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Written Communication

Read the written message in the first column and complete the information required about each message in the other 3 columns. Some may be examples of more than one form of written communication. Different types of written communication that are identified below include:
· electronic mail

· internal memos

· briefing note

· general correspondence

· telephone messages

· letters (acknowledgement, adjustment, confirmation, enquiry, covering letter) 
· text messages. 
The first one is done for you as an example.
	Written Communication
	Type of Written Communication  eg email correspondence, letter
	Does the message use clear, concise, purposeful, correct, courteous and culturally sensitive language?
	What should be done with the message?

	Mark Zuckerburg called in to the office to see Priscilla. Unfortunately, Priscilla was in a meeting and could not be interrupted. Mark would like Priscilla to phone him on (02) 9999 9999 to discuss the new proposed development and the final date for council alterations.
	Message/ briefing note
	Yes
	The message should be given to Priscilla.
Problem that the message could pose: there is no last name for Priscilla, especially if there is more than one Priscilla in the firm.

	To all staff,

Could all staff who have not paid for the Xmas Party please do so by Monday. Those who have not paid by Monday will not be able to attend the function.

Thankyou 

Steve

	 
	
	

	Dear Ms Smith

Thank you for your application for the position of Project Officer.

Your application is currently being processed and we will inform you of the outcome as soon as possible.


	
	
	

	Dear Sir/Madam

RE: Junior Receptionist

I wish to apply for the above position which you recently advertised in the Sydney Morning Herald on the 1st of January 20XX.

I am a very enthusiastic young person who is keen to work for an organisation such as yours. My references are attached.

Yours faithfully

Sarah Faraway


	
	
	

	From: maria@nsw.com

To: martyn@nsw.com

Subject: meeting

Hi Martyn. 

Ms Moores was forced to cancel her meeting this morning due to food poisoning she contracted from a Mexican dinner she ate at the restaurant adjacent to the bus terminal. She has spent most of the night in hospital as a result of this incident.

Maria
	
	
	

	Dear Mr Nicholls,
Last month I purchased a handbag for my daughter. After wearing it for one day the bow on the handbag fell off. I have purchased your handbags in the past and have had no problems with them. My daughter loves her new handbag and would like it to be replaced or repaired as soon as possible. I hope you can address this issue as soon as possible as we have a wedding coming up and she would like to use it on that day.


	
	
	

	Dear Mrs Mans,
Thank you for your letter dated 16 April 20XX. Please post the handbag to us at the above address, and we will send a replacement handbag to you as soon as we receive it. We sincerely apologise for the inconvenience this has caused.

Faults are rare, but we are always happy to rectify any that occur. If you have any other queries, please feel free to contact us on (02) 9999 9998.

Your faithfully 

Mr Nicholls
	
	
	

	Person 1: RUOK?

Person 2: GR8 U

Person 1: XLNT

Person 1: UR QT

Person 2: LOL THNQ

Person 1: CUL8R :-(

Person 2: CU :-(  

	
	
	

	Cecilia called in this morning to make an appointment to come out and show you the new curtain range. Cecilia needs to discuss the samples with Karen as soon as possible.

Cecilia’s’s phone number is (02) 9999 9997. Please call her back ASAP.

	
	
	

	Dear Edwina,

We are confirming that your attendance has been booked for the ‘Managing conflict’ workshop on the 1st of July 20XX.

Yours faithfully

George Hays
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