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REPORT

➢It is any informational work made with an intention to relay  

information or recounting certain events in a presentable manner.

➢Reports are often conveyed in writing, speech, television, or film.

➢Report is an administrative necessity.

➢Most official form of information or work are completed via report.

➢Report is always written in a sequential manner in order of  

occurrence



TYPES OF REPORT:

FORMAL

INFORMAL



• The informal report functions to inform, analyze, and recommend.

• It usually takes the form of a memo, letter or a very short international

document like a monthly financial report, monthly activities report,

research and development report, etc.

• This report differs from the formal report in length and formality.

• It is written according to organization style and rules, but usually does not

include the preliminary (front) and supplemental (back) material.

• The informal report is usually more controversial in tone and typically

deals with everyday problems and issues addressed to a narrow readership

inside the organization.

Informal Report



TYPES OF INFORMAL REPORT

There are many embodiments of the informal report:

i. Progress report

ii. Sales activity report

iii. Personnel evaluation

iv. Financial report

v. Feasibility report

vi. Literature review

vii. Credit report



• The formal report is the collection and interpretation of data and

information.

• The formal report is complex and used at an official level.

• It is often a written account of a major project.

• Examples of subject matter include new technologies, the advisability

of launching a new project line, results of a study or experiment, an

annual report, or a year old review of developments in the field.

Formal report



TYPES OF FORMALREPORT

They can be categorized as:

➢Informational reports

➢Analytical reports

➢Recommendation reports



INFORMATIONAL REPORTS

• Informational reports present results so readers can understand a
particular problem or situation.

• Example: Manager of a city’s website might prepare an  
informational report for the city council; the report would provide  
statistics on the number of people who pay their city water and  
sewage bills online etc.

• Informational reports might:
A. Present information on the status of current research or of a

project.

B. Present an update of the operation in your division.

C. Explain how your organization or division does something.

D. Present the results of a questionnaire or research.



ANALYTICAL REPORTS

• This type goes a step beyond presenting results. Analytical reports  
present results, analyze those results, and draw conclusions based on  
those results.

• These reports attempt to describe why or how something happened and
then to explain what it means.

• Like informational reports, analytical reports can be formal or informal.

• Explain what cause a problem or situation – Present the results of a  
traffic study showing accidents at an intersection – the report explains  
what it means.

• Explain the potential results of a particular course of action.

• Suggest which option, action, or procedure is best.



Recommendation  Reports

• This type advocate a particular course of action. This usually present

• the results and conclusions that support the recommendations.

• This type is identical to analytical report.

• For example, your analytical report suggests using treatment X is  more 
efficient than treatments Y and Z. However, that does not  mean that you 
will use treatment X as cost and other considerations  might recommend
treatment Y.

• What should we do about a problem?

• Should we or can we do something?

• Should we change the method or technology we use to do  
something?



Steps -Formal  Report

• Identify the readers

• Determine your purpose

• Formulate specific questions

• Conduct research to answer the questions

• Draw valid conclusions (for analytical or  
recommendation reports)

• Decide on recommendations (for recommendations)

• Write the report



NARRATIVE REPORT



SPECIALIZED REPORT

Summary of reports about specialized law enforcement and police problems

May be either narrative, chronological, or both

It may not follow a single pattern due  to the different case types and

description.



The report defines complete description of the accident

It describes the location and the loss occurred.

It is important for documentation

It is required to start any investigation.

ACCIDENT REPORT



NON CHRONOLOGICALREPORT

The purpose is to describe the way things are, this type is mainly used in

letter, non fiction book, information leaflet, catalouge etc.

The opening contains a general classification, a description of chosen subject

then the paragraphs about different aspects of the subject and lastly

conclusion



FORMAT OF AREPORT

 Although, there is no set report writing format, however,
there are general sections that should be included.

 Unlike essays, reports are written in sections with headings
and sub-headings, which are usually numbered.

 There are numerous possible formats available for writing a
report, and it mostly depends on the context of topic





3. Contents page: A clear, well-formatted list of all the sections
and sub-sections of the report. Page numbers should be
marked correctly.

4. Abstract: A summary of the major points, conclusions, and
recommendations should be written to give a general
overview of report.

5. Introduction: The first page of the report needs to have an
introduction. You will explain the problem and show the
reader why the report is being made.



6. Body: This is the main section of the report. There needs to be several
sections, with each having a subtitle. The various sections include Review of
Literature, Materials and Methods and Results. A discussion section can
also be included at the end of the body to go over by findings and their

significance.

7. Conclusion: A conclusion should draw out the implications of your findings,
with deductions based on the facts described in your main body. The
significance and relevance of study is discussed in this section.

8. References: This is a list giving the full details of all the sources to which you

have made reference within your text.



1. Office  

2. Memorandum

3. Office Orders

4. Office Notes



Definition of  Memorandum

A Memorandum is a document typically used for
communication within organization. Memorandums can
be as formal asabusiness letter and to present a report

• Memorandums are less formal and shorter than  letter
• Used most often for communication within one  

organization
• The heading and overall tone make a Memorandum  different 

from a business letter.
• All information is on single topic.



Uses of Memorandum

• To give information to someone
• To issue an instruction
• To request for help
• To give suggestions

Writing anEffective Memorandum

Three stages in Memorandumwriting:
• Pre-planning
• WritingSequence
• Review



The Layout of  Memorandum

• First write the word “Memorandum” (as a title in the  middle on 
top ofpage.)

• Include “To” (who should get the Memorandum?)

• “From” (who sent the Memorandum?)

• Subject (what is the Memorandum about?)

• Date



General Template of  Memorandum

To 
From
Subject
Date

• :…………………………………………..
• :…………………………………………..

• :…………………………………………..

• :…………………………………………..
…………………………………………………………………………………
………………………………………………………………………………
…………………………………………………………………………………
…………………………………………………………………………………
…………………………………………………………………………………



Demo ofMemorandum

To  
From
Subject  
Date

: Mr. ‘M’, Supervisor

: Mr. ‘T’, Bookkeeper
: Retirement Party
: April 12,2018

My brother and I will be able to attend Mr. Khan’s
retirement party on April 20. We will bring foods and all
other necessary items for the party.



Types of Memorandum

•

•

•

1. PersuasiveMemorandum
2. DirectiveMemorandum
3. TechnicalMemorandum



Office Circular

• Form of aletter
• Medium ofcommunication
• Method of circulatinginformation
• Issued for various purposes ranging from  invitation 

for a party to informing  important information



Features ofOffice Circular 

• General circulation in theorganization
• Intra-officecommunication
• Brief and Precise
• Persuasive
• User-friendly
• Cost-effective



Making aneffective  OfficeCircular

• Clear
• Precise
• Complete
• Form of aletter
• Contains some useful information
• Self-explanatory



Making an effectiveOffice Circular

• Time andcost-effective
• Permanency of records
• Source of goodwill



Demo of an OfficeCircular

PQR Limited  
Dhaka

February 1,2018
Circular no. HR/02/2018/01

To all employees

A four-hour computer training program has been arranged for all employees on Sunday
February 5, 2018, in the office premises. The program will start at 10:00 A.M. All employees
are required to attend theprogram.

Sd/

Nur-e Islam
Human Resource Management



Demo of an OfficeCircular

PQR Limited  
Dhaka

March 1,2018
Circular no. HR/03/2018/01

To all employees

A devastating tsunami has struck the southern coast of Bangladesh leaving a vast trail of destruction,
misery and suffering. We appeal to all employees to contribute generously to the Tsunami Relief
Fund for rehabilitation of the affected people. Any contribution to this fund is entitled to
100%income tax deduction. The contributions may be handed to Mr. Rahman, Finance Department
from 4 pm to 6pm,Sunday toFriday.

Sd/  

Wahiduzzaman

HumanResource Management



Office Orders

As the term denotes, it is an order containing directions or
instructions, which are required to be compiled with by the
recipient. In case of non-compliance of office orders,
disciplinary action may be initiated.



EffectiveOffice  Orders

• It should be correct, short and to thepoint.
• It should draw the attention of the person  that has to 

comply with it.
• It must contain specific instructions or  directions 

forcompliance.
• It must be authentic and duly signed by a  competent

authority



Demo of an  Office Orders

XYZ
Dhaka  OfficeOrder

June 1,218
Re:108/PER/05
Ashraful Alam, Junior Assistant is hereby required to show  cause in writing by June 
15, 2018 as to why disciplinary action  should not be taken against him for his 
persistent refusal to  carry out faithfully the instructions issued by his section officer.

Ashraful Alam is hereby informed that on his failure to give  satisfactory 
explanation about his conduct, disciplinary action  will be taken as per company’s
rules.
Sd/



Office Notes

• Form on internalcommunication
• Put up by sections, departments or unitsto  the higher authorities, head of 

the unit,  department or institution
• Consideration and orders orinformation
• Put up to the president, generalmanager,  executive, directoretc.



Format ofOffice Notes

There may or may not be any specific written instructions
on the drafting of office notes or the details to be
furnishedtherein.

Sometimes, the size and color of the paper,  the nature of 
typing, the authority who should  sign and time schedule 
for submission are  clearlystated.



Writing an effectiveOffice  Note

• It should be informative.
• Starts with heading.
• Brief and precise.
• Language should besimple.
• Must have adate.
• Issuing authority should be mentioned  clearly.
• Must have the signature of the issuing  authority.



Office Note

Jahangirnagar University  
Department of Management Studies  

Study Tour
NOTICE

June 14, 2018.
We are organizing a study tour, an intellectually learning scope of Jahangirnagar
University, in the month of July, 2018. Interested students for attending the study
tour of the department of management studies can give their names to the
involved office by June 30, 2018.

Mr. *********  
Chairman,
Department of Management Studies
Contact number: 02*********



UNIT –II 
RECENT TRNEDS IN BUSINESS 

COMMUNICATION



What is Internet?

According to the definition provided by Oxford dictionary, the Internet is an
arrangement of connected computers, which lets the computer users all over the
globe exchange data. At the present time, approximately 33% of the world
population has accessibility to the Internet. The Internet is an extraordinary
entertainment and learning tool that may be utilized in a number of modes to
increase the ability of a user to collect information. The principal components of
the Internet are the World Wide Web (WWW) and e-mail. With the passage of
time, the Internet has become the most effective business tool in the contemporary
world. It can be described as a global meeting place where people from every
corner of the world can come simultaneously.



Advantages of Internet

1. Information: The biggest benefit offered by the Internet is 
information. It functions as a valuable resource of information. You can 
find any type of information on any subject with the help of the search 
engines like Yahoo and Google.

2. Communication: The primary goal of the Internet is communication. It 
has done extremely well in this field, however the development process 
is still going on to make it more dependable and quick. By sending an e-
mail, we can contact a person who is physically present thousand miles 
away within the fraction of a second’s time.

3. Entertainment: Internet functions as a popular medium of 
entertainment. A wide variety of entertainment including video games, 
music, movies, chat room, news and others can be accessed through the 
Internet.



4. E-Commerce: E-commerce is the idea that is implemented for any 
form of commercial strategy or business transactions that entails 
transmission of data from one corner of the world to another. E-
commerce has become a fantastic option through which you can 
shop anything.

5. Formation of Communities: Internet helps in formation of 
communities or forums. Here a number of people can participate in 
different types of debates and discussions, express their views and 
gather valuable knowledge.

6. Services: A variety of services are offered via Internet, for example 
job searching, online banking, buying movie tickets, hotel 
reservations and consultation services etc. When you avail these 
services offline, they become more expensive.



Disadvantages of Internet

1. Spamming: Spamming denotes distribution of unsolicited e-mails in large 
numbers. They are meaningless and they unnecessarily block the whole 
system. These activities are treated as illegal.

2. Theft of Personal Details: While using the Internet, there is high 
probability that your personal details like name, address and credit card 
number may be accessed by con artists and used for fraudulent purposes.

3. Pornography: Pornography is definitely harmful for your children. There 
are numerous pornographic sites available over the Internet and watching 
any of those can have very bad influence on the mental health of your 
children.

4. Virus Threat: Virus is a program that interrupts the usual operation of 
your personal computer system. PCs linked to the Internet have high 
probability of virus attacks and as a result of this your hard disk can crash, 
giving you a lot of trouble.



WEBSITE 

A website (also written as web site) is a collection of web pages and 

related content that is identified by a common domain name and 

published on at least one web server. ... Websites are typically 

dedicated to a particular topic or purpose, such as news, education, 

commerce, entertainment, or social networking.



ADAVNTAGE OF WEBSITE 

Online Presence 24/7. Having a website means customers are always 
able to find you – anytime, anywhere. ...
#2 Information Exchange. ...
#3 Credibility. ...
#4 It Cuts Costs. ...
#5 Market Expansion. ...
#6 Consumer Insights. ...
#7 Advertising. ...
#8 Competitors Online.



Advantages of Twitter

1. Twitter is a very simple social network because it allows you to be
aware of everything that interests you, such as communities,
celebrities or just people who are not famous but who you know.
This is a very important advantage of Twitter.

2. The fact that everything has to be written in 140 characters makes
the social network simple and practical for human thinking.

3. If you have written a tweet and one of your followers like what they
see, this can be retweeted so this tweet is also seen by all the
followers of your follower.



4. Another great advantage of Twitter is the structure it has since it is
made up of your followers and the ones you are following.

5. It is possible to combine your Twitter account with your Facebook
account so that what you post on Twitter is also done on the other
social network. This is a great advantage to not waste so much time
publishing on both social networks.

6. You can place buttons on the websites to tweet the page and other
users can observe and review the subject in question.



Disadvantages of Twitter

1. With Twitter you have to summarize everything that is happening to you
in 140 characters. This can generate problems by having to abbreviate
everything that happens.

2. Another disadvantage of Twitter is that there is a lot of spam on the
network and this is not so controlled. This also makes the network too
fast in terms of number of Tweets and sometimes the trust of the
network is lost.

3. It is very common to see insults from people towards companies.

4. False profiles on Twitter are very common and this can generate distrust
in the network.

5. Another big disadvantage of Twitter is that having false profiles, any
person can create a famous account and many people begin to follow
when in reality this profile is not of this celebrity but a random person.



With Twitter you have to summarize everything that is happening to

you in 140 characters. ... Another disadvantage of Twitter is that there

is a lot of spam on the network and this is not so controlled. This also

makes the network too fast in terms of number of Tweets and

sometimes the trust of the network is lost



Facebook is the most popular social networking site of all time, it has helped a 
lot to cut down the physical boundaries, it has its many benefits for personal 
or for the business purposes, Facebook is free and it’s one of the best media 
for communication, It can help you connect to different people from 
anywhere in the world as almost every people around the world use it.

FACEBOOK



Benefits of Facebook for business

Some of the advantages of Facebook business pages include:

•Brand awareness: Facebook is one of the largest social media
platforms in the world. Your business' presence will help you gain
exposure to potential customers.

•Drive website traffic: By posting links to your website, you can
help increase online visits.

•Targeted advertising: Facebook advertising allows you to target
specific demographics, based on location, age, gender and
interests.

•Generate business leads: Your audience of Facebook 'likes' can
be a great starting point to gather sales leads. You can use
competitions and giveaways to gather email address to build your
marketing lists.



•Customer service and feedback: Facebook allows two-way
communication between businesses and their customers. You can
use the messaging service to deal directly with your customers.
Reviews and comments can be a great way to gather customer
feedback and find areas for improvement.

•Monitor and improve: Use data from your page's 'Facebook
Insights' to understand what content works best and plan for the
future.



Challenges of Facebook for business

While Facebook can deliver plenty of benefits, it is important to be
aware of the potential downsides:

•Time and resources: Setting up and running a Facebook page
requires a time investment. You may need a member of staff who
can take on social media duties and have enough time to manage
the page well and create engaging content.

•Skills: The staff member who manages your Facebook page may
need training to ensure they have the right skills. They should be
able to plan and create content, respond to enquiries and
complaints, and represent your business.



•Budget: To make the most of Facebook, you will probably need
to invest in paid-for advertising. This will require its own budget.

•Negative feedback: The two-way communication nature of
Facebook means that unhappy customers can voice their
complaints publicly. It is important to handle these complaints
well as your response will be under scrutiny from your
audience. It is not advised to delete genuine negative
comments.
In this guide:



http://gg.gg/3pc75
~ AN 2015 ~

http://gg.gg/


Google Forms
• A simple way to

– collect information

– conduct surveys

– perform quick assessments

• Can be shared with a link or via email

• Responses can be viewed immediately with the option  

to save them to a spreadsheet or Google Sheet



Our World



Let’s get started . . .



CREATING & CUSTOMISING

• To create a form  

within Google  

Drive :

➢Click NEW, then

More and select

Google Forms.



Entering a Title



Entering a Question



Entering a Question



Adding more Questions



Changing type of Question



Changing type of Question



Required question . . .



Adding more items



Theme



Rearranging Questions

• Click & Drag

• Cannot move a question until you click the
Done button



Almost there . . .



SHARING & COLLABORATING

• To share a Form with a collaborator :

➢Click File menu and select Add collaborators







FORM RESPONSES



VIEWING & MANAGING RESPONSES

• As a summary of responses

• In a separate spreadsheet

• As a downloaded text file in csv format

– [ comma separated value ]





HOW TO USE? 



Click the Google Chrome icon in your  desktop



Type “google.com”



Click “Sign in”



Enter your Google Email address



Enter your Gmail Password



Click “Sign In”



Click the icon



Click “Even more from Google”



Click “Sheets”



Click the “Go to Google Sheets”



Click (+) to start a new spreadsheet



New and untitled spreadsheet will  open



Click “Untitled Spreadsheet”



Rename to “Sample_Spreadsheet_Tutorial”



Click at upper right corner



Enter email address of team member



Choose access type



ACCESS TYPES



UNIT – III  
Types and Drafting of 

Business Letters 



Meaning of Business Correspondence

• Communication through exchange of letters is known

as correspondence.

• Communication through exchange of letters is known as
correspondence. We communicate our feelings, thoughts etc.
to our friends and relatives through letters that may be called
personal correspondence.



• Definition -

• A Businessman writes and receives letters in  his
day to- day transactions, which may be  called 
Business Correspondence.



Tips To Make Business Letter

A business letter should be typed on letterhead for a professional
appearance.

If you don't have preprinted letterhead, type your name, title and  
return address.

You may also include your telephone and email address. Don't  
forget to type the date.

• A business letter is not the place to try out fancy fonts or experimental  
writing styles. A direct, conservative style works best.

• Get to the point  early.  You should state your main cause in the first  
paragraph.



• When writing directly to customers, always focus on their needs and
their perspective. Put yourself in their position and imagine what it
would be like receiving your letter.

• Always try to be civil and friendly even if the subject matter is stern
and sensitive. Avoid informal language but do not use old-fashioned
or over-formal language.

• No matter how upset you are with the recipient, try not to show your
anger in your letter. You are much more likely to get the response you
desire if you remain courteous.

• Humour can be used in business letters but only when the writer is
completely positive the recipient will understand the joke or pun.
From a business etiquette perspective it may be wise to avoid
humour.



Importance of Business Correspondence

1.Help in Maintaining Proper Relationship
• Now-a-days business activities are not confined to any one area or locality.

The businessmen as well as customers are scattered throughout the
country. Thus, there is a need to maintain proper relationship among them
by using appropriate means of communication

2. Inexpensive and Convenient Mode
• Though there are other modes of communication like telephone, telex,

fax, etc. but business information can be provided and obtained
economically and conveniently through letters.



3. Create and Maintain Goodwill

• Sometimes business letters are written to create and
enhance goodwill. Businessmen at times send letters to
enquire about complaints and suggestions of their
customers.

• They also send letters to inform the customers about the
availability of a new product, clearance sale etc. All this
results in cordial relations with the customers, which
enhances the goodwill of thebusiness.

Importance of Business Correspondence



4. Servesas Evidence

• We cannot expect a trader to memorize all facts and figures in a
conversation that normally takes place among businessmen. Through
letters, he can keep a record of all facts. Thus, letters can serve as
evidence in case of dispute between two parties.

5. Help in Expansion ofBusiness

• Business requires information regarding competing products, prevailing
prices, promotion, market activities, etc. If the trader has to run from place
to place to get information, he will end up doing nothing. It will simply
result in loss of time. But through business letters, he can make all
enquiries about the products and the markets. He can also receive orders
from different countries and, thus enhance sales.



Essential Qualities of a Good Business Letter

• We may classify the qualities of a good business letter  

as:

a. Inner Qualities; and

b. Outer Qualities



Inner Qualities -

• The inner qualities of a good business letter refer to  
the quality of language, its presentation, etc .



The various inner qualities of a good business  
letter.

should be- Simples - Simple and easy language  
used for writing business letters.

Clarity - he language should be clear, so that the  
receive will understand the



• Accuracy - The statements written in the letter should be
accurate to, the best of the sender’s knowledge.
Accuracy demands that there are no errors in the usage
of language - in grammar, spellings, punctuationsetc.

• Completeness - complete letter is one that provides all
necessary information to the users. For example, while
sending an order we should mention the desirable
features of the goods, i.e., their quality, shape, colour,
design, quantity, etc.



Outer Qualities -

• The outer qualities of a good business letter  
refers to the appearance of the letter

Includes :

• Quality of paper

• Color of the Paper

• Size of the paper

• Folding of letter

• Envelope



Parts of a BusinessLetter

1. Heading

2. Date

3. Reference

4. Inside Address

5. Subject

6. Salutation

7. Body of the letter

8. Complimentary

close

9. Signature

10. Enclosures

11. Copy Circulation

12. Post Script



Kinds of Business Letter

• 1.Business Enquiry Letter

• The letter written to sellers to know the details of the  
goods which they want to buy, like quality, quantity, price,  
mode of delivery and payment

• 2.Quotation Letter

• After receiving the letter of enquiry from a prospective
• buyer, the sellers supply the relevant information by

• writing a letter that is called quotation letter



Kinds of Business Letter

3. Order Letter

• Letters written by a buyer to the seller giving the order  
to purchase the goods is called order letter.

4. Complaint Letter

A complaint letter is written when the purchaser does not  
find the  goods upto his satisfaction.It is normally written  
by the purchaser when he receives wrong, defective or  
damaged goods or receives incorrect quantity of goods



Kinds of Business Letter

5.Recovery Letter

• The letter written by the seller for collection of  

money for the goods supplied to the buyer



UNIT- IV
Writing Formal Mails and 

Blog writing.



It isimportantthat youusethecorrect style  when writing anemail

Formal
Purpose: Business and important messages  

Audience: Business and work colleagues  

Style and accuracy: Professional – accurate

spelling, punctuation and grammar

Don’t use slang, exclamation marks or smilies  

In formal emails

Informal
Purpose: Informal messages  

Audience: Friends and family

Style and accuracy: Friendly- accuracy is less

important



It isimportantthat youusethecorrect style  when writing anemail

Formal

Beginning and ending: 

start and end appropiately

• Dear Sir

• Dear Madam

• Dear Mr. Brown

• Dear Ms. Lopez (neutral)

• Dear Mrs. Lopes (married)

• To Whom It May Concern

• Dear Dr. Smith

Informal

Beginning and ending:

no rules – your choice

• Hey

• Yo

• Sup or Whassup

• ? (Opening an email with a question  
mark)



It isimportantthat youusethe correct style  when writing anemail

• Formal

• No contractions

• We often "contract" or shorten
words in English. For example, we
may say "he's" instead of "he is".
• Note that we usually insert an
apostrophe (') in place of the missing
letter or letters in writing.

• Informal

• Contractions can be used

• Here are some example
sentences:

• I haven't seen him. (I have not seen him.)

• Who's calling? (Who is calling?)

• They're coming. (They are coming.)



DOS

• Use an informative subject line,

which says what the email is  

about.

•Write the most important  

information first.

•Use numbers and bullet points to  

make the message clearer.

DON’TS

• Write ‘hello’ as your subject line.

•Write about irrelevant issues. The  

reader will soon hit ‘delete’ if the

email doesn’t get to the point.

•Give personal information that you  

don’t want anyone else to know.  

(The email could end up in the  

wrong hands)

•Use capital letters to write whole  

words as in emails, this is

considered shouting.



When writing anemail:

DOS

• Use simple grammar. Avoid things
like the passive. (As emails are a  

fast means of communication, they  

tend to be less wordy and complex  

than formal letters.)

• Write short sentences.

•Use paragraphs to keep the email  

clear and easy to understand

DON’TS

• Use Italics (the reason may be
misunderstood, due to cultural

differences).

• Use exclamation marks.
•Use abbreviations like coz and uni,

as the recipient may not understand

them.

• Use acronyms like BTW for the

same reason.

• Use smileys. They may be
misunderstood and come across as

unprofessional.



Opening sentences: how to start an email

• People often start emails with a nicety – a meaningless opening sentence  
that poses as an introduction:

‘Dear John, I hope this email finds you well.’

• What a useless comment. First, it says nothing. Second, it’s weirdly formal  
when email is, for the most part, an informal means of communication.

• Your opening sentence needs to say much more about you and the reason  
for your email.



Opening sentences: how to startan email

There are certain questions we ask ourselves every time we start a new  
email:

• Why am I writing this email?

• What do I want to tell my recipient?

• What do I want them to do as a result of my email?



Opening sentences: how to start an email

Your reader will ask themselves their own set of questions when they open  
an email from you:

• Who is this person?

• What are they emailing me about?

• How important is this email to me?

• Do I need to respond?



Openingsentences

Reasons for writing your letter or email

• In reply to your letter ... .

• Thank you for your letter of May 14th concerning … .

• Thanks for your email ... .

• Following our phone conversation ... .

• Thank you for your letter.

• It was kind of you to write to me.writing email and letters opening  
sentences

• I am writing to inform you that..



Openingsentences

Deny a request: Thank you for writing to ask about attending the  
conference in Baltimore. I wish I could approve your request.

Apologize: Please accept my apology for missing the meeting yesterday. I  
am sorry that a medical appointment prevented my attending.

Congratulate: Congratulations on successfully passing the bar exam. Your  
hard work has paid off!

Invite: You are invited to the opening of the ‘2017 Fashion Fair’ on Sunday,  
16 April, from 4 to 6 p.m. at the AHOY in Rotterdam.



Openingsentences

Confirm an agreement: I am happy to confirm our agreement about  
the summer institute.

Provide a reference: Jessica Dell has asked me to provide information  
to you in support of her job application, and I am pleased to do so.

Request a letter of reference: I am applying to graduate schools in  
marine biology, and I would be very grateful if you would write a  
letter of reference for me.

Respond to a letter of complaint: Thank you for writing to us about  your 
experience in the airport last week.



Opening sentences

Request approval: I would appreciate your approval to attend a  
training program on project management to meet my annual  
performance goals. Here are the details:

Request information: I am seeking the answers to two questions  
about customs declarations for a shipment to Russia.

Share information: I received some important information from Dr.  
Owens, and I believe it will be useful to you as you analyze the

research data.

Explain a change in policy: I want to let you know about a new tuition  
reimbursement policy we will implement in January.



Opening sentences

• Market a training program: Do you ever feel awkward or lost at networking
events? This 90-minute program, Networking Made Easy .

• Introduce a procedure: This procedure explains how to complete an
action form to request services from Building Maintenance.

• Introduce a new employee: I am pleased to introduce Kathlyn Vargas,
Manager of Training and Development.

• Introduce yourself: As a second-year student in the Executive MBA
program, I am writing to request a brief meeting with you to discuss
opportunities in market research.



Closing lines: phrases for closing anemail

Expressions for thanking

• Thank you for your help. / time / assistance / support

• I really appreciate the help. / time / assistance / support you’ve  
given me.

• Thank you once more for your help in this matter.



Closing lines: phrases for closing anemail

Expressions with a future focus

• I look forward to hearing from you soon / meeting you next Tuesday.

• I look forward to seeing you soon.

• I’m looking forward to your reply.

• We hope that we may continue to rely on your valued custom.

• We look forward to a successful working relationship in the future.

• Please advise as necessary.

• I would appreciate your immediate attention to this matter.



Closing lines: phrases for closing anemail

Expressions for showing them you want to help

• If I can be of assistance, please do not hesitate to contact me.

• If you require any further information, feel free to contact me.

• If you require any further information, let me know.

• Please feel free to contact me if you need any further information.

• Please let me know if you have any questions.



Closing lines: phrases for closing anemail

Expressions for showing them you want to help

• I hope the above is useful to you.

• Should you need any further information, please do not hesitate to  
contact me.

• Please contact me if there are any problems.

• Let me know if you need anything else

• Drop me a line if I can do anything else for you.



Summary > Rules for Writing a Good Email

Rule #1: Be Clear

• You already have the knowledge to start writing clear emails today. All  
it takes is using the following:

• Short sentences

• Simple language

• Correct grammar



Summary > Rules for Writing a Good Email

Rule #2: Make It Brief

• How much does it cost to send two emails instead of one? Nothing.

• So, why write about a bunch of topics in one email? Keep your emails brief by  
focusing on only one topic.

• Explain your main reason for writing in the first paragraph. Be specific about  
what it is you want.

• “Start by asking yourself what you want the person to do as a result of this  
email.”



Summary > Rules for Writing a Good Email

Rule #3: Write a Strong Subject Line

Seventy-five.

That’s about how many emails business people receive a day.  

Imagine your email sitting in a long list of other emails.

You don’t have to even imagine that. Just look at your own inbox.



Summary > Rules for Writing a Good Email

Rule #3: Write a Strong Subject Line

What makes you want to open an email? Maybe the name of the
person sending it. But if you’re like most people, you’ll open an email  
that has a strong subject line.

Your subject line is like a headline in a newspaper. The subject line  
needs to attract attention and make someone want to read your  
email.



Summary > Rules for Writing a Good Email

Rule #3: Write a Strong Subject Line

You can write strong headlines by using the “4 U’s” approach.

The 4 U’s of writing headlines are:

• Unique

• Urgent

• Useful

• Ultra-specific (very specific)
Your email subject lines should definitely be useful and ultra-specific.  

Apply the other two U’s only when it makes sense to do so.



Summary > Rules for Writing a Good Email

Rule #4: Be Polite

Would you use exclamation points and all caps in a formal letter? I don’t  
think so. But some people think that it’s okay to be overly emotional in  
emails. It’s not.

Calm down. To readers, too many exclamation points will seem like yelling.  
The same is true for words written in all caps.

Keep your emails polite and formal. Remember, your emails may not be  
only for the person you send them to. Someone may press “forward.”



Summary > Rules for Writing a Good Email
Rule #5: Create the Right Tone

A good email is clear and brief, but not curt (rudely brief). Use sentence  length, 
punctuation and polite language to create the right tone.
You also need to use the right language for each part of the email.  Business 
emails are like letters. They have a format. This includes:

• A salutation (a word or phrase like “Gentlemen,” “Dear Sir,” “Dear  Madam” or 
“To Whom it May Concern” that is used to begin a letter)

• An opening sentence
• An ending
• A closing sentence

The language you use in each part adds to the email’s clarity and tone.



Dear student of English,

I hope this information is helpful to you.  

Yoursfaithfully,

M. vanEijk/MA



BLOGS

How to write an effective blog?



What is a blog?

⚫ A blog or a weblog, is a journal  that is frequently 
updated and  intended for general public  
consumption.



Blog consists of a Title, Body,  Permalink and the Post
date.

⚫

⚫

⚫

⚫

Title, the main title, or headline, of the post.

Body, main content of the post.

Permalink, the URL of the full, individual article.

Post Date, date and time the post was published.

A blog entry optionally includes thefollowing:

⚫

⚫

⚫

Comments

Categories (or tags) - subjects that the entry discusses

Trackback and or pingback - links to other sites thatrefer  to 
the entry

http://en.wikipedia.org/wiki/URL
http://en.wikipedia.org/wiki/Tag
http://en.wikipedia.org/wiki/Trackback
http://en.wikipedia.org/wiki/Pingback


Before you begin blog writing,  consider the following 

points :

Blogs should contain-

⚫

⚫

⚫

⚫

⚫

⚫

IDEAS  

ORGANIZATION  

VOICE

WORD CHOICE  

SENTENCE FLUENCY

PRESENTATIONS



⚫

Ideas – Ideas are the stuff of which messages are made.

⚫ Organization – Ordering ideas logically so that they make  
sense.

⚫ Voice –Voice is tone and style that you consciously choose to  suit 
the target audience.

⚫ Word Choice – Word choice is finding the perfect word to  
convey the message in an effective manner.

⚫ Sentence Fluency – Sentence fluency is to make the reading  move 
with pace, flow, and rhythm

⚫ Presentation– Presentation is the preparation of the written  
message in a way that attracts readers attention.



While writing a blog…

⚫ Write with the reader in mind.  Remember WIIFM- What’s 

In It For  Me? Your reader will read your post  looking for 

what’s in it for them.



content

⚫ Make it valuable and worthwhile.  Don’t waste people’s

time.

⚫ Proof-read for typos and glaring grammatical  errors.

⚫ Keep it short and simple. As most online readers  are 
scanners, ‘lengthy’ means ‘uninteresting’,  generally

⚫

Keep it lively & interesting



⚫ Write like you’re speaking to your friend…or to  yourself! Just, 

get to the point quickly.

⚫ Keep in mind the 5 W’s in the first paragraph:  who, what, 

why, when and where.

⚫ Publishing short posts more frequently, is  better, than 
publishing lengthy articles every  few weeks.

Style should be direct &crispy…



Link often
⚫ As it builds credibility

Use keywords
⚫ This will help you stay on course, and the  search engines will love 

your blog.



Write clearly

⚫ Short sentences, only one concept per  sentence.

⚫ No double speak or jargon; not more than  one idea in one 
sentence as you don’t want  to confuse the reader.

⚫ Spoon feed them.

⚫ Use commas and dashes liberally



Write like you talk.

⚫ It’s okay to use common expressions from  speech.

E.g.. Don’t even go there…  Now, I ask you

⚫ Use a clear headline, and don’t be afraid to make  

bold statements, but don’t mislead people



To sum up–

The basic guidelines for blog writing are:

Keep your copy lively, factual, tight,  clear, short and 

search engine optimized.



To learn more
⚫ http://www.frugalmarketing.com/dtb/killer-blog

⚫ http://en.wikipedia.org/wiki/Blog#Make-up_of_

http://www.frugalmarketing.com/dtb/killer-blog-posts.shtml
http://en.wikipedia.org/wiki/Blog

