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EDUCATION BEYOND BORDERS

Lecture 9

E-mail
Alse known as electronic mailfis a fiast, economical

methoed off communication, It Is more efificient than
speaking te someone on| the telephone or face-to-face.




Composingl e-mall mMessadges:
. INClUdE a specific heading.
, date and timelisi inserted autematically: by, the computer.
. Use infermal, friendly greeting.

, Messades arelless fiormal.

. Keep it brief andl simple; Where possible.

, contractions are fine in e-mail messages.
. close infermally.




[FaX: MESSadges:

1. Use letterhead paper.

2. Include the heading FAXIMESSAGE.

3. Use the standardiside headingsie.g. 10, Company, Fax

NG., From, Ref;, Date, No. of Pages.

4. salUutation) Isfnet Necessary.

5. Include a main heading.

6. structure the; boedy exactly as With' a business |letter:
/. Nocomplimentary: close.




