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Business correspondence and report writing by RC Sharma and Krishna Mohan is an
essential guide that delves into the nuances of effective communication in the corporate world. In
today's fast-paced business environment, the ability to convey information succinctly and clearly
through written correspondence and reports is crucial for success. This article will explore the key
concepts, techniques, and practices presented by RC Sharma and Krishna Mohan, focusing on the
significance of their contributions to business communication.

Understanding Business Correspondence

Business correspondence refers to the exchange of information in written form between individuals
or organizations. This communication can take various forms, including emails, letters, memos, and
faxes. RC Sharma and Krishna Mohan emphasize that effective business correspondence is not just
about conveying information but also about building relationships and promoting a positive image of
the organization.

The Importance of Business Correspondence

1. Professionalism: Well-written correspondence reflects professionalism and attention to detail,
essential traits in any business environment.

2. Clarity: Effective communication minimizes misunderstandings and ensures that messages are
conveyed clearly.

3. Record Keeping: Written correspondence serves as a record of communication, which can be
referred to in the future for clarification or accountability.

4. Relationship Building: Thoughtful correspondence can strengthen relationships with clients,
stakeholders, and employees.

Types of Business Correspondence

RC Sharma and Krishna Mohan categorize business correspondence into several types, each serving
a specific purpose:

- Formal Letters: Used for official communication, these letters often follow a specific format and
tone.

- Emails: The most common form of business communication, emails are quick and efficient but still
need to be crafted carefully.

- Memos: Short for memorandums, these are internal documents used to communicate policies,
procedures, or important information within an organization.

- Reports: Detailed documents that provide analysis and recommendations based on research or
findings.



Key Principles of Business Correspondence

RC Sharma and Krishna Mohan outline several key principles that should guide effective business
correspondence:

1. Know Your Audience

Understanding the recipient's background, position, and expectations is crucial. Tailoring the
message to suit the audience enhances comprehension and engagement.

2. Be Clear and Concise

Avoid jargon and overly complex sentences. Use simple language to ensure that the message is
easily understood. Aim for brevity while still covering all necessary points.

3. Use a Professional Tone

Maintain a respectful and professional tone throughout the correspondence. This is especially
important in formal communications where the stakes may be higher.

4. Proofread and Edit

Before sending any correspondence, always proofread for spelling, grammar, and punctuation
errors. Editing helps ensure clarity and professionalism.

Report Writing in Business

Reports are a vital component of business communication, providing detailed information on specific
topics or findings. RC Sharma and Krishna Mohan discuss the structure and elements of effective
report writing.

The Purpose of Business Reports

Business reports serve various purposes, including:

- Informing: Providing stakeholders with essential information for decision-making.
- Analyzing: Offering analysis of data or trends to support conclusions.
- Recommending: Proposing actions based on the findings presented in the report.



Structure of a Business Report

A well-structured report typically includes the following sections:

1. Title Page: Includes the report title, author, date, and any relevant organization or project
information.

. Table of Contents: An organized listing of sections and subsections for easy navigation.

. Executive Summary: A brief overview of the report's key points, findings, and recommendations.
. Introduction: Introduces the topic, purpose, and scope of the report.

. Methodology: Describes the methods used to gather data or conduct research.

. Findings: Presents the data and information collected, often using charts or graphs for clarity.

. Analysis: Offers an interpretation of the findings, discussing their implications.

. Recommendations: Suggests actions based on the analysis.

9. Conclusion: Summarizes the key points and reinforces the importance of the findings.

10. Appendices: Includes any additional material that supports the report but is not essential to the
main text.
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Best Practices for Report Writing

RC Sharma and Krishna Mohan highlight several best practices to enhance report writing:

1. Define the Objective

Before starting a report, clearly define its purpose and the key questions it aims to answer. This
focus will guide the research and writing process.

2. Research Thoroughly

Gather information from credible sources to ensure that the report is well-informed and supported
by data. This includes academic journals, industry reports, and expert interviews.

3. Organize Information Logically

Structure the report in a logical sequence, making it easy for readers to follow the argument or
narrative. Use headings and subheadings to break up text and highlight key points.

4. Use Visual Aids

Incorporate charts, graphs, and tables to illustrate data and findings. Visual aids can help clarify
complex information and make the report more engaging.



5. Maintain Objectivity

Present information in an unbiased manner, allowing readers to draw their own conclusions. Avoid
personal opinions unless explicitly stated as part of the analysis.

Conclusion

In conclusion, the insights provided by RC Sharma and Krishna Mohan on business
correspondence and report writing are invaluable for professionals seeking to enhance their
communication skills. By understanding the importance of effective correspondence, mastering the
principles of good writing, and applying best practices in report writing, individuals can significantly
improve their professional interactions and contribute to their organizations' success. Whether
through letters, emails, or comprehensive reports, the ability to communicate clearly and effectively
is a fundamental skill that can open doors and foster lasting relationships in the business world.

Frequently Asked Questions

What are the key components of effective business
correspondence as outlined by R.C. Sharma and Krishna
Mohan?

The key components include clarity, conciseness, coherence, and courtesy. Sharma and Mohan
emphasize the importance of structuring the message logically and ensuring that the tone is
appropriate for the audience.

How do R.C. Sharma and Krishna Mohan suggest handling
formal reports in a corporate environment?

They recommend a structured approach that includes an introduction, methodology, findings,
conclusions, and recommendations. Each section should be clearly labeled and written in a formal
tone to maintain professionalism.

What are some common mistakes to avoid in business
correspondence according to Sharma and Mohan?

Common mistakes include using jargon, being overly verbose, neglecting proofreading, and failing to
address the recipient appropriately. They stress the importance of clarity and professionalism in all
written communication.

What role does audience analysis play in business writing as



discussed by R.C. Sharma and Krishna Mohan?

Audience analysis is crucial as it helps tailor the message to the specific needs and expectations of
the readers. Understanding the audience allows the writer to choose the right tone, level of detail,
and type of information to include.

Can you explain the significance of formatting in report
writing based on the teachings of Sharma and Mohan?

Formatting is significant because it enhances readability and helps to organize content logically.
Proper use of headings, bullet points, tables, and graphics can aid in presenting the information
clearly and making it more accessible to the reader.
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