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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
Assessment 3 – Writing effective emails 
Writing effective emails 
1. Outline the key benefits of emails 
The key benefits of emails are as follows:
· Quick - an email should reach its recipient in minutes.
· Convenient - message will be stored until the recipient is ready to read it, and you can easily send the same message to a large number of people.
· Cheap - sending an email costs the same regardless of distance and the number of people you send it to.
· Efficient – minimum wasted effort and cost effective. 
· Easy to share – can easily forward emails to multiple contacts or print and share with colleagues.
2. What is the importance of subject line in emails? And how it should be written?
The subject line within an email is very important. The subject line is the first text that the recipient will see and will determine whether they will open the email or not. Many workers receive hundreds of emails a day, and many of these will often go unnoticed. The subject line is one of the first things a recipient will see, so it’s essential that yours is the one that stands out and catches their attention.
The subject line should be engaging and should be kept short. It should descriptively summarise the nature of your email in as few words as possible. You must make sure your subject line accurately reflects the content of the email you are sending. It must not be used to make false promises as this will only encourage recipients to not open the email. Make sure your subject line is as specific as possible so your audience knows exactly what it is they’re about to read.  The subject line is often left until the last minute and doesn’t have a lot of thought put into it. Using an attention grabbing subject line is one of the best ways to achieve high email engagement levels.
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3. What is the importance of proofreading for a document?

It is very important to proofread a document. The reasons for this are to check for any mistakes such as spelling, punctuation and grammatical errors that could have been made. The reason it is important that the document does not have any errors is because it could reflect badly on the company. Grammatical errors could make the company look unprofessional and display carelessness, it could also make the document hard to read and hard for the recipient to understand. Proofreading a document is important as it provides the final polish to your words, ensuring clarity of message. It can provide peace of mind that your communications are the best that they can be. Proofreading can add value to your business in ensuring you produce correct, concise, clear, and consistent written communications that reduce misunderstandings and queries. 



4. Outline some principles of proofreading 

Some principles of effective proofreading are as follows: 
· Try to avoid proofreading when you are tired. You will need to be alert so that you do not miss any mistakes. 
· Proofread the document at least twice. Once ignoring content and the second time including the content. 
· Read backwards for typos so you’re not distracted by the meaning of the words. This way your eyes cannot trick you as easily. 
· Use a white piece of paper to cover the content not yet proofed and point to each word as you go. 
· Print documents off to proofread as it will be much more effective than trying to do it on screen. 
· When proofreading it is important to take your time and not rush. This will make it more accurate and you will be less likely to miss mistakes. 
· Read the document out loud. It will be easier to recognise any mistakes as it is more difficult for your eyes to skip over errors when you read aloud. 
· Share your work with others and ask them to proofread for you. It will be easier for others to notice mistakes as they do not already know the content of the document 
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Activity:
Create an e-mail that describes your experience on this course so far.
To:Info@bolc.co.uk
Subject: Review of Business Communication Level 3 course
Dear Sir/ Madam, 
I am writing this email to inform you of my experience of your course in Business Communication and how it is developing so far. 
I have enjoyed the course to date with all the different tasks and activities. It has been enjoyable learning lots of different techniques about ways to communicate within a business environment. Each task is unique and has enabled me to learn something new with each question. The course has also allowed me to develop new skills on the computer by creating and editing different illustrations to express my work. The course guide for each unit is very helpful. It enables me to understand how communication works within a business and helps me to understand the meaning behind the questions and activities. I really like the websites portal as it makes submitting work very simple and straightforward and the user guides are very helpful. I believe that this course will enable me to communicate better within a business environment and will help within my career in the future. 
Overall the course has been challenging but very informative and I look forward to completing the course and possibly looking at similar courses in the future. 
Kind Regards, 
Holly Burton 
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Clusters of mistakes. The result of spotting one mistake may lead you to find the ones right next to it


Repetition of words – particularly split over two lines. 


Commonly mixed up words, eg there and their, or weather and whether 


Contractions and apostrophes. For example it's and its, their and they're. 


As well as the text, it’s important to check the logos and images are all correct and that you  you have the right permissions.
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