“Correspondence course”
	1. 
	Over the last few years , emails or business correspondence have played an important role in our business live, in our work. They often replace a telephone conversation. It’s easier to write then to speak on the phone.

You should remember about what is written and how it is expressed. 


	2. 
	Yes, sure, mail writing style is different from the style of an official business letter, where the style is too formal.

Type of informal language is not usually suitable when writing e-mails in professional context

	3. 
	Business is a race The writer and the reader are both busy. So the most common style in work emails is neutral or standard.
Formal – for official letters

Informal for friends

Neutral – for our work



	4. 
	General tips:
· the language is simple and clear, correct grammar and appropriate vocabulary.

· Be short but always remember The golden rule: you are writing from the name of the company you are working for.

·  Be polite and diplomatic
· It’s a mistake when some people think that it’s more important to be able to understand and reply quickly

· Don’t ignore capital letters, punctuation, spelling paragraph and grammar. 

     A careless letter shows a careless and disorganized mind.
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