
 



 
 

REPORT 

ǒ Name of the Event: Session on ñCrafting Professional Impressions by Business Emailsò 

ǒ Event date: 5/03/2020  

ǒ Time: 12 Noon onwards 

ǒ Venue: E Block, Seminar Hall, 1st Floor 

ǒ Mode: Offline 

ǒ Resource Person for the session: Dr. Sakshi, Assistant Professor, ASH (7206718009) 

ǒ Name of the coordinator: Ms. Nagma, AP, ASH 

ǒ Total no. of attendees in the event: 32 

 

Applied Sciences and Humanities Department had a session on March 5, 2020, entitled 

Crafting Professional Impressions by Business Emails business emails. Dr. Sakshi led this 

extensive session as a resource person. The session kick started with a warm welcome to the 

expert by Ms. Nagma, the coordinator of the event. The goal of the session was to give 

participants the fundamental knowledge and abilities needed to write emails that are persuasive, 

professional, and clear. As the main means of communication in the corporate sector, Dr. Sakshi 

stressed the importance of business emails. The speaker emphasized the ways in which proficient 

email correspondence may improve one's professional reputation, foster connections, and 

facilitate professional advancement. 

 

The speaker provided guidelines for proper email structure, including subject line, salutation, 

body, and closing. She emphasized the importance of clear and concise writing, using 

appropriate tone and language. Dr. Sakshi discussed the significance of compelling subject lines 

in grabbing the recipient's attention and conveying the email's purpose succinctly. She shared 

tips on writing informative and engaging subject lines. The speaker covered essential email 

etiquette principles, such as proper grammar, punctuation, and spelling. She emphasized the 

importance of maintaining a professional tone, avoiding email slang, and using appropriate 

formatting.  

 

To conclude, the speaker discussed the importance of timely email responses and follow-ups. 

She provided tips on drafting effective replies to emails and maintaining professional 

communication throughout email exchanges. The session included interactive elements to 

enhance participant engagement. Participants were encouraged to share their email 

communication challenges and seek expert advice. The department offered a vote of gratitude 

and (Prof.) Dr. Vinay Khatri (HOD ASH) felicitated the speaker at the end of the session. 
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Pic: Participants attending the session on Email Writing  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


