


nefit Writing Email and Me

skill in writing e-mail
and memos brings
rtant benefits:




Applying the Writing Process to E-Mail
Messages and Memos
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: Analysis, Anticipation, and  Phase 2: Research, Organizati
on Composition

s perlu 4+  Hal pertama yg dilak
ail atau memo? cek file atau data,
dokumentasi d

mengirimkan pesan yg




pplying the Writing Process to E-Mai
Messages and Memos
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vision, Proofreading, and




Structuring and Formatting E-Mail
Messages and Memos
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hether electronic or hard copy,
yutine memos generally contain
parts:

t Line /Perihal yg
um pesan

mbukaan, yg
gagasan utama

L

Baris subjek meringkas tujuc
dari pesan dalam bentuk sir

Contoh : “Staff Meeting
Rescheduled for May 1
than “Staff Meeting”

E¥ Your website - Message (Plain Text)

File Edit Wiew Insert Format Tools Ackions Help

Hey Learn the MNet,

Thizs is the first time that I'we been to your =Sif




tructuring and Formatting E-Mai
Messages and Memos
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+ Body. Tubuh member
informasi lebih lanj
alasan untuk me

Indirect Opening Direct Opening

For the past six months the Human Please review the following proposal
Resources Development Department has  regarding employees’ benefits, and
been considering changes in our employ-  let me know by May 20f you approve
ees’ benefit plan. these changes.




Structuring and Formatting E-Mail
Messages and Memos
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ing. Umumnya diakhiri + Jika tidak menunjukan
(a) informasi aksi, waktu/tindakan mak
atau tenggat waktu; (b) penutupan sebaikn
menunjukan “k
sederhana”




Positive Letters Purpose
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L

Primary Purpose Secondary Purpose

To give information or good news
to the reader or to reassure the
reader

To have the reader read the

message, understand it, and view
the information positively.

To deemphasize any negative
elements

To build a good image of the writer
To build a good image of the
writer's organization

To cement a good relationship
between the writer and reader

To reduce or eliminate future
correspondence on the same
subject so the message doesn't
create more work for the writer




riting Letters and Mem
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to someone outside your organiz

SOmMeone 1n your o




Memo Describes New

T Ruth DiSilvestro, Manager
PROM::  Troy Bell, Human Resources

SUBJEOY: Job Advertisement Misunderstanding »

We had no idea last month when we implemented new hiring procedures that «
major prablems would result. Dueto the fact that every department isnow
placing Internet advertisements for new-hiresindividually, the dif ficulties
occurred. This cannot continue. Perhapswe did nat make it clear at that

time, but all newly hired employ ees who are hired for a position should be
requested through this of fice.

Do not submit your advertisements for new employ ees directly to an Internet -
job bank or a newspaper. After writing them, they should be brought to

Human Resources, where they will be centralized. Y ou should discuss each

ad with one of our counselors. Then we will place the ad at an appropriate
Internet site or other publication. If you do not follow these guidelines, chaos
will result. You may pick up applicant folders from us the day after the . of showing bene
closing datein an ad. to reacder




Memo Describes New
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DATE: January 5, 2009

TO: Ruth DiSilvestro, Manager

FROR: Troy Bell, Human Resources _/_E"

SUBJBCT: New Job Advertisement Procedure to Fill Openings Faster

izes
a You can fill your department job openings faster and more ef ficiently with a
new procedure that will become effective today.

A major problem resulted from the change in hiring procedures implemented
last month. Each department was placing job advertisements for new-hires
individually, when all such requests should be centralized in this of fice. To
process applications more quickly and ef ficiently, please follow this new
procedure:

—= 1. Write an advertisement for a position in your department.

-to- 2
eps;
ch 3. Let Human Resources place the ad at an appropriate Internet job bank or
rb submit it to a newspaper.

. Bringthe ad to Human Resources and discuss it with one of our counselors.

L= 4. Pick up applicant folders from Human Resources the day following the
closing date provided in the ad.

Following these guidelines will save you work and will also enable Human
Resources to help you fill your openings more quickly. Call Ann Edmonds at «
Ext. 2505 if you have questions about this procedure.
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PFrom: Ivory Waters <iwaters@meatrix ooms
Bubjest: Questions About Job Offer to Eelly Mihai
QOo: Pat Adams <padams@matrix oom>

Boa: I Openswith

Melinda, express friendliness
Thanks for sending Kelly Mihai to interview for our junior acoounting job. Your answers d to mark beginning
to the following questions will help us decide how to proceed in the job offer we are of message

considering making to Kslly.
Uses bullets

to improve

readability

* Do you think a sslary in the range of $50,000 to $588,000 is appropriste?
= Is Kelly now working on an assignment with a contract?

* Could Kelly be available to start here st Matrix by September 159 Employs uppercase
and lowercase letters
instead of all caps or
all lowercase

Kelly's interview was successful, and her résumé suggesta that she has the education,
background, and experience we need. We'd like to make her an offer, but first we need

your adwice.

The interviewing team agreed that Matrix would benefit from this addition to our team.
Based on market salary data, we are prepared to mske Helly a competitive offer, although
we could go higher if you think it necessary.

8o that we oan preparse the necegsary paperwork, please let me know your answers to
these questions by Wednesday, August 18.

Ivory

Ivory Waters, Vice President
Matrix, Ina. i i
5180 Park Avenue ~ Tips for Formatting E-Mail Messages

« After To, type the receiver’s electronic address. If you include
the receiver’s name, enclose the address in angle brackets.

« After From, type your name and electronic address, if your
program does not insert it automatically.

- After Subject, present a clear description of the message.

« Insert the addresses of anyone receiving courtesy or
blind copies.

« Include a salutation (such as Melinda; Hi, Melinda; Greetings),
especially in messages to outsiders.

 Double-space (press Enter) between paragraphs.

+ Do not type in all caps or in all lowercase letters.

» Include full contact information in the signature block.

Closes with
full contact
information

E-Magil: iwaters@matrix com
Voioce Msil: (203) 458-2208
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4 15inchas

+ 2 Bankline

Aligns all DATE:  Fovember 11, 2000 1 1 blankline

heading words : Stephanie Sato, President, Hollywood Andience 8

with those ! e 7 1 bankiing Includes initials
following FROM: BSundsance B:hh.mhm.ﬂpnda} Events Ha.maargﬂ - after printed
SUBJECT . SUBJECT: Improving Web Site D ~ nameandtitle
: 4 1 or 2 blank Enas

In to your request for idess to improve our Web site, I it
thu". suggestions. Because intarest mmmmw
lndulhsrm is growing constantly, we must use oo Wab ke mowe
strategically. Here are three suggestions. Provides ragged

First, our Web site should explain our purpose. We specialize in providing —""'_““"Em’-'_‘-'“d_i“gs'““'
customized and responsive audiences for studic productions and sward shows. f not justified

i distinguish

. ! Audisnce members have a seat for the entire taping of & TV show. Beat-fillars sit
Leaves side | in the smpty seata of celebrity pressnters or performers so that the front PN
margins of soction does not look empty to the home audience.

1.25 Inches Becond, | suffest that our Web designer inshide o listing sush s the following
80 that readers recognize the events and services we provide:

Andiencs Members Best-Fillers and Ushers
Event Provided Last Year Provided Last Year T ]

Daytime Emmy Awards

i Oolden Globe Awards

Bereen Actor's Guild Award
Telavision Awards { N

Soul Music Awards 14 information

Selected TV showa ar %

Third, cur Web aite should provide answers to commonly asked questions such
as the following:

* Do aundiemce members or seat-fillers have to pay to attend the
event?

* How often do seat-fillers hawve to mowe around?

* Wil seat-fillars be on television?

Al

ey

z
il
il
E
il

5 Uses headings,
17 : columns, bold,
22 ————— and white space

slag to highlight

Eraunyn

ARl

ESAEAG

Car Web site can be more informative and boost our business if we i
some of these ideas. Are you free to talk about these suggestions at 10 a.m. on
Tuesday, November 107

BRI SR LR

Omits a closing pic T
and signature 1 i




Informative Message
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berita baik dan 4+ Terangkan manfaat
h topik utamanya. atau prosedur un




Menulis Email
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ah alat yang sangat penting sekali bagi para pekerja. Pembaca
mereply ke e-mail pengirim dengan cepat. E-mail etiquett

emua huruf besar hanya untuk menekankan saj

marah dengan menggunakan e-




Bad and Good E-mail Message
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To: Peyton Moss
From: Gina Jones
Subject: Need Help!

To: Peyton Moss
From: Gina Jones
Subject: Re: Re: Re: Advertising Our Job Opening

Yes, | agree totally!

L

To: Peyton Moss
From: Gina Jones
Subject: Need Help in Writing Job Placement Ad

To: Peyton Moss
From: Gina Jones
Subject: Re: Re: Re: Advertising Our Job Opening

Yes, | agree that our first choice should be an
online listing at Monster.com.

Expand subject with

more information.

Provide context to orient
reader, which is especially
helpful in messages with
many replies and multiperson
conversations.




Bad and Good E-mail Message

To: Haley Krebs, Brandon Kim, Nicole Sanchez
From: Gina Jones
Subject: Relacation Options Ready for Your Analysis

Please analyze the four possible relocation sites
recommended by our consultants in the attached
file. Your written reactions by May 1 will enable us
to make a presentation to management by the
middle of the month

To: Haley Krebs, Brandon Kim, Nicole Sanchez
From: Gina Jones
Subject: Relocation Options Ready for Your Analysis

Please analyze the four possible relocation sites
recommended by our consultants in the attached
file. Your written reactions by May 1 will enable us
to make a presentation to management by the
middle of the manth.

HALEY: DECISION NEEDED. Check the footage
available for office space in each option,

BRANDON: FYl, if we move forward, your project
will be delayed.

NICOLE: PLEASE CONFIRM. Do these four locations
meet all the specifications you submitted?

Send general message to
coworkers but include
individual action requests to
be sure everyone understands
specific assignment or
ramifications of message.




Bad and Good E-mail Message

To: Peyton Moss
From: Gina Jones
Subject: Conference Thursday at 2 p.m.
Bee: Sabrina

Please attend the conference tomorrow
(Thursday] at 2 p.m.

To: Peyton Moss
From: Gina Jones
Subject: Conference Thursday at 2 p.m.

Peyton, please attend the conference tomorrow
(Thursday) at 2 p.m.

To: Sabrina
From: Gina
Subject: Reserve Conference Room Thursday
at2 pm.

Please reserve the conference room for Peyton
and me tomorrow (Thursday) at 2 p.m.

Send two messages because
naming someone in a

“bec” may not sufficiently
explain why that person

is being copied.




Group Assesment
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emen Pembelian bertugas menangani pembelian barang pada perusahaan kel

u berkembang. Pesanan pembelian barang biasanya dilakukan secara ter

haan ingin memberlakukan prosedur standar dalam proses p

elian dapat diunduh oleh karyawan




