1. [image: ]Assessor Guide
[bookmark: _Hlk130296507]Business writing- Handout 1
 
 


This document will help you assess the activity conducted in the Business Writing training session. Although there is no one specific way to write an email, the idea is to note if the matter at hand has been addressed effectively or not. Also, not all emails will have all the aspects mentioned below. The components marked with an asterisk are mandatory in every email.

	Sr. No
	Parameter
	Observation

	1.
	Address Line*

	The email needs to be marked to recipients, who are responsible to act on the matter at hand.
In the Cc field, will be people who are indirectly involved or are supervisors or managers of the situation or the sender. 

	2.
	Subject Line*
	The subject line must be short and contain keywords that indicate what may be inside the email.

	3.
	Salutation*
	Every email must have a salutation (except in frequent chain emails). Common formal salutations are Hello or Dear.

	4.
	Opening Line
	The opening line must explain the purpose of the email. It will tell the reader whether they must read the rest of the email on priority.  

	5.
	Call for action
	If there is an action to be requested from the reader, it should be mentioned clearly and specifically.

	6.
	Closing Statement
	The closing statement can include thanks, an apology, reassurance, a request for help or just a pleasant farewell phrase.

	7.
	Signature*
	Signing off with Regards, while mentioning your official signature if any. The signature includes your name, title, contact number, company name, address, and website.  

	8.
	Attachment
	Ensure that any mentioned attachment is present. The attachment must also be named appropriately.
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