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BBA Semester III Calicut University

Skills for Employability
Course Code: BBA3FS113 • Module 4 Notes
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1. Business Letter and Memorandum Formats &
Layout Architecture

Professional business communication demands strict adherence to standardized structural
formats. Whether drafting formal external letters to clients or internal memoranda to inter-
departmental teams, utilizing established business document layouts ensures readability,
authority, and operational efficiency.

Standard Business Letter Formats

There are two primary visual arrangements used in professional business correspondence:

1. Full Block Format (Most Common)

Every single document element—including
the date, sender address, recipient address,
salutation, body paragraphs, closing, and
signature block—is aligned strictly along the
left margin. Paragraphs are separated by
double spaces without indentations.

2. Modified Block Format

The date, complimentary close, and signature
block start at the center horizontal point of
the page (tabbed to center). All other
elements remain left-aligned. Paragraphs may
be indented or block-style.

Core Elements of a Formal Business Letter

A standard external business letter comprises seven essential components arranged in fixed
sequence:
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Element Standard
Placement

Formatting Guidelines

Letterhead / Return
Address

Top of page Company logo and address details; omit
sender name if letterhead is pre-printed.

Date Line 2 lines below
letterhead

Write out full date (e.g., *October 15, 2024*);
avoid numerical shorthand (*15/10/24*).

Inside Address 2 lines below
date

Recipient name, title, department, company
name, and full postal address.

Salutation 2 lines below
inside address

Formal greeting followed by a colon (e.g.,
*Dear Mr. Kaplan:*).

Body Paragraphs 2 lines below
salutation

Single-spaced text; double space between
paragraphs. Opening -> Body -> Action
Closing.

Complimentary
Close

2 lines below
body

Formal closing (e.g., *Sincerely,* or
*Respectfully yours,*).

Signature Block 4 lines below
close

Handwritten signature above typed legal
name and official job title.

2. Internal Memorandum & Email
Communication Dynamics

Internal corporate communications rely primarily on memoranda (memos) for formal policy
distributions and emails for daily operational exchanges. Understanding when and how to utilize
each medium maintains professional effectiveness.

Memorandum Structure and Purpose

Memos are official internal documents used to communicate policies, procedures,
announcements, or project updates within an organization. Unlike letters, memos do not contain
salutations, complimentary closes, or formal inside addresses.
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Standard Memo Header Block

Features four mandatory header fields: TO:
(Recipient name/group), FROM: (Sender
name/title), DATE: (Current date), SUBJECT:
(Clear, descriptive topic summary).

Memo Body Structure

Direct organizational structure: Statement of
purpose -> Detailed background/context ->
Action items and deadlines -> Contact
information.

Comparative Analysis: Business Memos vs Email Messages

Distinguishing between internal document formats:

Dimension Internal Memorandum (Memo) Corporate Email Message

Primary
Audience

Internal teams, entire departments,
or organization-wide staff.

Internal colleagues, external
clients, vendors, or individuals.

Formality Level High to medium formal internal
record.

Medium to flexible corporate
communication.

Typical Length 1 to 3 pages; detailed policy or
project documentation.

Short; concise (1 to 4
paragraphs).

Distribution
Channel

Printed notice boards, PDF intranet
attachments, physical mail.

Electronic mail servers, mobile
devices, cloud mail clients.

3. Web Writing, Digital Content Architecture,
and Tech Setup

Reading behavior on digital screens differs fundamentally from printed paper. Online readers
rarely read word-for-word; instead, they scan pages for specific keywords, headings, and visual
anchors. Writing for web environments requires specialized structural techniques.

Core Principles of Web Writing

Optimizing written content for digital scannability and reader engagement:
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The Inverted Pyramid Structure: Place the most critical conclusion, summary, or core
message at the very top of the page, followed by supporting details, background context,
and secondary links.

Scannable Visual Anchors: Utilize bold subheadings, short paragraphs (2–3 sentences max),
bulleted lists, and highlighted keywords to enable rapid scanning.

Front-Loaded Sentences: Begin headings and sentences with high-information action words
and relevant industry keywords.

Hyperlink Integrity: Use descriptive link anchor text (e.g., "Download the Q3 Financial
Report PDF") rather than vague text like "Click Here."

4. Email Subject Line Optimization &
Professional Messaging

The email subject line is the most critical element of electronic communication; it determines
whether an email is opened immediately, delayed, or deleted as spam. Crafting clear, informative
subject lines is a essential professional skill.

Effective vs Ineffective Subject Lines

Ineffective Subject Lines (Vague /
Ignored)

❌ "Question"
❌ "Important!!! Read Now"
❌ "Meeting"
❌ [Blank Subject Line]

Effective Subject Lines (Actionable /
Clear)

✅ "Action Required: Q4 Budget Proposal
Review by Oct 18"
✅ "Meeting Rescheduled: Project Alpha
Status Sync - 2 PM"
✅ "Job Application: BBA Graduate -
Marketing Trainee (Ref: 402)"

Key Rules for Professional Subject Lines

Best practices for business subject line drafting:

Keep it Under 50 Characters: Ensures full visibility on mobile device screens without
truncation.
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Include Action Keywords: Use clear prefixes such as *ACTION REQUIRED*, *URGENT*,
*DECISION NEEDED*, or *INFO ONLY*.

Update Subject Lines in Threads: When the topic of an ongoing email thread changes
significantly, update the subject line to reflect the new discussion topic.

5. Positive/Negative Email Tone, Netiquette &
Attachment Rules

Managing tone, observing digital netiquette, and adhering to professional attachment protocols
prevents miscommunication and maintains corporate reputation.

Delivering Positive and Negative Email Messages

Structuring email communications based on the nature of the news being delivered:

Message
Type

Organizational Approach Key Structural Elements

Positive /
Neutral
News

Direct Strategy: Place the main
good news or request directly in
the first sentence.

Good News Statement -> Necessary
Details/Context -> Positive, Forward-
Looking Closing.

Negative
News /
Refusals

Indirect Strategy: Cushion bad
news to maintain professional
goodwill.

Neutral Buffer -> Logical Reasons ->
Clear Bad News Statement ->
Alternative Solution -> Warm Close.

Core Email Netiquette & Attachment Rules

Standard professional guidelines for corporate email management:

Selective Use of "Reply All": Use "Reply All" only when every recipient genuinely requires
the information; avoid clogging team inboxes with "Thanks!" responses.

CC vs BCC Usage: Use CC (Carbon Copy) for individuals who need visibility but no direct
action. Use BCC (Blind Carbon Copy) when emailing large lists to protect privacy.

Attachment Etiquette: Always reference attachments in the body text ("As attached in the
Q3 report..."), compress large files (>10MB), and convert documents to PDF format before
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attaching.

Proofreading & Emotional Cooling: Never send emails while angry or emotional. Re-read
messages aloud before clicking send to verify professional tone, grammar, and attached files.
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Acing your exams is just a click away!

Visit www.degreelive.in to download the next module for free.


