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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. 
	Please insert your completed assignment ( in word format)  here:

1i) Business settings requires good writing skills as it impacts the effective communication with partners. Everything written needs to be proficient and informative so that others clearly understand your message. You do not want your message being misinterpreted. Effective written communication is an important component of quality management. Quality emails, instructions etc is a vital aspect as it will promote a good atmosphere within the business. Besides this, you will have to learn the techniques of letter writing to handle other correspondence. A lot of bosses rely on their admin or PA to take care of letter writing or other correspondence. 
ii)
Personal letters are more difficult as they display sincesity in varied situations, for example sending a congratulations card, declining invitations etc. Such letters would be useful to have templates of what your boss would usually use to send to others to ensure it is a correct way of wording and it conveys the correct message on to others. 
iii) Pros and cons of email communications:
· It’s a free service to use anywhere and reach anyone in the world. There are no further expenses 
· It is easy to reference as it is very easy to use. The emails can be stored safely and reliably which would be a lot easier than using paper
· An email takes a few seconds to just click send to reach someone rather than a postal communication
· You can easily send reminders to yourself if you have a lot to complete in a space of time
· Some emails may upset or anger and this could cause lasting damage to the other individual 
· Misunderstandings from an email as people may not read what they’ve written and confuse the other person 
· Pressure to reply to your emails asap because the longer you leave it the longer the list will be
· Emails can be too long – it can be hard to say exactly what you need to in an email so it is then harder to take in
· Viruses can affect your computer
A vision statement describes the organisations purpose and intention. It supports the vision and communicates the direction of the individuals in the company, their vendors and others involved. Specifics will give the targets and goals and this is an important aspect as they will generate the ideas and motivate the action of the business. 








2. 
(Company Letterhead)

09/05/2019
RE: Audit 2018


PRIVATE AND CONFIDENTIAL

John Smith 
1 Parkway Road
London
E16 7UY

Dear Mr Smith,

Subject: Final Report of Audit 2018

Enclosed is your final Audit report for the year 2018. The report covers the full 12 months from January 1st 2018 to December 31st 2018. Please review the findings and the recommendations which have been advised for the following year 2019. 

If you have any questions concerning this matter, please contact Sam Kelly Senior Auditor on 0159 4654 214.

Sincerely,
Joanna Borzynska
Governance and Audit 





3. 

(Company Letterhead)

09/05/2019


John Smith 
1 Parkway Road
London
E16 7UY


Dear John,

This is a letter to say a massive congratulations on your recent promotion within the business! I hope all goes well and we will continue to support your hard work. 

We are looking forward to trying the products your company supplies over the next year. 

Best wishes,
(NAME)
(Position)
(Contact)


A personal letter is a letter written to a friend or relative which expresses an interest, concern or satisfaction/dissatisfaction with their services. This is an informal letter and you can still stick to the company headed paper. Personal letters can be typewritten if they are lengthy; however, it is also acceptable to handwrite a personal letter provided your handwriting is legible.
In contrast a business letter is a formal letter which also uses a formal tone to convey the message intended in a professional manner. This may be a letter of interest to demonstrate interests or important letters to communicate business decisions. 
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