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Business letters and reports: Introduction to
business letters —

The first paragraph is used to introduce yourself
and your business, as well as your purpose for
writing. The middle paragraph might include details
about your business and your products or services,
and the third or final paragraphs conclude with
restating your purpose and creating a call to action



Writing routine and Persuasive letters

* Routine Letters: Direct Replies, Letters of Recommendation
Opening: ldentify information of the candidate, Body:
Include supporting statements with details. BIClosing: Make
an overall ranking of the candidate.

* The persuasive letters are a letter written to convince an
organization or person, to accept the issue of the author
(sender), interest or perspective. . Although a persuasive
letter cannot be successful in its purpose, it increases
awareness about the matter addressed.



Positive and negative messages-
writing memos - A memorandum (memo) is used to
communicate something of immediate importance to
people within a business or organization. A memo also
can be sent to people or firms that have close or long-
standing relationships, such as vendors or consultants.
Like a business letter, a memo is a permanent record of
your communication.



what is a report purpose, kinds and objectives of
report writing.

The purpose of a report is to provide
information to people on a specific topic.



Kinds of
Report
Writing.

Objectives of
report
writing.

S TYPPES OF BUSINESS REFPFORTS

Elasmmttvensnms rangparrts srer innvaluobDle, ro rrvmttarr e Sy oF miewe of your Suaminss s

e v revvasticon th
et wwhiar ian’

Inforrvmysationmnal Reports

FROQUIITOCD wWihhaom yaou wont obirxjootive
fnformoation on sommethiinag.

I paresmesrsto maoamn-immesct fasrmtesm wWwithiosat
Il Irimg thies ressmasrmm ot thier
OGN OUTOOIrTIa s of o Siturastionrn

Researcih Report

Fleorcgratrmct wiihien conmicdoaring trylng
mearvrerting oove (likes Gffaring o e

Tesmmiesey will baes ts
et Froarey thies saramiyticeml

cimtan ortats
renpeart s

Mot Inforrviatiansi

Explanatory Report

Flencirrirencd wihierry yesns waarit tes wxplmisy -

topilc or mitunticon mao thnt overyans

oy wanciomrmstanict v

ther resaaron Oonacuotescl
EArs, Yyt g Tl QY. s

3 Along wWith the rasoicvs

o

v Pprovicie cmr healp yous
B L R e L e e L e L e e e LR R T

<

- wwismt s working o Yoy Caormipmmny

.

Anrnalytical Report

FRecuairect v o Caarmyoany s tryinmnog
R vl oo I pPortToant doaoalsion .
"t = iy aresmsm mitaa the . FArerssesratinigg

IMmforrmatiomn, esxgaliasrmmnd

reslesranent
oo ivamian

FProgres=s Raeport

Ttweguatr et 1o mmhrow hrow thilnmgags are
SAirng st thier rrrcarvieanit.

POT Braassenet cory aarvanly suise car tesrysa o
frstaraact, thravy sares sy

mersnre=ty
Prearmeary wWwhieo merescin 1t

v
apsctaaten foor thien




Presentation skills: What is a presentation —
elements of presentation — designing a
presentation.



Advanced visual support for business presentation

The most popular visual aids for business
presentations are graphs and charts, which are
visual representations of data and their
relationships to other data. Examples include
tables, line graphs, bar charts, pie charts, etc



Types of visual Aid

 Types of visual aids include physical samples, models,
handouts, pictures, videos, infographics, etc. Visual aids
have come a long way to now include digital tools such as

overhead projectors, PowerPoint presentations, and
interactive boards.

An infographic is a collection of imagery, data visualizations
like pie charts and bar graphs, and minimal text that gives
an easy-to-understand overview of a topic.



