


TASK I

•WRITE AN EMAIL TO YOUR SUBORDINATE REPRIMANDING HIM 

FOR NOT SUBMITTING THE REPORT/FILE ON TIME.

•state the facts

•describe the outcome/consequence of his lapse

•tell him what he can do now



PROFESSIONAL COMMUNICATION

•SPECIFIC AUDIENCE

•SPECIFIC PURPOSE



WRITING IS A PROCESS

Pre-Writing

Drafting

Post-Writing



CHOICE OF MEDIUM
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SAMPLE EMAIL FORMAT CONTD.
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INFORMATIVE SUBJECT LINE
•SPRINGER VALVES  OR RECOMMENDATION FOR IMPROVING SPRINGER 

VALVES ?

•DATA OR ANALYSIS OF PROBE DATA?

•LEAVE?

•MEETING?

•ACTION REQUIRED?

•PICNIC?



Action planMain message
Background and 
purpose

Indicate clearly 

what action the 

reader must take.

Be specific with 

time, senders etc.

If there’s no 

action needed, 

just sum it up.

Provide all necessary 

information 

Be accurate yet brief

Highlight important 

information

If the message is too 

long, split it into 

more paragraphs

Introducing the 

content

Share background 

if necessary

State PURPOSE 

clearly

End with a line of 

Goodwill.

Thank, anticipate, 

etc.

Building goodwill

MAIN COMPONENTS OF THE MESSAGE



EXPRESSING COURTESYSAMPLE MESSAGE
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Lately, we have been missing laser repair files for our 16MB wafers. In this email I want to briefly 

describe the problem and recommend a method for solving it.

Here is what I think is happening. Some of the wafers have been probed under the correlate step; 

this method copies the data into the nonprod step and leaves the repair data uncopied. It remains 

under the correlate step.

To prevent this problem, please use the probing method outlined in Spec 344-012. If a wafer must 

be probed using a different method, rename the wafer in the CHANGE file to the . format. Edit the 

wafer data file only as a last resort.

I'm sending along copies of Spec 344-012. Would you please pass 

along this email and the spec to all of your operators.

Thanks. Please get in touch with me if you have any questions.



PRESENTING YOURSELF EFFECTIVELY

•USE THE APPROPRIATE LEVEL OF FORMALITY.

•COMMUNICATE CORRECTLY.

•AVOID CORRESPONDENCE CLICHÉS.

•COMMUNICATE HONESTLY.



FORMALITY LEVELS



WHICH IS BETTER? WHY?

A.It was indubitably the case that our team was successful in 

presenting a proposal that was characterized by quality of the 

highest order. My appreciation for your industriousness is 

herewith extended. 

B.I think we put together an excellent proposal. Thank you very 

much for your hard work.



WHICH IS BETTER? WHY?

•Our meeting with United went south right away when 

they threw a hissy fit, saying that we blew off the 

deadline for the progress report.

•In our meeting, the United representative expressed 

concern that we had missed the deadline for the progress 

report.



WHAT WOULD BE THE PLAIN VERSION?



PRESENTING YOURSELF EFFECTIVELY CONTD

•HELP YOUR READERS FIND WHAT THEY NEED QUICKLY.

•GIVE YOUR READERS THE BACKGROUND INFORMATION THEY NEED.

•BE COURTEOUS.

• FOLLOW FORMATS AND CONVENTIONS.

•PROJECT THE “YOU ATTITUDE.”



YOU ATTITUDE



FOCUS ON READER BENEFITS



WAYS OF SHOWING YOU ATTITUDE

•LOOK FROM THE READER’S POV

•SHOW READER BENEFITS

•FOCUS ON THE POSITIVE

•PROTECTS THE READER’S EGO

•EXPRESSES APPRECIATION FOR YOUR READERS



EXPRESS WITH A YOU-ATTITUDE:

• I have granted you permission to attend the seminar.

•Of course, we want to give you every possible service that you might need or want.

•At the meeting, we’ll explain to you how the new prescription drug plan will work.

• I think my background and my education match the description of the manager 

trainee position you advertised. 

•Your audit papers did not convert Canadian revenue into US dollars. 

•Housing applications that arrive on December 1 or later cannot be processed.



BE PROFESSIONAL

• KNOW YOUR ORGANIZATIONAL PREFERENCE

• AVOID TEXTING STYLE ABBREVIATIONS, SLANG

• HELP YOUR READERS FIND WHAT THE NEED QUICKLY

• REMEMBER THE ABCS OF COMMUNICATION

• USE POSITIVE LANGUAGE AND BE COURTEOUS



BE PROFESSIONAL



BE COURTEOUS



NETIQUETTE 
• STICK TO BUSINESS

• ONE MAIL,ONE TOPIC

•WRITE CORRECTLY

• DON’T FLAME

• EASY ON THE EYES

• CAUTIOUS FORWARDING

•MAIL ONLY WHEN YOU HAVE TO SAY STH.





•IS THIS A 

BETTER 

VERSION? 

JUSTIFY.



FINAL TASK

•REVISE THE EMAIL THAT YOU WROTE AS TASK I, APPLYING WHAT HAS BEEN 

DISCUSSED SO FAR.



REFERENCE

•MIKE MARKEL, TECHNICAL COMMUNICATION



THANK YOU

•KEEP COMMUNICATING PROFESSIONALLY
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