sources, state his findings and 

finally make necessary recommendation.  

To be an effective communication through report, A report must be clear to 

understand for making communication success. 

10. Attractive Presentation 

Presentation of a report is also a factor which should be consider for a good report. A 

good report provides a catchy and smart look and creates attention of the reader.  

 Structure, content, language, typing and presentation style of a good report should be 

attractive to make a clear impression in the mind of its reader. 

 11. Complete Information 

A good report shown important information. Most of these information are analyzed 

as the basis of importancy. A good reporter has to show the skill in such cases 

efficiently.  

 How is that? 

 A good reporter should shown information as importance and not much so that the 

report become useless or vague but it should give the read a completeness feeling.   

12. Positivity 
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A good report should have the positivity. It should narrate the positive statement 

instead of showing negative one.  

Showing positivity in report helps to observe the issue positively which is covered in a 

report. 

13. Summary 

A good report should have a summary by which the reader of the report can take a 

decision at all or stand on a decision what to do next in such condition.  

 A summary can reflect the whole picture at a glance. So, it has a large impact.  

 So, writing a summary is an important feature of a good report. A good reporter 

should not forget this. 
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UNIT _II  RECENT TRENDS IN COMMUNICATION 

INTERNET 

Now a day, the internet has become the most popular and influential medium in the 

world whereas it’s had been unknown to people fifteen years before. It is the biggest 

source of information, communication, and advertising. Computers and the internet 

are present in most homes but it has its own advantages and disadvantages. The 

Internet has many applications like Block Chain, Artificial Intelligence, Internet of 

Things, and etc. 

Advantages of Internet: 

Source Of Information: 

It is the best source of a variety of information. Now even students of colleges and 

universities mainly depend on it to complete not only their assignments but also to 

keep themselves up-to-date. There is no better source of research other than the 

internet. We can find the latest trends, we can talk to specialists without actually 

visiting them, and we can also get professional assistance through the internet.  

Source Of Entertainment: 

Online games, chatting, surfing, music, movies, dramas, and TV shows are becoming 

the most common sources of entertainment. Games are available free of cost, chat 

rooms are available to discuss on any topic, entertainment websites are accessible, 

online movies and other TV shows are also easily accessible just because of the 

internet. 

Keep Informed: 

Internet is a source of the newest news because there are hundreds and thousands of 

news-groups and services which keep you informed with every tick of the clock. People 
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like to read news about sports, weather, politics or any other topic internet keeps yo u 

well informed and up-to-date. 

Online Shopping: 

Internet shopping is becoming popular because of virtual shops where you can buy 

anything you want and need without going out of the home. Virtual shops are earning 

much money recently. The most popular product is clothes which more women are 

buying them through the internet. Also, groceries, household, and other electronic 

items are available. You only need to sit in front of the computer, click the mouse and 

the product will be at your doorstep within a few hours. 

 

Disadvantages of Internet: 

On the other side of the coin if we discuss its disadvantages in brief then the following 

are some common: 

A Waste Of Time: 

Most people argue that spending a lot of time using the internet is bad which leads to 

obesity in the young generation. In the contemporary world, people also say that the 

internet is not necessary for life and life would be easier without it.  

Not Safe Place For Children: 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

If children are allowed to use the internet then parents become worried if they are 

spending much time on the internet. Pornography and unethical communities are 

available. So one can say that the internet is not a safe place for children because there 

are different tools available who can bypass ‘parental protection’. Also, childre n who 

use the internet are becoming addicted to it which is again very dangerous. 

Privacy Exposure: 

Because of the hacker's community now it’s very easy to decipher someone’s chat or 

email messages. As we know data is transmitted in the form of packets, ha ckers sniff 

that packets and easily reconstruct. 

Money Frauds: 

With the introduction of online business, virtual shops, and credit card usage; now it 

becomes very easy to buy things without going into the market. Besides legitimate 

sites there are some other Social Media Advertising sites that make frauds of money, 

these sites try to get your personal information, credit card details, and even pin code. 

Once they get this information you can easily become a victim of money frauds.  

Viruses/Malware: 

Often our systems get infected from viruses and ultimately damage our important data 

which is difficult to recover. These viruses are transported via the internet, CDs, and 

USBs. Our computer can become totally out of order. 

Online Threatening Or Harassment: 

If someone manages to get your personal IDs or email address then it becomes easier 

to harass in chat rooms, online messages, and through emails.           

In the end, the internet has its own advantages and disadvantages but its advantages 

are extremely high. It simply making lives easier but we should not forget about the 

disadvantage it may bring. 
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E-MAIL 

Features of email 

The many different features of email include: 

• automatic reply to messages 

• auto-forward and redirection of messages 

• facility to send copies of a message to many people 

• automatic filing and retrieval of messages 

• addresses can be stored in an address book and retrieved instantly 

• notification if a message cannot be delivered 

• emails are automatically date and time stamped 

• signatures can be attached 

• files, graphics or sound can be sent as attachments, often in compressed 

formats 

• webmail and mobile email can be used to receive and send messages while on 

the move 

Using email 

To send and receive email you must be connected to the internet. 

Dial-up users pay by the minute, so it makes sense for them to write their emails 

before they connect to the internet and to disconnect once they've received their new 

emails. This saves money. 

Broadband users pay a flat rate monthly subscription, the price they pay is not 

determined by how long they're online. 

Sending email 
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1. Open the email client, eg Microsoft Outlook, or if using webmail open a browser 

and enter the webmail address, eg http://www.gmail.com and log in. 

2. Click 'New' or 'Compose'. 

3. Enter the intended recipient(s) email address(es) in the 'To' field. 

4. Write a suitable subject in the 'Subject' field. 

5. Write the message in the space below the Subject field. 

6. Click 'Send' to send the email. 

There's the option to add an attachment, eg a photo. 

For security reasons, webmail users should log out once they're finished as the 

computer they're using might be used by other people who, if they forgot to log out, 

would be able to gain access to their email. 

Receiving email 

Email clients and webmail periodically check for new emails. A manual check can be 

performed by clicking 'Send and Receive' in an email client or by refreshing the page 

when using webmail. 

Email clients download attachments automatically but webmail users must choose to 

download attachments. 

Email on other devices 

Today email is not limited to computers. It can be sent from many other devices too, 

such as: 

• mobile phones (using the carrier's network or a wireless hotspot) 

• tablets 

• games consoles 
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• TVs 

• public kiosk terminals 

With wireless hotspots becoming increasingly common, it's easier than ever to connect 

to the internet while on the move. 

WEBSITE: 

Meaning 

A group of World Wide Web pages usually containing hyperlinks to each other and 

made available online by an individual, company, educational institution, government, 

or organization. 

What Does Website Mean? 

A website is a collection of publicly accessible, interlinked Web pages that share a 

single domain name. Websites can be created and maintained by an individual, group, 

business or organization to serve a variety of purposes. 

Together, all publicly accessible websites constitute the World Wide Web. 

Although it is sometimes called “web page,” this definition is wrong, since a website 

consists of several webpages. A website is also known as a “web presence” or simply 

“site”. 

ADVANTAGE OF WEBSITE 

#1 Online Presence 24/7 

Having a website means customers are always able to find you – anytime, anywhere. 

Even outside of business hours, your website continues to find and secure new 

customers. It offers the user convenience as they can access the information they need 

in the comfort of their own home, with no added pressure to buy. Plus, as most 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

companies nowadays have their own website, there’s every chance you could be losing 

customers to your competitors by staying offline 

#2 Information Exchange 

At its simplest, a website provides a quick and easy way of communicating information 

between buyers and sellers. You can list your opening hours, contact information, 

show images of your location or products, and use contact forms to facilitate enquiries 

from potential customers or feedback from existing ones. You can even upload 

promotional videos to really engage your customers and sell your business in an 

effective and cost efficient way. This is also a good way to promote your social media 

channels and build up a community with your customers. 

#3 Credibility 

In today’s modern world, there is an expectation for any reputable company to have 

some kind of online presence. Potential customers would likely be distrusting of any 

business that didn't have a telephone number or a physical address, and the same can 

be said for not having a website and email address. These are useful tools to share 

crucial information about your business with customers and answer all the What’s and 

Why’s that they may have. What’s more, having a good quality, easy-to-use website 

makes customers feel comfortable using your services, as they will assume they can 

expect the same positive experience in all areas of your business. 

4 It Cuts Costs 

As well as simply displaying information, you can also use your website to sell goods & 

services directly to consumers, in some cases removing the need to use “brick-and-

mortar” stores which involve large operating costs (staff wages, rental, utilities to 

name just a few). Eliminating these overheads will also allow you to lower your prices, 

giving your business that real competitive edge. It can also be used internally within 

your business; do you have any news you want to share with colleagues or have any 

important information that can be accessed by management? Having an internal 
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website can save you a lot of time as everything you need is one place and can be 

accessed at any time. 

#5 Market Expansion 

As your site is accessible to anyone all over the world, the ability to break through 

geographical barriers has never been easier. Anyone, from any country, will be able to 

find your company and as such, is now a potential customer.  

#6 Consumer Insights 

Analytic tools allow you to identify who your typical customer is, how they found you, 

what they like, and adapt your business to maximise purchases through your site. The 

diverse range of data available can also help you better understand how your social 

media channels affect your brand, and can even highlight opportunities to change the 

offline aspects of your business such as branch opening times, promotions and product 

ranges. 

7 Advertising 

Tools like Google AdWords or advertising on Facebook give you the power to reach 

customers with much more accuracy and reliability than with traditional offline 

advertising methods. SEO and online advertising are a great way to help build up 

awareness, if it’s done correctly traffic to your website can see an increase. Be the first 

company that a potential new customer sees when searching for a specific product or 

service online, and use your website's contact page or e-commerce features to make 

purchasing a product or finding a retail outlet easier than ever before.  

Disadvantages of a Website 

There are a few disadvantages of having a website for your business. Generally though, 

they are outweighed by numerous advantages. 

Reliability 
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The information on your website might be unreliable if not updated on a regular basis.  

You need to ensure that changes are made when necessary and have a disclaimer with 

regards to the reliability of the information contained within. 

Needs to show the content that website visitors want to see. This links into the first 

advantage above – you can provide mobile-optimised content, but you need to make 

sure the content is right. If research isn’t done and the wrong content is chosen mobile 

users may be unsatisfied and have a negative experience. In addition, remember that a 

well-thought-through responsive website will adapt to a mobile user’s needs anyway.  

Harder to optimize for all devices and screen sizes. There are so many different 

devices on the market that there isn’t a one-size-fits-all approach, so a mobile site 

won’t be the right size for all screens etc. 

What happens to visitors returning from different devices? If a visitor can find one 

piece of information on a desktop, but can’t locate it again when they return on their 

mobile device then the experience could be negative. 

Requires separate maintenance – content needs to be updated and managed twice 

over. This is generally the responsibility of your web agency, but it’s definitely worth 

bearing in mind when the time comes to update offers etc. 

video conferencing 

Video conferencing is live, visual connection between two or more remote parties over 

the internet that simulates a face-to-face meeting. Video conferencing is important 

because it joins people who would not normally be able to form a face-to-face 

connection. 

At its simplest, video conferencing provides transmission of static images and text 

between two locations. At its most sophisticated, it provides transmission of full -

motion video images and high-quality audio between multiple locations. 

How video conferencing works 
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The video conferencing process can be split into two steps: compression and transfer. 

During compression, the webcam and microphone capture analog audiovisual (AV) 

input. The data collected is in the form of continuous waves of frequencies and 

amplitudes. These represent the captured sounds, colors, brightness, depth and 

shades. In order for this data to be transferred over a normal network -- instead of 

requiring a network with massive bandwidth -- codecs must be used to compress the 

data into digital packets. This enables the captured AV input to travel faster over 

broadband or Wi-Fi internet. 

During the transfer phase, the digitally compressed data is sent over the digital 

network to the receiving computer. Once it reaches the endpoint, the codecs 

decompress the data. The codecs convert it back into analog audio and video. This 

enables the receiving screen and speakers to correctly view and hear the AV data.  

Benefits of video conferencing 

Video conferencing services carry many benefits. In businesses, they can increase 

productivity among employees, as well as provide an improved way of communicating 

and interacting with colleagues, partners and customers. 

For businesses, the tangible benefits of video conferencing include lower travel costs -- 

especially for employee training -- and shortened project times as a result of improved 

communications among team members. 

The intangible benefits of video conferencing include more efficient meetings with the 

exchange of nonverbal communications and a stronger sense of community among 

business contacts, both within and between companies, as well as with customers. On 

a personal level, the face-to-face connection adds nonverbal communication to the 

exchange and enables participants to develop a stronger sense of familiarity with 

individuals they may never actually meet in person. 

Disadvantages of video conferencing 
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While video conferencing provides numerous benefits for businesses and individuals, it 

also has several disadvantages. For example, video calling and conferencing demands a 

consistent high-speed internet connection. Only a strong internet connection can 

guarantee that the voice audio and visuals will be reliably and smoothly 

communicated. Any issues with bandwidth or internet connectivity could cause the 

audio and visual displays to be interrupted or lost, so quality of service (QoS) measures 

may be potentially required for important calls. 

Video calling also still experiences severe audio latency, even with fast internet 

connections. Conferences that experience audio latency might become frustrating or 

strained, whereas an in-person meeting would have avoided this obstruction. 

Another disadvantage is the steep cost of high-quality video conferencing systems. 

While many companies adopt video conferencing services as a way to reduce business 

travel costs, they will still end up spending large amounts of money on a video 

conferencing system. In addition to all the costly equipment and technology, 

companies will often also need to pay for the installation, deployment and 

maintenance of the system. 

GOOGLE MEET 

MEANING  

Google Meet is a video conferencing app. It is the business-oriented version of 

Google's Hangouts platform and is suitable for businesses of all sizes. The solution 

enables users to make video calls with up to 30 users per high-definition video 

meeting. 

The app allows users to join pre-scheduled meetings from calendar events, choose a 

link, enter meeting code and even dial in from their phones if the invitation includes a 

phone number. Google Meet integrates with G Suite versions of Google Calendar and 

Gmail and shows the complete list of participants and scheduled meetings. It shows a 
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"join" button for users to connect to the meeting and provides options to mute and 

turn off the video during the meeting. 

Google Meet allows users to dial in phone numbers to access meetings, thus enabling 

users with slow or no internet connection to call in. However, dial-in numbers are only 

available to the G Suite enterprise edition customers. 

Features Of Google Meet 

These features use technologies like Google AI to improve meeting quality and user 

experience, and will gradually roll out to customers globally, beginning today 

● Tiled Layout For Larger Calls: The expanded tiled layout now lets web users 

simultaneously see up to 16 participants at once (previously, tiled layouts only enabled 

you to see four people at a time). More updates are coming for larger meetings, better 

presentation layouts, and support across more devices. 

Present higher-quality video content with audio: Users now have the option to 

present a Chrome tab (instead of just presenting their window or entire screen). If you 

need to share high-quality video with audio content in meetings, select this option for 

the best experience for remote viewers. The “present a Chrome tab” feature is rolling 

out to general availability as of today. 

● Low-Light Mode: Meet can now use AI to automatically adjust your video to make 

you more visible to other participants in sub-optimal lighting conditions. This feature is 

currently rolling out to mobile users, and will be available to web users in the future.  

● Noise Cancellation: To help limit interruptions to your meeting, Meet can now 

intelligently filter out background distractions—like your dog barking or keystrokes as 

you take meeting notes. Noise cancellation will begin rolling out in the coming weeks 

to G Suite Enterprise and G Suite Enterprise for Education customers starting with web 

users and later to mobile users. 

Other Features of Google Meet:- 
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-Unlimited number of meetings 

-Live captioning during meetings 

-Compatible across devices 

-Video and audio preview screen 

-Adjustable layouts and screen settings 

-Controls for meeting hosts 

-Screen sharing with participants 

-Messaging with participants 

ZOOM MEETING APP. 

Zoom App for Business is solidly recommended by professionals from around the 

globe. Some reasons suffice for why this application has received so much appreciation 

in the past are spoken of highly by its users. Why Zoom stands out the rest of its 

counterparts are the best audio and video transfer rate, quality, and instant sharing 

tools. 

Cutting an enterprise’s costs to a minimum, Zoom conference app bundles up multiple 

functions into one and renders in on your screen. Besides just HD video /audio quality 

over the wire, full-screen view, simultaneous screen sharing, cloud service, group 

messaging, whiteboarding, and partner integration are some commendable features of 

Zoom app for the takeaway. 

Zoom is a unified communications platform primarily known for its use as a web 

conferencing tool. It features HD video and audio, collaboration tools, chat 

functionality, and an enterprise cloud phone system. 
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ADVANTAGES OF ZOOM 

1. Easy to Use and Deploy 

Zoom is super easy to use – just download, click it, set it up, and you are off and 

running. This is one of the easiest pieces of video conferencing solution business could 

ever deploy. It works right off the bat, and it is a breeze for anyone to connect over 

Zoom and talk to a remote colleague or customer. 

2. Interoperability 

You can connect to a virtual meeting via desktop, laptop, & mobile devices like 

seamlessly. Zoom conferencing app is compatible with every device that’s used in 

business to date. Zoom app is a cross-platform conferencing tool that is capable of 

running on Windows, Mac, Linux, iOS, and Android operating systems. The developer 

team also extends its features by adding Zoom Rooms (a simple way to video-enabling 

your conference room). 

3. Zoom App Pricing goes easy on the budget 

The application is free for personal use for small business that sets it apart from the 

rest of the conferencing apps that are heavily pricey. It's pricing for business 

enterprises, on the other hand, seems bearable and doesn’t seem to burden on users. 

If you compare your original expenses covered for business trips, one-to-one meetings, 

and utilities, it’s easy to spot the difference. You can get the price chart here for your 

further information. 

4. Zoom makes your work more flexible 

You don’t have to worry about space to start a virtual meeting anymore. Zoom in and 

join other participants from anywhere you want. This communication app hands you 

right-on solutions to carry out important business meetings lets you move freely 

without any hassles. Zoom ensures your work is as productive as before whether you 

are travelling or staying at home. 
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5. Better Service on Slow Connections 

Handling 100 participants simultaneously zoom offers an agile environment for 

business meetings and webinars. Since your data is backed up at cloud servers, you 

don’t have to worry much about low-bandwidth. That said, a maximum of 100 

participants can screen-share and conduct a fruitful conversation from a remote 

location. 

6. A Centralized Platform 

Zoom conferencing is not just restricted to webinars and virtual meetings. Participants 

can communicate anytime through live chats in the middle of the conversation. So, 

whenever there is a need to share your personal opinion or put a query, participants 

can shoot it right away using the chat tool. 

Disadvantages of Zoom App 

Zoom conferencing has inarguably reached its peak by expanding services to the 

business healthcare, and education sectors. The application has become the first 

choice for every small and highly reputed organization because of its expan dable and 

flexible service. Although it seems a perfect solution for your business needs, a few 

limitations seemed to have emerged out as the concerning disadvantages of zoom app.  

1. Delayed Customer Service is a Disadvantage 

In a recently published review, a user has reported bad service by the customer service 

department. A service representative may take 2 to 3 days to reach you with a 

suggestive solution. This limitation is acknowledgeable at times when you have no 

other options to carry out your work with rising demand for video conferencing 

methods. Every sector relies on the Zoom application and it’s quite acceptable why 

there is a delay in service. 

2. Zoom Security Concerns- Intrusion by Outsiders 
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Early in April of 2020, a report published in the Indian News Media revealed that 

hackers used the corona crisis to target remote workers. A group of hackers zoom -

bombed hacking user-passwords and took over the virtual meetings. Hackers then 

allegedly posted offensive/obscene content to disrupt the business.  

In another incident, Deccan Herald has reported about over 500k Zoom users’ data 

being sold over Darkweb. This incident has sparked concerns among National Security 

Agencies in many countries posing questions on the user privacy policy and data 

encryption methods followed to protect user-data. 

Luckily, the developer team has rolled out a number of strict measures to handle and 

eliminate Zoom Security issues as expected. 

3. Cyber Attacks may shrink the number of users 

If Zoom Conference Security Risks are not taken care of on time, the developing 

company may face an economic backlash by losing a huge amount of users 

simultaneously. Indian Home Ministry and Standard Chartered Bank have already 

instructed employees to ban the use of zoom app for official use. 

4. Zoom App Server is reported to be Linking to China 

Besides being accused of selling user data to Facebook, zoom conferencing app has 

also been reported to be linked to Chinese servers hence failing to come up with a 

contingency for geofencing practices. Zoom CEO Eric Yuan admitted to mistakenly 

routing calls via Chinese Server sue to network congestion. This may also compromise 

Americans' data as China, too, has faced some high-profile security issues lately. 

5. Winding up Safely: 

As of now, it would be difficult to bring any conclusive status of Zoom conferencing app 

too soon. Given the skyrocketed number of users (from 10 million- Dec 2019 to 200 

million -March 2020), giving up on this app would not be a great idea either. To ensure 
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your safety, stop using features like screen sharing and make your conversation 

private. 

CISCO WEBEX 

VIDEO CONFERENCING 

Cisco WebEx provides HD video conferencing for up to six participants at a time. Each 

conferencing participant has their own video feed, easily navigable in the personal 

meeting room. Active Speaker technology automatically switches the main video feed 

to whichever participant is speaking. It makes it easy to keep track of conversations.  

Additionally, the video conferencing application supports any webcam or camera with 

USB connections. Participants will be able to contribute to the discussion regardless of 

their operating system or hardware. 

PLATFORM COMPATIBILITY AND DATA PROTECTION 

Whether teams are using desktop or mobile, Windows or iOS applications, Cisco 

WebEx enables easy cross-platform and nearly universal device operation. 

Cisco features unparalleled secure data encryption, conference password protection, 

and network security protocols, keeping companies protected from sensitive data 

leakage when sharing documents and confidential conversations. 

Another benefit of using Cisco is that the company has strategically located data 

centers worldwide. This means that all video conference sessions will have high-

bandwidth transmissions, with virtually no network lag to cause video interruptions. 

CONVENIENT VIRTUAL MEETINGS ANYTIME, ANYWHERE 

Companies with geographically diverse team members and international clients are 

always looking for ways to collaborate more efficiently and cut down on unnecessary 

travel expenses. 
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Cisco WebEx enables employees and clients to stay connected and share presentations 

all on one digital platform, keeping projects on schedule and on budget and 

relationships on track. This also helps to reduce the excessive emails and unanswered 

voicemails that slow progress and weaken results. 

INTEGRATED COMMUNICATION 

Cisco WebEx makes it easy for anyone to join video conference sessions even without 

video capabilities. Teleconferencing is one of the added benefits of the software, giving 

participants the ability to request callbacks for easy acceptance into the virtual 

meeting. 

Meeting attendees can easily connect through VoIP and use headsets or built-in 

computer or mobile device microphones for audio-only participation. Anyone hosting 

the conference has the ability to control all communications directly from the web 

interface, enabling them to mute any or all participants as needed. 

SHARING DESKTOPS AND DOCUMENTS 

One of the most powerful features of Cisco WebEx is allowing participants to easily 

share their desktops or documents in real time. The host of the WebEx conference can 

set certain sharing permissions for applications or documents on their screen. They can 

then reassign this level of control to anyone in the group. A virtual whiteboard is also 

available to create annotation tools for note-taking and brainstorming. 

The needs of business owners continue to evolve over time. However, the importance 

of incorporating efficient and productive team collaboration systems remains static. 

Cisco WebEx provides an elegant solution for keeping businesses connected with their 

employees and clients regardless of location, device or time. 
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GOOGLE DOC 

Google Docs is an online word processor included as part of the free, web-based 

Google Docs Editors suite offered by Google which also includes Google Sheets, Google 

Slides, Google Drawings, Google Forms, Google Sites, and Google Keep. 

Purpose. Google Docs is a very powerful real-time collaboration and document 

authoring tool. Multiple users can edit a document at the same time, while seeing each 

others' changes instantaneously. Users can produce text documents, slide 

presentations, spreadsheets, drawings, and surveys. 

STEPS: 

Step 1: Create a document 

• To create a new document: 

• On your computer, open the Docs home screen at docs.google.com. 

• In the top left, under "Start a new document," click BlankNew. 

• You can also create new documents from the URL docs.google.com/create.  

Step 2: Edit and format 

To edit a document: 

• On your computer, open a document in Google Docs. 

• To select a word, double-click it or use your cursor to select the text you want to 

change. 

• Start editing. 

• To undo or redo an action, at the top, click Undo Undo or Redo Redo.  

Note: To edit a document on a touchscreen device, like a Pixel Book, double-tap the 

document to start typing. 

• You can add and edit text, paragraphs, spacing, and more in a document.  
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• Format paragraphs or font 

• Add a title, heading, or table of contents 

 Step 3: Share & work with others 

You can share files and folders with people and choose whether they can view, edit, or 

comment on them. 

What is Google Sheets? 

Google Sheets is a free, web-based spreadsheet application that is provided by Google 

within the Google Drive service. The application is also available as a desktop 

application on ChromeOS, and as a mobile app on Android, Windows, iOS, and 

BlackBerry. The Google Drive service also hosts other Google products such as Google 

Docs, Slides, and Forms. 

Google Sheets allows users to edit, organize, and analyze different types of 

information. It allows collaborations, and multiple users can edit and format files in 

real-time, and any changes made to the spreadsheet can be tracked by a revision 

history. 

Features of Google Sheets 

 1. Editing 

One of the key features of Google Sheets is that it allows collaborative editing of 

spreadsheets in real-time. Rather than emailing one document to multiple people, a 

single document can be opened and edited by multiple users simultaneously. Users can 

see every change made by other collaborators, and all changes are automatically saved 

to Google servers. 

Google Sheets also includes a sidebar chat feature that allows collaborators to discuss 

edits in real-time and make recommendations on certain changes. Any changes that 
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the collaborators make can be tracked using the Revision History feature. An editor can 

review past edits and revert any unwanted changes. 

2. Explore 

The Explore feature in Google Sheets was first introduced in September 2016, and it 

uses machine learning to bring additional functionalities. This feature provides a lot of 

information based on the data added to the spreadsheet, and it can auto-update itself 

depending on the selected data. 

With the Explore feature, users can ask questions, build charts, visualize data, create 

pivot tables, and format the spreadsheet with different colors. For example, if you are 

preparing a monthly budget and you’ve added all the expenses to the spreadsheet, you 

can use the Explore feature to get the cost of specific expenses such as food, travel, 

clothing, etc. 

On the sidebar, there is a box where you can type the question, and it will return the 

answer.  When you scroll down further in the Explore panel, there is a list of suggested 

graphs that are representative of the data entered in the spreadsheet, and you can 

choose between a pivot table, pie chart, or bar chart. 

3. Offline editing 

Google Sheets supports offline editing, and users can edit the spreadsheet offline 

either on desktop or mobile apps. On the desktop, users need to use the Chrome 

browser and install the “Google Docs Offline” Chrome extension to enable offline 

editing for Google Sheets and other Google applications. When using mobile, users 

need to use the Google Sheets mobile app for Android and iOS, which support offline 

editing. 

4. Supported file formats 
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Google Sheets supports multiple spreadsheet file formats and file types. Users can 

open, edit, save or export spreadsheets and document files into Google Sheets.  Some 

of the formats that can be viewed and converted to Google Sheets include: 

.xlsx 

.xls 

.xlsm 

.xlt 

.xltx 

.xltxm 

.ods 

.csv 

.tsv 

 5. Integration with other Google products 

Google Sheets can be integrated with other Google products such as Google Form, 

Google Finance, Google Translate, and Google Drawings. For example, if you want to 

create a poll or questionnaire, you can input the questions in Google Forms, and then 

import the Google Forms into Google Sheets. 

How to Use Google Sheets 

Google Sheets is a free-to-use application that can be accessed on the Chrome web 

browser or the Google Sheets app on Android or iOS platform. Users need a free 

Google account to get started. To create a new Google Excel Sheet, following the 

following steps: 
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• Go to the Google Drive Dashboard, and click the “New” button on the top left 

corner, and select Google Sheets. 

• Open the menu bar in the spreadsheet window, go to File then New. It will 

create a blank spreadsheet, and the interface will be as follows: 

 Untitled spreadsheet 

 

 

To rename the spreadsheet, click on the field on the top left corner, which is titled 

“Untitled spreadsheet” and type in your preferred name. When a new Google 

spreadsheet is created, it is automatically saved in the root folder of your drive. To 

move the spreadsheet to a different folder, click and hold the file, and drag it to the 

preferred folder. 

Common Terms 

The following are some of the common terms associated with Google spreadsheets: 

Cell: A single data-point. 
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Column: A vertical range of cells that runs down from the top of the sheet. 

Row: A horizontal range of cells that run across from the left side of the sheet.  

Range: A selection of multiple cells that runs across a column, row, or a combination of 

both. 

Function: A built-in feature in Google Sheet that is used to calculate values and 

manipulate data. 

Formula: A combination of functions, columns, rows, cells, and ranges that are used to 

obtain a specific end result. 

Worksheet: Sets of columns and rows that make up a spreadsheet. 

Spreadsheet: Entire document that contains Google Excel sheets. One spreadsheet can 

have more than one worksheet. 
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UNIT- III – TYPES AND DRAFTING OF BUSINESS LETTERS 

What is a Business Letter? (Definition) 

A business letter is a professional, formal letter that is sent by one company to 

another. These letters can be used for professional correspondence between business 

clients, employees, stakeholders as well as individuals. 

Whether you need to tell a potential client about your product, collaborate with 

another company, convince someone to attend your event, or give a thank you note – 

a well-written business letter can stand out. 

The term “business letters” refers to any written communication that begins with a 

salutation, ends with a signature and whose contents are professional in nature. 

Historically, business letters were sent via postal mail or courier, although the internet 

is rapidly changing the way businesses communicate. There are many standard types of 

business letters, and each of them has a specific focus. 

Sales Letters 

Typical sales letters start off with a very strong statement to capture the interest of the 

reader. Since the purpose is to get the reader to do something, these letters include 

strong calls to action, detail the benefit to the reader of taking the action and include 

information to help the reader to act, such as including a telephone number or website 

link. 

Order Letters 

Order letters are sent by consumers or businesses to a manufacturer, retailer or 

wholesaler to order goods or services. These letters must contain specific information 

such as model number, name of the product, the quantity desired and expected price. 

Payment is sometimes included with the letter. 

Complaint Letters 
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The words and tone you choose to use in a letter complaining to a business may be the 

deciding factor on whether your complaint is satisfied. Be direct but tactful and always 

use a professional tone if you want the company to listen to you. 

Adjustment Letters 

An adjustment letter is normally sent in response to a claim or complaint. If the 

adjustment is in the customer’s favor, begin the letter with that news. If not, keep your 

tone factual and let the customer know that you understand the complaint.  

Inquiry Letters 

Inquiry letters ask a question or elicit information from the recipient. When composing 

this type of letter, keep it clear and succinct and list exactly what information you 

need. Be sure to include your contact information so that it is easy for the reader to 

respond. 

Follow-Up Letters 

Follow-up letters are usually sent after some type of initial communication. This could 

be a sales department thanking a customer for an order, a businessman reviewing the 

outcome of a meeting or a job seeker inquiring about the status of his application. In 

many cases, these letters are a combination thank-you note and sales letter. 

Letters of Recommendation 

Prospective employers often ask job applicants for letters of recommendation before 

they hire them. This type of letter is usually from a previous employer or professor, and 

it describes the sender’s relationship with and opinion of the job seeker.  

Acknowledgment Letters 

Acknowledgment letters act as simple receipts. Businesses send them to let others 

know that they have received a prior communication, but action may or may not have 

taken place. 
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Cover Letters 

Cover letters usually accompany a package, report or other merchandise. They are 

used to describe what is enclosed, why it is being sent and what the recipient should 

do with it, if there is any action that needs to be taken. These types of letters are 

generally very short and succinct. 

Sales letters 

The purpose of a sales letter is to introduce a service or product to a client or 

customer. Sales professionals often use these letters when making new contacts with 

prospective buyers or strengthening relationships with longtime clients.  

A sales letter often includes the following: 

Description of product or service 

Include specific details about the item or service you are offering. Consider identifying 

a possible solution this product or service provides to the recipient to best 

demonstrate its value. 

Cost 

Some letters include information about the price of the product or service, especially if 

the buyer is a current patron. It may be included if the cost was already discussed in a 

previous meeting as well. 

Call to action 

Include directions to the reader explaining how they should take action if they want to 

buy. You may include your contact information, the best times to reach you and a date 

by which they should reply to take advantage of your offer. 

Complaint letters 
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Complaint letters are usually sent by consumers to businesses when they're unhappy 

with a service or product. Businesses may also occasionally need to write a complaint 

letter. For example, an employee may be asked to write a complaint letter on behalf of 

a company who is dissatisfied with a product. 

Components of a complaint letter include: 

A formal greeting: When writing to a company, it is acceptable to use “To Whom It 

May Concern” as it may be unclear who will read and act on your complaint.  

A description of the purchase: Include all pertinent details, such as an account number 

or order number, what and how much of a product or service was purchased and when 

the transaction occured. 

Explanation of the problem: Clearly state the problem you have encountered with the 

product or service. For instance, the product does not work properly, the service was 

not performed correctly, you were billed the wrong amount, something was not 

disclosed clearly or was misrepresented. 

Specific request or resolution needed: Propose a satisfactory solution, such as a 

refund or discount on services performed, a repair or an exchange.  

Elements of a business letter 

Regardless of where you are in your career or what field you are in, knowing how to 

format a business letter is vital. You should use business letters when mailing 

documents to a government agency, filing formal requests, sending professional 

documents or designing a cover letter. A professional business letter format typically 

includes seven key elements. Here's what you should include in every business letter: 

1. Letter heading 

The letter heading, typically found in the upper left-hand corner of the page, 

introduces you to the recipient and includes important contextual information such as 
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your name, return address, phone number, email and date. Only include the 

information your audience needs. When writing your letter heading, skip a line 

between your contact information and the date. Skip another line, then include your 

recipient’s contact information. Skip another line, then begin your letter. 

For example: 

Alicia Washington 

Offices of Burbank & Brooks 

105 Burbank St. 

a.washington@email.com 

June 21, 2021 

 

Ms. Riley Jones 

River Tech 

90991 River Tech Dr. Ste 1 

Dear Ms. Jones, 

... 

You don't have to include a return address if the letter is printed on letterhead that 

includes the address. The letterhead is a company logo that is usually at the top center 

of business documents that are connected to a company, government agency or other 

organization. 
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2. Recipient address 

Leave an extra line between the date and the receiver's address, and it should be on 

the left margin. You should include the name of the person you are sending the 

business letter to, including their name prefix. Make sure their name is spelled 

correctly and the address is as complete as possible to be sure they receive the letter. 

The address should show in a standard envelope window when the paper is folded into 

thirds. 

3. Subject 

The subject should be short and direct, clearly representing to the recipient what your 

letter is about. If you have a reference number, such as a claim number, case number 

or reference number, you should include it on this line. The subject does not have to be 

written as a complete sentence. 

Your subject might also start with "RE:" to show that you are writing in response to or 

regarding a previous conversation or request. For example, a subject line might read 

"RE: Claim Number 129523 - Filing Documents and Policy Information." This allows the 

reader to find your claim and lets them know what to expect in the rest of the business 

letter. 

4. Greeting 

The greeting should be formal and polite. It is best to start with a professional 

salutation like "Dear," and the person's prefix if you know it. For example, you would 

not write "Dear Taylor Spenser" if you know they're a doctor. In that case, you would 

write "Dear Dr. Spenser." Avoid using gendered prefixes if possible—use the person's 

name instead. For example, "Dear Taylor Spenser," instead of "Dear Mr. Spenser." 

If you do not know who will be receiving your letter directly, you should use other 

references such as their title, team, organization or job duty. For example, "Dear HR 

Manager," "Dear HR Department" or "Dear Company Recruiter." If possible, avoid 

using "To Whom It May Concern," as it may come across impersonal or outdated. 
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5. Body 

The body is where you write the details of your business letter. Start with a short 

introduction explaining why you are writing them. The introduction should be one or 

two sentences and should have the most important details. The rest of the body 

include the details of your letter. 

The body should be focused on why you are writing and should be as direct and polite 

as possible. Separate each left-aligned paragraph by skipping a space. End the body 

with a two-sentence wrap-up paragraph to clarify why you are writing and to thank 

them for their consideration. Be sure that the closing paragraph is suitable to the tone 

of the letter. A good wrap-up paragraph might look like, "Thank you for updating my 

claim and looking into the circumstances. I look forward to hearing from you soon."  

6. Complimentary close 

Always end a business letter with a professional closing. Some examples are 

"Sincerely," "Best regards" and "Thank you." You should have your clo sing on its own 

line, with the first letter capitalized and a comma at the end. 

7. Signature 

Leave two to four lines between the closing line and typing your name so that you can 

sign the business letter. Your name should be your first, middle initial (if you have one) 

and your last name. Include any appropriate suffixes to your name, such as MA or MD. 

If you are writing for a business or organization, you should include your position 

immediately below your typed name. Once you print the business letter, sign your 

name immediately above your typed name in blue or black ink. 
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ENQUIRY LETTER : SAMPLES 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

REPLY TO ENQUIRY LETTER 

This guide to responding to inquiry letters is written especially for English language 

learners. It covers standard structure and phrases used in responses. Inquiries arrive in 

order to ask for more information about a product or a service. The speed with which 

you reply, as well as how helpful you are in providing information requested will 

ensure that your inquiry response is successful. 

It is very important to make a good impression when responding to inquiries from 

potential customers. Of course, the best impression will be made by providing the 

materials or information that the prospective client has asked for, this  positive 

impression will be improved by a well-written response. 

Business Letter Basics 

The basics of business letter writing are similar for each type of business letter. 

Remember to place your or your company's address at the top of the letter (or use 

your company's letterhead), followed by the address of the company you are writing 

to. The date can either be placed double spaced down or to the right. You can also 

include a reference number for correspondence. 

For further types of business letters, use this guide to different types of business letters 

to refine your skills for specific business purposes such as making inquiries, adjusting 

claims, writing cover letters, and more. 

Important Language to Remember 

The StartDear Mr, Ms (Mrs, Miss—it's very important to use Ms for women unless 

asked to use Mrs or Miss) 

Thanking the Potential Customer for His/Her InterestThank you for your letter of... 

inquiring (asking for information) about...We would like to thank you for your letter 

of... inquiring (asking for information) about... 
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Providing Requested MaterialsWe are pleased to enclose... 

Enclosed you will find...We enclose... 

Providing Additional InformationWe would also like to inform you... 

Regarding your question about...In answer to your question (inquiry) about... 

Closing a Letter Hoping for Future BusinessWe look forward to... hearing from you / 

receiving your order / welcoming you as our client (customer). 

SignatureYours sincerely (remember use 'Yours faithfully' when you don't know the 

name of the person you are writing and 'Yours sincerely' when you do. 

Example 

Jackson Brothers 

3487 23rd Street 

New York, NY 12009 

Kenneth Beare 

Administrative Director 

English Learners Company 

2520 Visita Avenue 

Olympia, WA 98501 

September 12, 2000 

Dear Mr. Beare 

Thank you for your inquiry of 12 September asking for the latest edition of our catalog.  

We are pleased to enclose our latest brochure. We would also like to inform you that it 

is possible to make purchases online at jacksonbros.com. 

We look forward to welcoming you as our customer. 

Yours sincerely 
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(Signature) 

Dennis Jackson 

Marketing Director 

Jackson Brothers 
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1. Research Inquiry Letter 

Name/Title Mary Roe 

Address 795 E Dragram 

City, State, Zip Code Tucson, AZ, 85705 

 

Subject: Inquiry regarding my research 

Respected Mr. Lee, 

I am currently studying in XYZ Business School Pursuing my MBA. I am in second year 

and have to give presentation on marketing field. 

I have read about your company on website and would like to do research on your 

company. I want to know about the marketing process. Therefore I request you to give 

me one day permission of visiting your company and allow me to inquire about the 

marketing process. 

I would be grateful if you give me a chance to conduct the research. Please let me 

know about your reply at the earliest. 

Thanking you, 

Graham Bell 

2. Credit Inquiry Explanation Letter 

Date 18th June, 2012 

Name/Title Mary Roe 

Address 795 E Dragram 

City, State, Zip Code Tucson, AZ, 85705 
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Subject: Letter for credit inquiry 

Dear Miss. Myers, 

This letter is regards to home loan application. We have gone through the details of 

your income and the home loan amount that you want. We can approve your loan 

after check your credit rating. 

Its bank policy to check for the credit rating of the person applying for the loan, of the 

credit rating is positive than we can issue you the loan and if its negative than we have 

to reject the application. We have to check the person’s credit worthiness and credit 

rating maintained by various credit bureau. 

I hope you understand that this inquiry is a standard procedure and cooperate with us. 

Please collect all the needed documents and meet our representative at the office. 

Regards, 

David Boon 

Credit Manager 

Housing Development Credit Bank 

Order Letters 

An order letter, also known as a purchase order or PO, begins the paper trail of a 

specific purchase. The objective is to provide the vendor with detailed instructions for 

fulfilling an order. It also serves as a legal record of the transaction and, consequently, 

should be written with care. 

Your intentions need to be clear and concise. Attention to detail is crucial. The reader 

will fill your order only according to your instructions; your satisfaction will depend 

largely upon their accuracy. 
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The scope should include only the information needed to fulfill the order. The vendor 

does not need to know why you are placing the order, what it is going to be used for or 

for whom it is intended. The vendor only needs to know when you expect delivery and 

how you intend to pay the bill. 

A business order letter is written to make a business order according to the business 

field. The letter can be written in response to the business marketing letter of a 

company to make a good business relation. When a company accepts the proposal of 

that company, they write this letter to convey the message of a business deal. Along 

with other things, the letter should give the details of the business order, that means 

what kind of order they want to give a company and that should go with the profit of 

the company. 

Here in the example of the business order letter, a garment company writes this letter 

in response to a company’s business request to place an order for their company. 

Business Order Letter Sample 

To, 

Fred Nicholson 

W-90, first floor 

Markson tower 

New York 

Respected Mr. Fred 

Subject: To place an order for products produced by your business organization 

As per your business request letter, we are glad to inform you that we are willing to 

start a new business relation with you by placing an order of suitings and shirtings. We 
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have no doubt about your company, as we have heard a lot about your quality of th e 

products before, so that your company can prove benefit to us.  

The order we are willing to place is as follows: 

Suiting cloth: 1000m 

Shirting cloth: 1000m 

Our preferable colors for this order are black, blue and brown with the equal quantity.  

It will be great if you process this order as early as possible; and if any defective is 

found, then it will be returned to you. For any further details, you can call us on 

47309340448. 

Thanking you 

Bill Timothy 

PURCHASE ORDER LETTER 

A purchase order letter deals with placing an order about a purchase to the seller 

according to one’s needs. A company or an organization writes such type of letter to 

purchase some products or services for conducting the business, though an individual 

also can write this letter. One has to be very good in presenting the purpose of writing 

as any mistake can put a company at a loss. So while writing such letter, you should 

give a great care. Other than that, the order should be explained in a proper way 

without having any doubt and be accurate in accounting. 

Here in the example stated below, a company writes this letter to another one for 

giving a bulk order for purchasing basketballs from that company. The letter gives the 

necessary details about the order. 
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Purchase Order Letter Example 

To, 

Peter Parkinson 

45-H, second floor 

Top Row tower 

New York 

Respected Mr. Parkinson 

Subject: This letter is to place a purchase order 

We are pleased to inform that our company is willing to correspond with you by giving 

you the basketballs order. Your presentation was really interesting and after 

considering many issue we come to the decision that your company is the best option 

for this order. 

Please note down our purchase order. 

We need 100 balls and for which we are paying $15 per ball, that adds up to the $1500 

in total. It will be appreciated if you deliver this order within 15 days from receiving this 

letter. If any ball is found faulty, it will be returned to your company as it is. I hope you 

leave no corner of dissatisfaction about the quality. 

Wish to have future correspondence with you. 

Bill Henry 

 

 

 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

What is complaint letter – 

Definition of complaint letter, meaning of complaint letter, Types of Complaints Letter. 

Letters which are written by the customers to the sellers about their inconveniences 

created by some unexpected situations are known as complaint letters. However 

efficient an organization may be in running a business, everything does not go all the 

time according to plan. There will be some mistake and some accidents. Important 

service are sometimes rendered unsatisfactorily; goods are consigned to wrong 

destinations, sometimes too late, sometimes in less than the required quantities, 

sometimes in damaged condition. 

What is complaint letter 

Letter written to bring these mistakes to the notice of those who must own the 

responsibilities for them are called claim or complaint letters. So, when a letter is 

written to the seller by the buyer raising complaints or claims regarding mistakes taken 

place during the order to payment period is called a claim or complaint letter.  Types of 

Complaints Letter 

Though there are various types of complaints raised in the course of business dealings, 

they can be grouped into two major groups- routine complaints and persuasive 

complaints. These are discussed below- 

Routine Complaint Letter: A routine complaint letter is written in the cased where the 

mistakes are considerable and routine in nature. In such cases request for correction is 

supposed to be complied quickly and willingly without persuasion. For example, the 

quoted price of an item was 500$ but the supplier charged 550$ per item. This type of 

mistake is brought to the supplier’s notice by routine complaint letter. This type of 

claim is usually managed or satisfied by the sellers. 

Persuasive Complaint Letter: A persuasive complaint letter is written in the cases 

where the buyer is to convince the seller to correct the mistakes occurred.  For 

example, the quoted price of an item was 400$ per unit while placing the order but 
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after placing the order the price was reduced to 300$ per unit. This type of mistake is 

brought to the supplier’s notice by persuasive complaint letter. The seller is not legally 

bound to pay attention to this type of claim. 

Sources of Mistakes giving Rise to Complaints 

In case of fulfillment of order, buyers can raise their complaints against the suppliers 

due to various reasons. Followings are some common sources of mistakes that give rise 

to complaints by the buyers- 

Incomplete or defective order 

Abnormal delay in sending the consignment 

The goods arrive in a damaged condition 

The goods are not what were ordered 

Quantity of goods is not what was ordered 

Goods are delivered at the wrong place 

Work undertaken is done unsatisfactorily 

Misbehavior of staff or salesman 

Mistake by the accounts section in preparing the invoice 

Defective packing that might lead to the damage of goods in transit 

Mistakes in a bill or reminders for payment after the bill has been paid 

Dispatching products of wrong quality, color, brand, pattern and defective pieces of 

goods etc 
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Collection Letter 

Most businesses dread the process of collecting payment on delinquent customer 

accounts. Most barely have the time to make all the phone calls or send out emails, let 

alone make an individualized collection letter for every step of the collection process. 

However, sending a personalized follow up letter every few weeks truly helps to collect 

payment on time. 

Writing a collection letter requires that one follows the right steps and include the right 

tone to inform your clients that a debt is owed and is past due. There are four different 

collection letters that you will have to send to your clients before hiring a collection 

agency or recording it as a bad debt expense. 

Types of Collection Letter 

A collection letter is broadly classified into three categories. They are 

General Reminders. 

Inquiry letters. 

Official collections letters. 
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Reminder Collection Letter 

It is written with an assumption that customer forgets to make the payment. General 

assumptions like money problems or medical issues are made. Always use a friendly 

manner to write it. 

Inquiry Collection Letter 

As the name suggests, the main purpose of this type of letter is to make an inquiry. The 

writer wants to inquire about the reasons for the delay of the payments. Here, the 

writer asks for the keenness to help the customer. One can give the choice of partial 

payments here. It helps to maintain a good relationship with the customer. 

Appeal collection Letter 

A writer writes this letter when the borrower is not responding to any of the previous 

remainders. Here, the writer uses an aggressive approach without being rude. One 

needs to maintain fairness. 

Ultimatum Collection Letter 

Here the writer mentions the action which can be taken in case of failure of payment 

of the loan. One uses the logical and fair statements. Various punishments like 

debarring from further business, legal actions are stated in this letter. 
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DEBT COLLECTION LETTER 

Johnny Appleseed’s Dental Office 
123 Apple Way 
Appleville, CA 
92307 

Date: June 1, 2017 

RE: Dentist Appt. Collection 

Dear Charles Smith, 

URGENT: PLEASE RECTIFY THIS MATTER IMMEDIATELY 

Despite our previous reminders, the above amount due remains unpaid. As such, we 

would appreciate you making this payment as soon as possible. 

AMOUNT DUE: RS.3340.15 

PLEASE REMIT PAYMENT TO: 123 Apple Way Appleville, CA 92307 

We regret to advise that unless payment is received by July 1, 2017 this 

We regret to advise that unless payment is received by July 1, 2017 this collection will 

be passed over to our debt collection agency/lawyer. This could seriously affect your 

credit rating and therefore urge you contact us immediately to make payment or 

arrange an alternative before this date. 

You have the right to dispute this debt by submitting written notice within thirty (30) 

days of receiving this letter. If this letter is not disputed within the thirty (30) day time-

frame then the collection will be considered accepted by the debtor. 

Sincerely, 

Dr. Johnny Appleseed 
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CIRCULAR LETTER 

A circular letter is a written letter that is mainly used for business promotion. A circular 

letter is a written document that is addressed for circulation to a group of people. It is 

usually formal and official. 

Circulating business information: The primary objective of circular letter is to distribute 

information relating to business. Circular letter usually circulates the following business 

information: Launching a new business. Expansion of existing business in any new field.  

Circular letter format announcing a change in premises of a business 
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Standard Chartered Bank 

15th July 2004 

Dear Valued customers, 

WE HAVE MOVED 

From our old address at 35/1, 

Dhanmondi Complex to Shopping Corner 

I 2 Corporation Road 

Dhanmondi 

 

In the last twenty-five (25) years we have grown with your patronage and cooperation -

So much that our old premises became too small for us. Many a time it was so crowded 

in the bank that customers feel out of sorts. 

Now you can feel it pleasant to bank on our new premises with more facilities made for 

you. Now we have ATM (Automated Teller Machine) services, credit card, services, call  

center facilities, and other new products for your satisfaction. 

Our interior and exterior display is attractive and you will find comfort when you will 

be available to pass your valuable time for banking. A visit to a standard chartered 

Bank is a total experience with all sorts of modern Banking. 

Remember, our Telephone number for Dhanmondi Branch remains the same i.e. 

8612345-9. Call us for any type of query regarding your banking. 

Make standard Chartered Bank a trusted banking Partner of Yours. Cordially Yours, 

Mr. Junaid Mashroor 

Branch Manager, Dhanmondi 

Standard Chartered Bank. 
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A circular Letter sample announcing the opening of a branch in a city 

The Electronic World 

2/6, Mohakhali, Dhaka-1212 

Dear Customer, 

We have come to your City 

Do you wish to come to your home? 

Just within five years of being established, the Electronic World has made a name in 

the supply of anything and everything in electric domestic appliances. Having won the 

recognition of our customers in Chittagong for our goods and service, we have now 

opened a new outlet in your city, at the address given above. 

The Electrical World is the largest traders of all types of electrical appliances for your 

home. It will be a pleasure to assist you in the purchase, fitting, and maintenance of 

your domestic electrical equipment. You will get specialized service from us in installing 

various electrical appliances at your home. 

Whatever you are planning to buy this month, you can make a choice from our wide 

selection of refrigerators, washing machines, blender, oven, toaster, mixers, grinders, 

TV, VCD, DVD, air conditions, etc. 

We have different models and brands for the mentioned appliances. We hope our 

product will provide you the” best service in the city. 

As we always look for the benefits and satisfaction of customers, you can enjoy credit 

services, guarantee and warranty at our shop made for you. 

You are most welcome to our showroom at the above-mentioned address. You will be 

glad each and every time when you will visit your shop: The Electronic World. 
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Yours cordially, 

S. A Khan 

Marketing Manager 

The Electronic world. 
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UNIT-IV – WRITING FORMAL MAILS AND BLOGS WRITING 

Essential Elements of Mails 

Mail writing helps you to obtain detailed information and the noted details regarding 

any kind of query that you have. Suppose you want to join an actuarial course, but you 

are not sure of which institute to join. Hence, you want to ask some queries regarding 

the courses with some of the institutions. 

Mail writing is a way of communicating between two or more persons. It is permanent 

as well as written communication. Mail writing is not always meant for business 

communication. It is also for a friend, family member or an unknown person. Writing 

mail is a very flexible medium and has a variety of purposes. 

Steps of Mail Writing 

For an informal mail writing, one can use any language or style of speech of his or her 

choice. This is totally dependent on the choice of the writer and the person for which 

the mail is written. For a formal mail writing, one has to focus on the language and 

other details for a clear and unambiguous mail. The format for writing a mail whether a 

formal or not must be followed. 

The steps of writing mail are 

Begin with a greeting 

Thank the recipient 

State your purpose 

Add closing remarks 

End with a closing salutation 

Elements of Mail Writing 
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Mail writing either formal or informal has some elements. A basic mail must include 

these elements for a clear understanding. These elements are 

From 

To 

Cc 

Bcc 

Subject 

Greeting / Salutation 

Main body 

Closing 

Attachments 

Signature Line 

Let us study these in detail. 

The Format of Mail Writing 

From 

This is the place that shows the name of the person sending the mail.  

To 

This shows the name of the recipient. 

Cc 

It stands for Carbon Copy. It is that portion of the mail that is used to send the same 

mail to other individuals. The email ids of other individuals are visible to all.  
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Bcc 

It stands for Blank Carbon Copy. It is that portion of the mail which is used to send the 

same mail to other individuals without showing their ids. 

Subject 

This shows the title of the mail. It clearly expresses the idea or the reason for mail 

writing. It should be clear, simple, and short. 

Greeting / Salutation 

Mail writing always starts by greeting the recipient. Basic greeting words are Dear, 

Respected, Hello, Hi, etc. 

Main body 

It contains the main content of the mail. The main body of the mail must be clear and 

simple to understand. The first paragraph in writing a mail must state the main idea or 

the reason for writing. Below are the paragraphs which show other details for mail 

writing. The body of the mail is categorized into: 

Introduction 

Matter in detail 

Conclusion 

Closing 

It shows the conclusion of the mail writing. It basically shows the suggestions or the 

need of the action. The closing of the mail shows the expectation of the sender from 

the recipient. Always end your mail by courteous words like thanking you, warm 

regards, look forward to hearing from your side etc. 
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What Is Blogging? 

Blogging refers to writing, photography, and other media that's self-published online. 

Blogging started as an opportunity for individuals to write diary-style entries, but it has 

since been incorporated into websites for many businesses. The hallmarks of blogging 

include frequent updates, informal language, and opportunities for readers to engage 

and start a conversation. 

Here's an overview of what a blog is, why it's popular, and tips for starting your own 

blog. 

What Is Blogging? 

The word blog is actually a shortened form of its original name, "weblog." These 

weblogs allowed early internet users to "log" the details of their day in diary-style 

entries. Blogs often allow readers to comment, so as they became more common, 

communities sprung up around popular blogs. 

Unique feature of blogging is interlinking. This occurs when a blogger links to another 

person's blog within their own blog post. For example, if a music teacher maintains a 

blog, and they write a blog post about how to form a chord, they might link to a 

musician's blog to show an example of the chords in action. A political blogger may link 

to another politics blog and then discuss how they agree or disagree with a post on 

that blog. Interlinking, along with the comment section, fosters the sense of 

community that makes blogs unique. 
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A blog is a website or part of a site that contains regularly-updated content about one 

or multiple topics. The term is short for “web log,” which means to log information on 

a website.  

The content on a blog usually comes in the form of articles on individual web pages 

called blog posts. 

5 Types of Blogs With Examples 

Now that we have discussed the benefits of blogging, let’s get started with the five 

common types of blogs and their examples. Note that it’s also possible to classify a 

blog as more than one category.  

1. Personal Blog 

With this type of blogging site, the focus is more on the blogger than the audience 

themselves. The writer will usually create journal-like entries or commentaries about 

their lives, interests, or hobbies. 

Since this type of blog is for personal use, it rarely covers only a single topic. The 

blogger may choose to discuss a wide range of subjects, so long as they’re within the 

writer’s interests.  

A good example of this type of blog website is Design for Mankind. The owner Erin 

Loechner writes articles about her family, work projects, and self-reflection. 

2. Niche Blog 

A niche blog sticks to a particular range of topics, usually related to the blogger’s 

passions, skills, and knowledge. For instance, if you’re an avid reader, your blog can 

exclusively talk about book-related content.  

 



Dnyansagar Arts and Commerce College, Balewadi Pune.45 
 

   Subject- Business Communication-II    Sem-IV  2019  pattern    Sub.code- 241  Class :-S.Y.B.Com 

MULTIPLE CHOICE QUESTIONS 

 

 

Prof. Shinde.P.S.  www.dacc.edu.in 
 

The scope of the niche depends on the blogger’s preferences. Using the book blogging 

example, the writer can narrow it down further by focusing on only one or two genres.  

The following niches are quite popular in the blogging community:  

Travel blogs. Bloggers within this category share stories about their trips, give tips to 

fellow travelers, and provide destination guides. A famous example is The Blonde 

Abroad, which centers around solo female travel.  

Fashion blogs. This niche is about the latest clothing trends, styling tips, and buying 

guides. Check out Jordan Bunker’s menswear blog for a better understanding.  

Health and wellness blogs. Common types of articles within this niche include listicles 

of exercises, nutrient-rich recipes, and tips on how to take care of your mental health. 

A well-known blog in this category is Fit Bottomed Girls.  

Food blogs. In this niche, the blogger may share recipes, restaurant guides, or kitchen 

equipment reviews. A great example of a food blog is The Minimalist Baker, which 

focuses on cooking instructions using ten ingredients or less.  

Personal finance blogs. This niche revolves around money management, ranging from 

budgeting tips to side income ideas. The Penny Hoarder is an excellent blog in this 

category.  

Lifestyle blogs. This niche mixes multiple topics related to the blogger’s interests, such 

as fashion with beauty or food with travel. A good example is A Cup of Jo – a lifestyle 

blog on style, design, and motherhood. 

3. Company or Business Blog 

This type of blog refers to any company website that has a blog section.  
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The primary purpose is to attract the target market by publishing content relevant to 

their interests or concerns. Some businesses also use blogs to update users regarding 

any changes within their organization.  

An excellent example of a business blog is the one by Mailchimp. It provides marketing 

tips and resources on utilizing its digital marketing software.  

Additionally, it covers successful case studies of clients using their tools, which is a 

great way to demonstrate their business’s utility.  

The productivity software Toggl also has an excellent business blog. The blog posts 

focus on subjects relevant to their features, such as hiring, team management, 

company culture, and project planning.  

4. Affiliate Blog 

This type of blog is based on affiliate marketing – the practice of promoting a third 

party’s products and services on an online platform.  

The blogger usually provides a link on their blog posts directing users to the business’s 

online store. When someone clicks on it and makes a purchase, the blog owner will 

receive a commission.  

The typical articles you can expect on an affiliate blog include product reviews, buying 

advice, or “best-of” listicles.  

Some affiliate blogs may focus on a niche, like Outdoor Gear Lab. This WordPress 

website only conducts reviews on outdoor travel equipment and mainly features 

products from Amazon. 

There are also affiliate blogs that feature products from various categories, such as 

New York Times’ The Wirecutter.  
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5. Reverse Blog 

In a reverse blog, the content originates from multiple guest writers rather than the 

owner of the blog. The owner may produce articles of their own, but their primary job 

is to moderate and edit incoming submissions. 

This type of blog is popular among freelance writers as it’s great for building their 

network and increasing their exposure. Some blogs may also compensate them 

financially for each article they have written.  

One example of a reverse blog is The Writing Cooperative, a Medium-based publication 

about writing and publishing. This blog encourages submissions from fellow Medium 

writers. 

Business2Community is another excellent example of this type of blog. The content is 

made of thousands of contributing articles from business professionals.  
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