Chapter 6: Writing Electronic and Other Messages
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1. Formats and Techniques of Letter Writing

o Use formal structure: sender’s address, date, recipient's address, salutation, body, closing,

signature.
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o Keep tone professional and purpose-focused. ~ Semole W@ﬂt
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e Proofread for grammar and clarity. L W@«\A ANTLA%S ek (@nh‘nO\A%* v
©

o Use clear subject lines in emails.
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2. Business Letter Formats

e Full-block format: All parts aligned to the left.
e Modified-block format: Date and closing aligned to the right.
e Semi-block: Paragraphs indented; mix of block styles.

e Choose the format based on company standards.

3. Writing Business Messages

e Be concise, clear, and direct.
o Start with purpose, provide necessary details, end with a call to action.
e Avoid jargon; use business-friendly tone.

e Maintain logical flow (introduction — body — conclusion).



4. Positive Messages

o Communicate good news: approval, appreciation, congratulations, etc.
e Begin with the positive statement.

e Provide details, then end with goodwill or encouragement.



5. Negative Messages

e Deliver bad news tactfully: rejection, complaints, refusals, etc.
e Use the indirect approach: buffer — reasons — bad news — positive closing.

e Be empathetic, clear, and professional.

6. Writing Persuasive Messages

o Used to influence decisions or actions (e.g., sales letters, proposals).
e Follow AIDA model:

o Attention — Grab the reader’s interest.

o Interest — Explain benefits.

o Desire — Create emotional appeal.



o Action — Encourage the reader to act.

o Use strong evidence and respectful tone.

7. Final Considerations

e Always revise and proofread.
e Tailor your message for your audience.
o Keep tone appropriate for the message type.

o Be culturally and ethically sensitive



