
oral and written Communications
Effective Business Letters:
· Communicate ideas clearly.  

· Must be positive, persuasive, and/or convincing.

· Are written to solicit business, respond to customer questions, negotiate purchases, or deal with suppliers.

· Are more formal than friendly letters.

· Must be very understandable.

· Are concise and coherent.

Basic Rules in Writing Business Letters:

1. Key all formal correspondence—no handwritten letters unless they are personal in nature.

2. Be sure to spell all names correctly and have the correct address.  

3. Always date you business correspondence.

4. Use names and titles appropriately.  Only use his/her first name if you know this person well.  (Titles are Dr., Mr., Mrs., Ms., or Miss)

5. Be direct and positive, even when your letter contains bad news.

6. Be persuasive and specific—make sure the action or result you want from the reader is clear; use non-threatening language to persuade the reader as to why a particular action or result is the most desirable.

7. Avoid using fancy language—be straightforward and diplomatically say exactly what you mean.

8. Be polite—no whining or outrage; never become abusive or insulting.

9. Use an appropriate closings such as “Sincerely”, “Sincerely yours”, “Cordially”, “Cordially yours”.

10. Proofread for spelling and grammatical errors—errors of this manner make you appear unprofessional and careless.

11. Use correct format—block or modified block style is preferred.  Be sure letter is well balanced on page.  Use correct 2nd page heading if letter is two or more pages.

Effective Business Memos

· A short written form of business communications that has a set format.

· Contains To, From, Date, and Subject information in the heading.

· Like letters, a memo should be clear, concise, persuasive and positive.

· Used for communicating company policies and procedures, assigning tasks, congratulating employees, announcing changes in an employee’s status, or motivating staff.

· Usually sent within the company and/or building to co-workers, subordinates and staff where one works.

Speaking Skills—Much of your communication as a businessperson will be conducted verbally either over the telephone, face-to-face, or by giving a presentation.  How you present yourself will have a big impact on the people with whom you deal.

Business Telephone Conversation Tips

· Speak clearly, and talk directly into the receiver.
· Be cheerful.
· Always speak politely—be respectful, don’t interrupt, use no slang and no vulgarity.
· Think about what you are going to say before you make a call; write it down if you are really busy; be sure you have covered everything.
· Take notes—you may forget important details unless you write them down.
Meeting with Customers and Suppliers

· Shake hands and make eye contact with the person you are meeting—if you know the person’s name, use it.

· Show an interest in what the other person is saying—ask questions or provide appropriate responses to show that you are listening carefully.

· Speak clearly—do no cover your mouth when you talk; speak loud enough to be heard easily.

· Do not be rushed or anxious to be somewhere else.  If you do not have the time to meet with the person, apologize for having another commitment and schedule another time to meet.

· Thank the person at the end of the meeting—express your interest in seeing the person again.

Bailey Electronics

12 W. 45th Street * Atlanta, GA 30448

June 22, 2007
Ms. Kathy Stinson
3489 Oak Drive

Atlanta, GA 30433

Dear Ms. Stinson:

It was a pleasure discussing the assistant manager position with you earlier this week.  I enjoyed meeting you and was impressed with your enthusiastic ideas.

As you know, our products are highly specialized, and selling them requires considerable product knowledge.  Although your interpersonal skills seem outstanding and I have confidence that with time you could learn our line and become a successful salesperson, I need someone who can begin selling our products immediately.  I have therefore decided to offer the position to another person.

Thank you again for giving me the opportunity to meet you.  I wish you the best of luck in finding a position you will enjoy.

Sincerely,

Jim P. Lawson

President 
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