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What Do We Know (or Think We know) about Business Correspondence?

Name the three types of correspondence produced in the workplace:

1. ____________________
2. _____________________
3. ____________________
Bonus: What is the new fourth type? ____________________________________________
Name the four parts of the rhetorical strategy you develop for each piece of correspondence you write:

1. ___________________________________
2. _________________________________

3. ___________________________________    4. _________________________________
List the four subtitles found at the top of any memo:

1._______________   2. _______________   3. ________________   4. _____________








(circle T for “True” or F for “False”)
1. Memos are a more formal type of correspondence than letters.

T
F

2. Memos are written to an internal audience.




T
F

3. E-mail has assumed much of the day-to-day communication in
the workplace.








T
F

4. Salutations (Dear Mr. Smith:) and closings (Sincerely yours,)
are used in memos.







T
F

5. On some occasions, organizations might choose not

to create a “paper trail” of memos and letters.




T
F

6. Business correspondence has been used as evidence in court cases.
T
F

7. Letters, memos, and e-mails are written mostly in second person.

T
F

8. Since you have sent an e-mail, you may assume it has been read.

T
F

9. Memo and letter templates are available in MS Word.


T
F

10. The direct approach is used in letters that deliver bad news.


T
F

11. An effective action memo results in the reader doing something. 

T
F

12. Tone refers to the choice of words you make when writing.


T
F

13. You should never apologize to customers or suppliers.


T
F

14. Your company is legally able to access and read all the

e-mail you generate on your computer and all the sites you visit.


T
F

15. It is acceptable to address a client by his/her first name in the

salutation of a letter.







T
F
16. Increasingly, text messages are being used in the workplace.


T
F
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