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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. 
	
1. Give short answers to the following questions:

I. Why are good writing skills important in a business setting?
Not all clients will see your company premises; however, most will receive some form of correspondence whether it is email or letter. An untidy ungrammatical letter can give the client the impression the service they are providing is equally flawed or unprofessional. If the client is to receive a well-constructed well-organized letter with excellent spelling, grammar and punctuation, it is more likely to give the impression of a well-organized, professional and successful business.

II. Why are personal letters often more difficult to write?
Personal letters are among the most difficult to write since they must display sincerity in a variety of situations: sending congratulation, declining invitations and offering condolences.

III. What are the pros and cons of email communication?
Pros
· Sending an email to someone is very quick and easy and can be done at any time of the day or night.
· Emails are free to send – so as long as you have an internet connection.
· Helps to keep a digital record of communication.
· You can request a read receipt to prove the email and been opened.
                     Cons
· Email attachments can cause viruses 
· Not every email sent may be a professional reflection of the company.
· Emails can be easily abused by staff
· It needs to be constantly maintained, If you leave it for too long you may have a large amount to sort through.

IV. What are memorandum used for?
The office memorandum, commonly called a memo, is a popular and inexpensive method of communicating with fellow employees.

V. In what instances might a letter report be sent? Give examples.
· A short appraisal report limited to title characteristics, valuation, and recommendation; a report by a title company as to the condition of the title on a specific date. 
· To introduce a new product or service to a client.

2. What is the purpose and value of a vision statement?
A vision statement defines the optimal desired future state, the mental picture, of what an organization wants to achieve over time. This then provides guidance and inspiration focused on achieving in five, ten, or more years.

3.  Create an example of a short personal letter, and then explain how and why it is different to your business letter.
· [bookmark: _GoBack]Please find the letter attached. (page 4)
· Nature: Business letter or commercial letter it is impersonal and universal in nature. Personal letter it fully personal in nature.
· Purpose: Business letter is exchanging various business-related issues and information. Personal letter is exchanging personal or family related affairs and information.
· Structure: Business letter follow the officially recognized structure. Personal letter does not follow any recognized structure.
· Formality: Business letter it maintains formal rules and procedure. Personal letter it is informal.
· Types: Business letter it can be categorized differently. Personal letter generally it cannot be categorized.
· Salutation: Business letter salutation is sir, dear sir, dear Mr. x etc. Personal letter salutation is Dear friends, my dear x, dear x etc.
· Language: Business letter language should be easy and simple. Personal letter language may easy, poetic, emotional etc.
· Copy: Business letter copy of business letter is preserved. Personal letter copy of personal letter may not be preserved.
· Method: Business letter it uses direct and persuasive method. Personal letter it uses only direct method.

4. Create a short letter report to a client informing them of the introduction of a new product or service they may be interested in.

· I could find much information on a letter report I think this maybe slightly outdated or may have been replaced with a different term, however please see below. On page 5 
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Personal Letter:

July 3, 2019
Mr Clayton Humphrys
Allways
Moorland Bridgwater 
Somerset TA70AX

Dear Clayton,
Allow me the opportunity to compliment and congratulate you on your beautiful new house! 
I hope the move was not too troublesome and I am certain that it will be a place of much joy and happiness for you and your family. It is a pleasure to hear of this happy news! 
Sincerely yours,
April
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ALL NIGHTER Long Lasting Makeup Setting Spray
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Product description
Is a makeup meltdown ruining your midnight mojo? Mist on this weightless setting spray to give your makeup serious staying power. All Nighter Setting Spray keeps makeup looking gorgeous for up to 16 hours — without melting, fading or settling into fine lines.
Developed in an exclusive partnership with Skindinavia, our ground-breaking, tested formula is suitable for all skin types, free of oil and parabens, and features patented Temperature Control Technology. You got it — this baby lowers the temperature of your makeup to keep foundation, eyeshadow, blush and concealer in place — even in hot and humid, or cold and windy weather conditions. The result? Smoother-looking skin and long-lasting makeup that you can keep on all day or night. 
This breakthrough formula comes in a black soft-touch bottle with a purple sprayer and a frosted white cap. Unlike similar products on the market, the sprayer delivers a calibrated, microfine mist that goes on so lightly, you’ll hardly feel it. If you've tried another makeup fixing spray that feels sticky or tight on your skin, you'll be amazed by how different this is. Beware of imitations!
 Pro tips
After applying makeup, shake All Nighter Setting Spray bottle well, hold 8""–10"" away, and mist face 2–4 times in a “X” and “T” formation. Warning: keep out of eyes. Close eyes before misting. Want extra intense shadow colour, less fallout and even longer wear? Wet your brush with the makeup fixing spray before you apply. We recommend our Pro Flat Eyeshadow Brush for intense pigment lay-down of colour.
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