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Eighth Lecture 

Business Correspondence 

Business Correspondence in Engineering: Types and Structures with Examples 

Business correspondence is the written communication used in professional settings, 

particularly within engineering fields. It plays a crucial role in building relationships, 

exchanging information, and documenting decisions.  

1. Business Letter: Business letters are written communications to recipients who are 

external to the organization of the sender 

Structure: 

• Heading: Includes your name, address, date, recipient's name and address. 

• Salutation: Formal greeting like "Dear Mr./Ms. [Last Name]," 

• Introduction: Briefly state the purpose of your letter. 

• Body: Clearly outline your message, providing necessary details and evidence. 

• Conclusion: Summarize your main points and state your call to action, if any. 

• Closing: Formal sign-off like "Sincerely," followed by your signature and typed 

name. 

Example: 

Subject: Application for Mechanical Engineering Internship 

Dear Mr. Johnson, 

I am writing to express my keen interest in the Mechanical Engineering Internship 

position advertised on [Website/Platform]. As a highly motivated and results-oriented 

[Year] student at [University], I possess a strong foundation in engineering principles 

and practical skills honed through various lab projects and academic competitions. 

My studies have equipped me with expertise in [Specific skills] and a thorough 

understanding of [Relevant engineering concepts]. During my [Previous 

project/experience], I successfully [Achievement/Contribution]. I am confident in my 

ability to apply my knowledge and contribute positively to your team. 
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Attached you will find my resume for your review, further detailing my qualifications and 

experiences. I am eager to learn and grow in a professional environment like ChemCo 

and believe my skills align perfectly with your internship requirements. Thank you for 

your time and consideration. 

Sincerely, 

[Your Name] 
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2. Memo or Memorandum: Memoranda are written communications that stay within an 

organization 

Structure: 

• Heading: Includes "Memorandum" or "Memo," date, recipient, and sender 

names. 

• Introduction: Briefly state the purpose of the memo and provide context. 

• Body: Present the main message, organized into sections based on topic or 

audience. Use bullet points or headings for clarity. 

• Conclusion: Summarize key points and outline any action items or next steps. 

• Closing: "End" or "Regards," followed by sender's name and initials. 

Example: 

To: Project Team 

From: [Your Name] 

Date: [Date] 

Subject: Update on Design Review for Bridge Project 

This memo serves to update you on the progress of the design review for the [Bridge 

name] project. As you know, the review focused on three key areas: structural integrity, 

material selection, and cost-effectiveness. 

• Structural Analysis: The independent engineering firm confirmed the proposed 

design meets all load-bearing requirements and conforms to building codes. 

• Material Options: We compared the pros and cons of [Material 1] and [Material 2] 

and concluded that [Chosen material] provides the optimal balance of strength, 

durability, and sustainability. 

• Cost Estimates: Revised cost estimates indicate the project remains within 

budget, with slight modifications needed to optimize material usage. 

The final revised design plan will be shared with all team members by [Date]. Please 

submit any feedback or questions by [Date] to ensure timely integration into the final 

document. 

Regards, 

[Your Name] 
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3. Email: Electronic mail transmitted via the Internet which is sent from a computer or a 

mobile phone to the receiver’s computer or phone. Its less formal than a letter or a memo 

but more formal than a phone call. Information sent by email should be non-confidential 

because it can be retrieved or recovered after deletion.  

Structure: 

• Subject Line: Concise and informative, summarizing the email's main point. 

• Salutation: Informal greeting like "Hi [Name]"/"Hello Team, Dear Sir, " 

• Body: Keep it concise and professional, directly stating your message and 

including necessary details. 

• Call to Action: If applicable, clearly state what you expect the recipient to do. 

• Closing: Informal sign-off like "Best," "Thanks," followed by your name. 
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Example: 

Subject: Request for Equipment for Material Testing 

Hi John, 

I'm writing to request access to the tensile testing machine in the lab for my research on 

[Project name]. I'll be testing [Material type] samples under [Specific conditions] to 

analyze their [Property to be tested]. 

The tests are scheduled for [Dates] between [Timeframes]. Please let me know if the 

machine is available during this time and what safety protocols need to be followed. 

Thanks, 

[Your Name] 

4. Application or Cover Letter: it’s a letter describing why you are qualified for the 

job or position you need to apply for. It always sent attaching Resume or CV with 

it. 

Structure: 

• Heading: Your name, address, date, company name, and contact information. 

• Salutation: Formal greeting to the hiring manager. 

• Introduction: Briefly express your interest in the specific job and state your 

relevant qualifications. 

• Body: Highlight your skills and experiences that align with the job requirements, 

using specific examples of accomplishments. 

• Conclusion: Restate your interest, state your availability for an interview, and 

thank the reader for their time. 

Example: 

Subject: Application for Robotics Engineer Position 

Dear Ms. Jackson, 

I am writing to express my enthusiastic interest in the Robotics Engineer position 

advertised on your company website. As a highly motivated and results-oriented graduate 
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from [University] with a [Degree] in Mechanical Engineering and a specialization in 

robotics, I believe my skills and experience align perfectly with your requirements. 

Throughout my academic career, I have honed my expertise in [Specific skills] through 

various projects and internships. Notably, during my internship at [Previous company], I 

successfully [Achievement/Contribution] using [Relevant technology]. My passion for 

robotics extends beyond academics, as I actively participate in the 

[Competition/Organization] which has allowed me to develop strong teamwork and 

problem-solving skills. 

I am confident that my technical knowledge, innovative mindset, and strong work ethic 

would make me a valuable asset to your team. I am eager to learn more about this exciting 

opportunity and how my skills can contribute to your company's success. Thank you for 

your time and consideration. 

Sincerely, 

[Your Name] 

5. Resume or CV: A resume is a summary of your professional experience, 

education, and other background relevant to the employment opportunity you are 

seeking 

Structure: 

• Heading: Your name, contact information, and professional title (optional). 

• Summary/Objective: Briefly summarize your career goals and key skills. 

• Education: List your educational background, including degrees, institutions, and 

relevant coursework. 

• Experience: Outline your professional history in reverse chronological order, 

including company names, job titles, and specific achievements for each role. 

Quantify your accomplishments whenever possible. 

• Skills: List your technical and soft skills relevant to the desired field. 

• Additional Information: Include any awards, certifications, or volunteer work that 

showcase your skills and interests. 

Example: 

[Your Name] 

[Phone Number] | [Email Address] | [LinkedIn URL (optional)] 
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Summary: 

Highly motivated and results-oriented Mechanical Engineer with 3+ years of experience 

in the aerospace industry. Proven ability to design, develop, and test complex 

mechanical systems within strict deadlines and budget constraints. Skilled in [Specific 

skills] and passionate about contributing to innovative engineering solutions. 

Education: 

• Master of Science in Mechanical Engineering, [University], [City, State] (GPA: 

[GPA]) 

• Bachelor of Science in Mechanical Engineering, [University], [City, State] (GPA: 

[GPA]) 

Experience: 

[Company Name], [Job Title] ([Dates]) 

• Successfully led the design and development of a new engine cooling system, 

resulting in a 15% reduction in fuel consumption. 

• Implemented a new [Software/Methodology] to streamline the product testing 

process, leading to a 20% improvement in efficiency. 

• Managed a team of [Number] engineers in the development of a [Project name], 

exceeding all performance and cost targets. 

[Previous Company Name], [Job Title] ([Dates]) 

• [List achievements and responsibilities] 

Skills: 

• Technical: [List technical skills] 

• Soft Skills: [List soft skills] 

Additional Information: 

• Member of the American Society of Mechanical Engineers (ASME) 

• Recipient of the [Award name] for outstanding academic achievement 

 

 

Activity:  

1. On site assignment  


