


         

 
 

REPORT 

●  Name of the Event: Session on "Penning Perfection: Mastering Effective Letter Writing Skills"  

●  Event date: 21/05/2024    

●  Time: 1:00 p.m. onwards 

●  Venue: Seminar Hall, G Block, 1st Floor 

●  Mode: Offline 

●  Name of the Resource Person: Ms. Sumit, Assistant Professor, ASH (9306136580) 

●  Name of the coordinator: Ms. Shikha, AP (ASH) 

●  Total no. of attendees in the event: 35 

 

In today's fast-paced digital age, the art of crafting compelling written correspondence holds a 

timeless significance. An exciting session on “Penning Perfection: Mastering Effective Letter 

Writing Skills” was organized by the Department of Applied Sciences and Humanities on May 21, 

2024, for the students. The event kicked off with a gracious and warm welcome extended to the 

distinguished speaker, Ms. Sumit, Assistant Professor, ASH by Dr. Nisha Dahiya, Associate 

Professor, ASH. The speaker empowered participants with the essential tools and techniques needed 

to craft compelling and assertive letters for a variety of personal and professional purposes, 

emphasizing the art of clear, organized, and persuasive communication. She offered hands-on 

guidance in structuring letters, including appropriate greetings, well-organized content, and 

impactful closing statements, ensuring a seamless and engaging flow of ideas. She explained how 

letter writing in the corporate world is essential for conveying formal messages, establishing 

professional relationships, and documenting business transactions effectively. It serves as a formal 

mode of communication that leaves a lasting and tangible record of agreements, decisions, and 

interactions, fostering clarity, accountability, and professionalism in business correspondence. 

 

By the conclusion of the session, students were able to have improved ability to craft professional 

and persuasive cover letters for job applications and internship opportunities, leading to enhanced 

employment prospects. The esteemed speaker was felicitated by (Prof.) Dr. Vinay Khatri (HOD, 

ASH) and gracious vote of thanks was extended by the coordinator of the event, Ms. Shikha. 

Expressing heartfelt appreciation for the valuable knowledge and perspectives shared, the audience 

reflected on the enriching experience and bid farewell with gratitude for the enlightening session. 

 

 





         

                        

                                                  

 

Pic 1. Session given by Ms. Sumit 

 

 
Pic 2. Students attending the session 

 


