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  UNIT – 5 Business Correspondences 

The Importance of the Legal Aspects of Business Correspondence 
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The writing of business letters calls for two classes of skills. First, we need to know how to lay out a business 

letter in acceptance form, and be thoroughly familiar with it, so that in practically every letter we write we use 

the standard layout. There will always be the odd letter that for some reason is non-standard, but in general 

we should write naturally in the well-tried, standard way, so that our correspondents will feet at ease with the 

letter when it arrives. The other skill is the ability to write in good English, with the letter's subject matter 

falling into clear paragraphs, each of which is written in lucid sentences. The ability to write in sentences, both 

simple sentences and more complex sentences, ensures that each part of the letter expresses a complete 

thought, or a group o related thoughts. This enables our correspondent to follow the points we are making, in 

logical steps, and to arrive at the end of the letter with a clear understanding of our point of view on the 

matter, or matters, that we have raised. 

These two aspects require a great deal of explanation, and we shall learn the skills best if we understand the 

reasons behind the various practices that have been adopted over the years. We will therefore start by 

considering the legal aspects of business correspondence. 

Effective Business Correspondence  

1. 7 C’s of Effective Busi ess Co u icatio  

Effective communication is critical to running a business. 

Effective communication is an important part of business success. To establish good business communication, 

it helps to ha e a luep i t of the  C’s of effective communication. You can use your list of communication 

C  o ds to eate effi ie t o u i atio  at all le els of ou  o pa , a d to help ake i te a tio s ith 
customers more effective as well. 

Concise 

In business it pays to get to the point quickly. Effective business communication uses concise and 

straightforward language that gets the point across completely and in a manner that encourages efficient 

action. 

Complete 

Plan your business communication carefully so you get all of the information to your recipient the first time. If 

you leave out important information in your initial correspondence that will cause a series of problems that 

will take time to repair. 

Conversational 

According to communication coach Ric Phillips, writing on the Evan Carmichael website, it is important to 

present your information in a conversational tone that invites interaction, rather than a confrontational tone 

that can cause an argument. Effective communication presents the information in a manner that is not 

emotional but instead professional. 

Clear 

With a business communication, you sometimes get only one chance to make your point. If your information 

is misunderstood, you may not have the opportunity to correct it before it escalates into a problem. When you 

present your information, be sure to do so in a clear voice that allows every word to be understood. 

Considerate 
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When speaking to business associates or customers, always open the conversation to questions and 

clarifications. When you finish a statement, allow a moment for the other person to ask a question before you 

go on to your next part. When you answer a question, be sure the answer is understood before moving on in 

the conversation. 

Confidence 

An air of confidence in your conversation helps add credibility to your information. Present your data with a 

clear and commanding tone that indicates that you know the subject you are speaking about and that the 

information being presented is valuable. 

Check 

Always check your data and facts before giving a business presentation of any kind. You may have useful ideas, 

but if they are accompanied by incorrect information, the power of your ideas is lost. 

10 Types of Business Letters 

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 

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 

usto e ’s fa o , egi  the lette  ith 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 Letter 

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 
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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 

t pe of lette  is usuall  f o  a p e ious e plo e  o  p ofesso , a d it des i es the se de ’s elatio ship ith 
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. 

Cover Letter 

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. 

Letters of Resignation 

When an employee plans to leave his job, a letter of resignation is usually sent to his immediate manager 

giving him notice and letting him know when the last day of employment will be. In many cases, the employee 

also will detail his reason for leaving the company. 

Invitation to tender (ITT) 

An invitation to tender (ITT) is the initial step in competitive tendering, in which suppliers and contractors are 

invited to provide offers for supply or service contracts, the ITT is one process in IT procurement. 

An ITT document specifies all requirements of the organization, including goods, services and timelines, as well 

as the evaluation process that will be followed. Invitations to tender are often used by public sector 

organizations, which are legally obligated to offer contracts for goods or service requirements by that process 

in many countries. 

In an open invitation to tender, any vendor who can provide a guarantee of performance may offer. In closed 

ITTs, vendors may have been preselected, screened or qualified by an expression of interest to generate a 

shortlist of eligible candidates. Often, proposals to a tender are under a double-envelope system, with 

separate technical and economical envelopes provided for individual evaluation by the inviting firm. 

                            TENDER NOTICE FORMAT 

 

Office: 

 

Chief Engineer/O&M, 

 

Tender Specification No: 

 

 524 /O&M/PC-1567 dated 30-07-2013 

Issuing Authority: Chief Engineer/O&M, 
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 (Procurement Cell),  

GHTP, Lehra Mohabbat 

Address  Chief Engineer/O&M, 

(Procurement Cell),  

GHTP, Lehra Mohabbat 

Short Description of 

material/item 

 

 

Procurement of Silica Gel and Ceramic Ball  

 

                                                     Quantity =     3150 Kg. 

 

Tender Publication 

(Details of Newspaper) 

 

As per standard norms of Punjab State Power Corporation Limited in 

newspapers like Indian Express, Hindustan Times, The Tribune, 

National Herald & Times of India etc. 

Eligibility Criteria, if any 

(in brief) 

As specified in the NIT. 

Starting date of Sale of 

Tenders. 

01-08-2013 11-00 Hrs. 

Last date of Sale of Tenders. 26-08-2013 Upto 15-00 Hrs. 

Last Date for Bid 

submission: 

 

30-08-2013 Upto 11-30 Hrs. 

Pre Bid Meet Date 

 

                                                       

Bid Opening 

 

30-08-2013  At 12-00 Hr.                                                   

Document Cost: 

 

 

Rs. 500/- 

Payment Mode: 

 

 

By Demand Draft payable at Rampura Phul or Cash 
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Payment in favor of: Accounts Officer/O&M, GHTP, Lehra Mohabbat. 

 

EMD: 

 

@ 2% By Demand Draft payable at Rampura Phul or Cash Minimum 

Rs. 5000/-. 

Contact 

 

Phone No:  0164-2756347 

E-mail ID : se-hq-op-lehra @pspcl.in 

URL for Additional 

Information: 

                         -- 

Tender information in 

details: 

As mentioned in the Specification. 

Application  

Whatever you want to get done, you need to write an application letter to get your issue known. Whether you 

are applying for a job, wishing a leave from your employer, or doing any kind of correspondence with any 

authority, you need to write an application letter first. A letter of application, also known as a cover letter, is a 

job application document sent with your resume to provide additional information about your skills and 

experience. 

The letter of application is intended to provide detailed information on why are you are a qualified candidate 

for the job you are applying for. Effective application letters explain the reasons for your interest in the 

specific organization and identify your most relevant skills or experiences. 

Your application letter should let the employer know what position you are applying for, what makes you a 

strong candidate, why they should select you for an interview, and how you will follow up. 

Application Leave Letter 

To, 

Luke Wilson 

Manager of Operations 

GL Technologies Limited 

67 West Side Road 

New York, New Jersey 5678 

Dated: 9th of May 2012 

Subject: Application letter for leave 

Respected Mr. Wilson, 

This letter is to bring to your notice that I would like to apply for a leave of ten days from 15th of May till 

24th of May. There are few personal issues due to which I need this leave urgently. 
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I have been working without any leave since last one year due to commitment towards my work. But recently I 

got the news that my mother is not keeping well and so I have to visit my hometown Iowa where she stays. 

She is suffering from a heart disease and needs to be operated urgently. I, being the only son need to be there 

beside her. There are lots of hospital and medical formalities that I have to take care of. 

I hope you understand the circumstances under which I am applying for this leave. I request you to accept my 

application and grant me leave for a period of ten days. I am looking forward to a positive response from your 

end. 

Regards, 

Seth Rogen 

Assistant Manager 

GL Technologies Limited 

How to write a resume  

Your resume (sometimes called your "CV") is your most important tool when applying for a job. It doesn't 

matter how qualified you are, or how much experience you have - if your resume is poorly presented or badly 

written, you're going to have trouble getting the job you want - or even an interview. 

Taking the time to work on your resume is really important. The information on this page offers some tips and 

advice on how to make your resume the best it can be. 

Things to remember while making resume: 

> The purpose of a resume 

> How long your resume should be 

> The order of information on your resume 

> Changing your resume for each application 

> What your resume should include 

> What your resume should NOT include 

> Reviewing your resume 

> Resume templates 

The purpose of a resume 

Your resume is a marketing tool. It needs to demonstrate: 

That you are employable  

Ho  ou eet the jo  a d the o ga izatio ’s e ui e e ts  

That you have the right qualifications and education  

That you have the right experience and skills  
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That you have the right level of professionalism for the job 

Back to top of page 

How long should my resume be? 

There is no set length for a resume. A resume varies in length depending on your experience and education. If 

you haven't worked much before, one or two pages is best, but three pages is okay if you've got a lot of study 

and work behind you. 

Make sure you don't pad out your resume. If your resume is only one page, as long as it's well-presented it 

might get better results than a two-page resume full of unnecessary information. 

What your resume should include 

There are a number of things that every resume should have on it. Check out the resume templates on our 

Sample resumes and cover letters page to get an idea of what each of these sections should look like. 

Contact details 

Make sure you include your name, email address and a contact phone number on your resume. You don't 

have to include your home address, although there might be some situations when doing so would be a good 

idea. 

Don't include your contact details in the header of your resume. Recruitment software sometimes has 

difficulty reading information in headers or footers, so it's a good idea to avoid headers altogether. 

You can put your contact details in the footer of your resume, but if you do, you must make sure they're also 

in the main body of the document. 

Opening statement 

An opening statement is a summary of who you are, where you've studied and/or worked, and what you bring 

to the job. It should be about six lines long and written in first person without the personal reference (i.e., 

don't say "I did this" - sa  Did this" i stead . 

Your opening statement should start with one sentence about who you are and what you bring to the job, 

then describe the skills and attributes you have that suit you to the job. 

Key skills & strengths 

Your resume should include a list of between 10 and 15 skills that link your experience to the job you're 

applying for. 

If the job you're applying for was advertised, either the ad or the position description may provide a list of 

skills and experiences that are essential for doing the job. It may also provide a list of "desirable" skills and 

experience. Your list of key skills & strengths needs to respond to all of the items on the "essential" list and as 

many items as possible on the "desirable" list. 

When putting together this list, think of things you've done or learned to do as part of: 

Jobs you've had 

Your studies 
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Any work placements you've done 

Any volunteering you've done 

Technical/software skills 

This is a short list of the names of software or technology you know how to use. Examples might include: 

Word processing or spreadsheet software 

Programming languages 

Tools (e.g., cash registers, EFTPOS) 

Personal attributes 

If you haven't got much work experience, a list of personal attributes can be another way to demonstrate that 

you're the right person for the job. 

Things you could include in this section might include ways you can demonstrate that you are reliable, honest, 

trustworthy or quick to learn new things. Check out our Employability skills page to see a few of the things 

that employers are commonly looking for. 

Educational history 

Your Educational History only needs to show your highest level of education. You don't need to include your 

results, unless showing them proves how well you're suited to the job. 

If you can, you should also include a few bullet points listing your academic achievements (e.g., school or class 

captaincies, awards you've won, or groups you've been part of). 

Employment history 

When providing your employment history, start with the your most recent job and go backwards from there. 

Give the position title and the dates you worked there. 

If you haven't had a job before, you can use other things to demonstrate your experience, including: 

Work experience you've done through school 

Work placements or internships that you've done through university or TAFE 

Volunteer work you've done 

For each job provide a list of the things that you achieved while in that job, and the significant contributions 

you made to the organization. Make sure that these achievements and contributions match the key skills and 

strengths listed earlier on your resume. 

References/referees 

Your resume should list two people who can positively recommend you as an employee. Ideally your 

references will be people that you have worked with before. Provide their name, their position title, and a way 

that they can be contacted. 

Testimonials 
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A testimonial is another good way to prove that your skill and experience is what the employer is looking for. 

Getting a testimonial can be as easy as asking a colleague, teacher or previous employer to write a couple of 

sentences about you. Ideally the people you get testimonials from should also be included in your references. 

You can include any testimonials you get as part of your educational history or your 

employment/volunteering/work placement history. 

Usually it's enough to include one or two testimonials in your resume. Any more than two is probably too 

many. 

Keywords 

A lot of recruitment agencies use software that scans applications for key words and phrases. Applications that 

don't use the right keywords tend to be automatically rejected. 

Key words and phrases that this software looks for can include the names of: 

Skills 

Jobs 

Activities 

Qualifications 

Software 

Tools 

To make sure your resume has the right key words and phrases, check out the job ad and make a list of the 

words and phrases it uses. If you don't have a written job ad to refer to, you can use a job search engine to 

find other ads for similar jobs and see what kind of keywords those ads use. 

Once you have a list to work from, start adding those words and phrases to your resume. Good places to add 

keywords include: 

Your opening statement  

Your list of key skills  

Your educational history  

Your employment history 

Back to top of page 

What not to put on your resume 

Here are a few things not to include on your resume. Note that there may be circumstances when including 

some of the following information shows that you're a good fit for the job. If that's the case, including that 

information would be a good idea. 

Private information 

Downloaded from  be.rgpvnotes.in

Page no: 10 Follow us on facebook to get real-time updates from RGPV

https://be.rgpvnotes.in
https://www.facebook.com/rgpvnotes.in
https://be.rgpvnotes.in


You don't have to provide any personal or private information on your resume. There's no benefit to be gained 

from providing information that could be used to generalize about you as a potential employee. 

Your resume doesn't have to include:  

Your birth date  

Your gender  

 Your address  

 Any ailments or disabilities  

 Your health status 

A possible exception to this might be when providing this information would give your application an 

advantage (e.g., if the employer is looking for someone young, or a female applicant). In these situations, 

consider including such information if you think it would strengthen your application. 

Types or factual errors 

Submitting a resume or cover letter with spelling mistakes will guarantee you don't get an interview. You 

should spell check your resume before you send it, but you should also get someone else to read it as well and 

check for mistakes you might have missed. 

Double-check everything that you include in your resume. If you mention the company's name, make sure you 

get it right. If you mention the name of places you've worked before, make sure you get that right. Mistakes 

on resumes are worse than typos. 

You should also consider getting your resume looked at by someone professional. Check out "Reviewing your 

resume", below. 

Reviewing your resume 

Having someone else review your resume is extremely important. Make sure you use someone who will 

a tuall  tell ou if the  thi k so ethi g is ’t ight. People ou ould ask i lude: 

Co-workers 

Former employers 

Teachers 

Career guidance counselors 

Your parents or guardians 

What Is the Difference Between a Resume and a CV? 

The primary differences between a resume and curriculum vitae (CV) are length, what is included, and what 

each is used for. While both are used in job applications, a resume and a CV are not always interchangeable. 

What Is a Curriculum Vitae? 

Like a esu e, u i ulu  itae CV  p o ide a su a  of o e’s e pe ie e a d skills. T pi all , CVs a e 
longer than resumes – at least two or three pages. 
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CVs i lude i fo atio  o  o e’s a ade i  a kg ou d, i ludi g tea hi g e pe ie e, degrees, research, 

awards, publications, presentations, and other achievements. CVs are thus much longer than resumes, and 

include more information, particularly related to academic background. 

A curriculum vitae summary is a one-to-two-page, condensed version of full curriculum vitae. A CV summary is 

a a  to ui kl  a d o isel  o e  o e’s skills a d ualifi atio s. “o eti es la ge o ga izatio s ill ask fo  
a one-page CV summary when they expect a large pool of applicants. 

What Is a Resume? 

A resume provides a summary of your education, work history, credentials, and other accomplishments and 

skills. There are also optional sections, including a resume objective and career summary statement. Resumes 

are the most common document requested of applicants in job applications. 

A resume should be as concise as possible. 

Typically, a resume is one page long, although sometimes it can be as long as two pages. Often resumes 

include bulleted lists to keep information concise. 

Resumes come in a few types, including chronological, functional, and combination formats. Select a format 

that best fits the type of job you are applying for. 

When to Use a CV 

CVs are used almost exclusively in countries outside of the United States. In Europe, the Middle East, Africa, or 

Asia, employers may expect to receive curriculum vitae. 

Within the United States, people in academia and medicine tend to use CVs rather than resumes. 

CVs are thus used primarily when applying for international, academic, education, scientific, medical or 

research positions or when applying for fellowships or grants. 

What to Include in Your Curriculum Vitae 

Like a resume, your curriculum vitae should include your name, contact information, education, skills and 

experience. 

In addition to the basics, a CV includes research and teaching experience, publications, grants and fellowships, 

professional associations and licenses, awards and other information relevant to the position you are applying 

for. 

Start by making a list of all your background information, and then organize it into categories. 

CV and Resume Writing Tips 

Whether you are writing a CV or a resume, there are a few helpful rules you should follow. 

Match your resume or CV to the position. This is most important when writing a resume, but it applies to a CV 

too. Make sure that you highlight your education, work experience, and skills as they relate to the particular 

industry or job. 

In a CV, for example, if you are applying for a job in education, you might want to put your teaching 

experience at the top of your CV. In a resume, you might include only the work experience that relates directly 

to the jo  ou’ e appl i g fo . 
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You can also include keywords from the job description in your resume or CV. This will show the employer that 

you are an ideal fit for the position. Here's how to match your qualifications to a job. 

Use a template. You may want to use a template to structure your resume or CV. This will give your 

application a clear organization, which will help the employer quickly see your qualifications and experience. 

Edit, edit, edit. No matter whether you use a CV or resume, you need to thoroughly edit your document. Make 

sure there are no spelling or grammatical errors. 

Also make sure your format is uniform – for example, if you use bullet points in one job description, use bullet 

points in all your job descriptions. 

How to Write a Successful Resume 

Choose the right format for your needs. Your industry, experience, and desired role will inform your choice of 

resume format – e.g. chronological, functional, or combination. See sample resumes organized by occupation 

and industry, here.   

Write for both robots and humans. Your resume needs to get past the Applicant Tracking System and grab the 

attention of the human being on the other end. These resume writing tips will help you craft a document that 

appeals to both software and HR. 

How to Write a Successful CV 

Know what to include and how to format the information. These sample CVs form a helpful guide; this piece 

offers tips for writing your very first CV. 

Choose an appropriate format. Make sure you choose a curriculum vitae format that is appropriate for the 

position you are applying for. If you are applying for a fellowship, for example, you won't need to include the 

personal information that may be included in an international CV. 

The importance of your resume 

It's the first meeting between you and a prospective employer... 

You have heard the expression "First impressions are lasting ones." Well, your resume is the first meeting 

between you and a prospective employer more often now than ever. So, how do you want to be 

remembered? Wrinkled and unorganized. Neat and structured. Long and boring. Precise and interesting. 

Companies do not have the time to interview every applicant that is interested in the job. If they did, there 

would not be a company to work for. They use an eliminating process. That's right - resumes. 

They tell the employer a great deal about you... 

Resumes tell an employer a great deal about you. Where you have been, where you are and where you are 

headed. However, the story must be told quickly and clearly. You only have a few moments to convince the 

employer that your resume deserves further attention before it's trashed. Your resume needs to shout - 

professionally, "I am the one you want on your team." So much so, that even if you are not appropriate for the 

advertised position, he or she would be inclined to start one for you. 

They tell you a great deal about yourself... 

Resumes also tell you a great deal about yourself. Many people are unsure of exactly what they do for a living. 

Most people underestimate their importance to the overall success of the business. Once you stop and think 
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about your job responsibilities, you realize you do and know a lot. You begin to gain confidence about you and 

your qualifications. This new found confidence can be carried to the interview. 

Its purpose is to get the interview... 

The purpose of the resume is to get the interview. After reading it, employers should want to get to know you 

better. Your resume is your friend, if properly prepared. If not, it could be just the thing that loses your 

opportunity. Use it to your advantage. You have complete control over whatever employer knows about you. 

Never falsify information, but emphasize the good, and de-emphasize the bad. Make sure your lasting 

impression is a profound and positive one. 

What is email? 

Electronic mail (also known as email or e-mail) is one of the most commonly used services on the Internet, 

allowing people to send messages to one or more recipients. Email was invented by Ray Tomlinson in 1972. 

Why use email? 

The operating principle behind email is relatively simple, which has quickly made it the most popular service 

used on the Internet. 

As with a traditional postal service, for your message to reach your recipient, all you need to know is their 

address. Its two main advantages over "paper mail" are the speed at which the email is sent (practically 

instantaneous) and the lower cost (included with the cost of an Internet connection). 

What's more, email can be used to instantaneously send a message to several people at once. 

Email addresses 

Email addresses (both for senders and recipients) are two strings separated by the character "@" (the "at 

sign"): 

User domain 

10 Second Summary 

1. Use a neutral email address, not a nickname or username. 

2. Keep the subject header short and accurate. 

3. Write a proper salutation, and introduce yourself, if necessary. 

4. Write your message. Keep it to the point. 

5. Sign off appropriately, then sign with your full name. 

6. Proofread the email before sending. 

Method 

1. Formatting Your Email 

Use a professional email address. Ideally, your email address should be a variation of your real name, not a 

username or nickname. Use periods, hyphens, or underscores to secure an e-mail address that's just your 

name, without extra numbers or letters, if you can. 
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For instance, coolguy0127@theemail.com will seem unprofessional. 

Meredith.Athena.Calhoun@theemail.com, however, is suitable. 

 Stick to a professional font. Most email services now allow you the option to write using a variety of fonts and 

text styles. For a formal email, however, keep things conservative, with fonts like Times New Roman and Arial. 

Avoid decorative fonts like Comic Sans or Old English. In addition: 

Write your email in a legible font size, such as 12 point type. 

Avoid special styles like italics, highlighting, or multicolored fonts unless they are warranted by the content 

and purpose of the email. 

Do not use all caps. These make it seem like you are shouting at the recipient. 

Image titled Write a Formal Email Step 23 

Use a short and accurate subject line. Use keywords in the subject line that suggest exactly what you are 

iti g a out, i  just a fe  o ds. This helps ake su e that eade s do ’t o e look ou  e ail e ause the 
subject line is missing, is too vague, or suggests the email is unimportant. 

Subjects like Qui k uestio ,  Co ta ti g ou,  o  E ail a out a  i po ta t atte  a e too ague o  
obvious to be useful. 

Method 

2 .Writing Your Message 

Use a proper salutation. Always open a formal email with a salutation. Addressing the recipient by name (if 

known) is preferred. Include the person's title (Mr., Mrs., Ms., Dr., etc.) with their last name, followed by a 

comma or a colon. You can precede the salutation with "Dear..." if you like. 

If you don't know the name of the person you're writing to, use a salutatio  like Dea  “i /Mada ,  Dea  “i  
o  Mada ,  o  To ho  it a  o e .  

Do ot use Hello,  He ,  Hi,  o  othe  i fo al salutatio s. 

Introduce yourself in the first paragraph (if necessary). If you are writing to someone you don't have an 

existing relationship with, such as a new customer, hiring manager, or government official, tell them who you 

are and why you are writing. Do this in the first sentence or two of your email. 

For example, when writing to a potential employer, you might say: "My name is Earl Rivers. I'm contacting you 

to apply for the administrative assistant position listed on CareerXYZ.com." 

P io itize the ost i po ta t i fo atio . O e ou’ e i t odu ed ou self a d the ge e al easo  ou’ e 
writing, you can follow up with the body of your email. Put the most important content near the top. This 

espe ts ou  e ipie t’s ti e, a d akes the pu pose of ou  e ail lea . 

When writing to a government official, for instance, you might start by saying: "My name is Arlene Rivers. I 

obtained your email address from the Westchester County Clerk website. I am writing to contest the traffic 

citation I received on December 31, 2009. " 

 .Get to the poi t. Fo  a fo al e ail, it’s ok to e di e t, as lo g as ou a e polite. Beati g a ound the bush 

will only lose your reader and make it harder to figure out what you want or need from them. 
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Fo  i sta e, he  iti g to a p ofesso , do ’t aste spa e ith u e essa  paddi g like: This is Da le e 
Frankreich. Do you know me? CHEM 221 is my favorite class right now. I love the way the lectures are so 

organized. I can always follow along and know what will be on the tests. Speaking of tests, I was thinking 

a out the e t e a .  

I stead, it ould e u h lea e  to ite so ethi g like: This is Da le e F a k ei h. I’  a stude t i  ou  
CHEM  lass, a d I'  iti g a out a pote tial e a  ti e o fli t.  

. Keep it ief. The e’s o set le gth fo  ho  lo g a  e ail should e. Ho e e , it’s a good idea to keep a  
email to about one (laptop or desktop size) screen length.[6] 

If your email is relatively lengthy, break it up into short paragraphs. Insert a line break between each 

paragraph instead of indenting. 

6. Use formal language. Since formal emails are written for professional contexts, you’ll a t to gi e a good 
impression. Use complete sentences and polite phrasing. Avoid things like: 

Slang 

Unnecessary contractions 

Emoticons and emojis 

Profanity 

Jokes 

Use a proper form of closing. As with salutations, there are a variety of closings that are acceptable in formal 

emails. Make sure to follow up with your full name and job title or other signature (if you have one). Examples 

of potential closings include: [8] 

"Yours sincerely," 

"Yours cordially," 

"Respectfully," 

"Best," 

You  stude t,  

Method 

3 .Preparing to Send 

1 Include any necessary attachments. If you need to include any attachments, make sure to mention them in 

the body of the email to let the recipient know that they are included. Be courteous by trying to keep the 

number of attachments and their file size down, and by using common or widely compatible file types. 

Fo  e a ple, i lude a ote like I a  atta hi g a op  of  esu e a d po tfolio, i  PDF fo at.  

P oof ead ou  essage fo  o te t, spelli g, a d g a a . Do ’t just el  o  ou  e ail se i e’s spelli g o  
grammar checker. Reading your email aloud or asking someone to proofread it is a great way to catch any 

typos, mistakes, or unclear phrases.[10] 
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3 .Make sure that the email does not contain any sensitive information. Always keep in mind that email is not 

a secure communication system. Remember that email servers can be hacked, or that your recipient might 

i te tio all  o  u i te tio all  sha e i fo atio  that ou did ’t a t di ulged. 

Avoid including things like passwords, account numbers, and confidential information in an email. 

Benefits of Email 

It is more personal & direct medium for communication. 

Messages are delivered within seconds around the world. 

It allows to save & keep a record of your communication. 

Easy to send with no time boundation. 

Good example of One-To-Many communication. 

You may attach files, documents, images, & other media to an email. 

You can access your email from anywhere with Internet connection kept on. 

Activate your filters and receive only genuine mails. 

Importance of email communication at workplace 

The management of people and information is the key to creating and maintaining a successful business in 

toda ’s a ket. The I te et p o ides a ess to the o ld ithout the e pe se a d inconvenience of travel. 

The click of a mouse replaces the hassle of coordinating face-to-face meetings and productivity supersedes 

indecision. As with most technological improvements, however, there are myriad ways that e-mail and the 

Internet create problems in the workplace. 

Writing Effective Emails 

The average office worker receives around 80 emails each day. With that volume of mail, individual messages 

can easily get overlooked. Follow these simple rules to get your emails noticed and acted upon. 

Don't over communicate by email. 

Make good use of subject lines. 

Keep messages clear and brief. 

Be polite. 

Check your tone. 

Proofread. 

Request for Quote Letter 

This type of business letter is written to request quotations from manufacturers. Through this letter you can 

send your requirements to them and ask for the quotations regarding the same. 
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In the quotation request letter, you can also mention your urgency regarding the quotation. You can also 

mention in the letter about the quantity estimated to be ordered so that they can send you a better price 

quotation. 

Request for Quote Letter Writing Tips: 

First and foremost it is vital to mention the mode of business you are doing and then list your requirements 

accordingly. The tone of the letter should be formal so that it should reflect your professionalism. 

Letter should be brief and concise. 

Once you are through writing the letter, please go through the letter again to make amendments, if needed. 

Order Letter 

An order letter is usually written to assign orders or place order of goods. The letter is written in a very precise 

and specific manner. Order letters are quite common and are written on daily basis. The language of the letter 

however is formal and everything is written in a standard format. If you need to write an order letter, you can 

have a look at the below mentioned sample and get an idea about how to write it. 

Order Letter Writing Tips: 

Write the letter in a precise manner 

Make sure you keep the language of the letter formal and easy so that the reader does not find it difficult to 

read 

If you are writing the letter to place order make sure you do not make any mistakes 

Avoid making spelling and grammar errors 

Does not deviate mid way from the topic while writing the letter? 

Write the letter in a polite and apt manner 
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Write a complaint letter 

Always try to resolve a problem with a business before seeking help from a consumer protection agency. You 

can do this by speaking directly with the salesperson or manager or if this fails, by writing a complaint letter. 

What to include in a complaint letter 

When writing a complaint letter you should: 

Describe your problem and the outcome you want 

Include key dates, such as when you purchased the goods or services and when the problem occurred 

Ide tif  hat a tio  ou’ e al ead  take  to fi  the p o le  a d hat ou ill do if ou a d the selle  a ot 
resolve the problem 

Ask for a response within a reasonable time 

Attach a copy of any supporting relevant documentation such as a receipt or invoice. 

From, 

__________ 

__________ 

__________ 

__________ 

Date: _____ (Date on Which Letter is Written) 

To, 

__________ 

__________ 

__________ 

__________ 

Subject:  Order Letter 

Dear _____(Sir or Madam) 

I …………….. Na e of the pe so  a  iti g this lette  to ou ………….. a e of the 
receiver) to place an order for goods for our ongoing project. Actually we had ordered 

enough goods for our work; however the quantity seems very less now and hence we 

require more goods for our work to be completed soon. The attached list of goods with 

this letter will tell you precisely our requirement of goods. Hope you send it as soon as 

possible so that our work can continue without any halt. 

Hoping to receive the said order soon without any delay, also the payment for the same 

would be done soon. 

Thanking you, 

Yours Truly, 

Name of the person 

____________ 

Sign of the person 
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We hope you find these notes useful. 

You can get previous year question papers at  

https://qp.rgpvnotes.in . 

 

If you have any queries or you want to submit your 

study notes please write us at 

rgpvnotes.in@gmail.com 
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