Business Writing – Practical Basics
W.J. Klinger

Emails

· Your mail is a reflection of you

· Think of each piece of email as a piece of marketing

· What impression do you make with this email?

· Have a meaningful subject line

· Use complete words

· Use spell check

· If you don’t know the difference between “there”, “their”, and “they’re” then don’t use the word

· Know how to spell “definitely” (not “defiantly”).  Better yet, don’t use the word.

· Know the differences

· Loose, lose

· It’s, its

· You’re, your

· Then, than
· Re-read your mail before you send it
· Don’t send email you don’t want everyone to see.  Everyone may see it.
Bad Examples

From: xxx
To: Klinger, William
Subject: 

Hey Mr. Klinger sorry i had to leave class early the other day but i just wanted to know if i'm fialing this class or not or close like i been doin all my homework and im goin to extra credit this week so will that help?...

From: xxx
To: Klinger, William
Subject:

yea let me kno when your free and ill meet u there
Good Examples

From: Karen XXX [mailto:xxx.com] 
Sent: Wednesday, February 13, 2013 9:52 AM
To: Klinger, William
Cc: Sean XXX
Subject: Turning Technologies' Response Card API Update

Bill,

You do qualify for waiving the fee, Bill!  I am so glad your application is being used in all those instances.

Please find attached the revised API License Agreement with the waived fee noted in Schedule A.  Please review and sign.  As soon as I get it back I’ll get the revised API out to you along with a new receiver for testing.

Thanks for getting back to me, Bill.  Take care!

Regards,
Karen
From: David XXX [mailto:XXX@yahoo.com] 
Sent: Tuesday, March 26, 2013 4:08 PM
To: wklinger 
Subject: Nutsedge/ Core aeration

Hello Mr. Klinger,

Just getting back to you.  Nutsedge would be covered under the maintainer program. It can only be treated with post emergent controls, however, so if we see it during a regular service visit, we would treat it automatically. If there is an instance where it were to happen between visits, you could call us and we would treat it as needed. We do offer Core Aeration as well; it would be an extra service. We normally do that in the fall. Price for Core and Liming together would be $XXX plus tax. 

Thanks,
Dave 

XXXX LLC

(908) xxx-xxxx

XXX@yahoo.com
