Written Communication needs of a buisness

For a buisness/company to following issues of written comunication are more than often what the company relies upon to keep a steady outside corispondence.

These are

1. Revision of documents: this involves the document being corrected and finilised after it has been drafted up, common areas in checking the document include things such as spellcheck and gramma correction.

2. Revision of reports: this involves the report being carefully looked through. This is done to assure there is no spelling errors, gramma errors, content errors etc.

3. Variety:  This is important to the company as it allows a much wider range of comunication from internal correspondnce such as newletters, to mainstraim correspondence such a fax, and mailed newsletters.

4. Mail Merge: This is important for a company as it is crucail for saving time and is highly eficent. It allows to user to produce a standard letter and convert it so it becomes a formal letters to users compiled on a database.

5. Corperate Image: This invoves the company having some consitant type of standard ie when any type of document is created it has the same font size, font type, same logo etc.

6. High-quality presentation: This relates to way in which a document is displayed and printed. To make it high quality it should be well preseted, well layed out and have a high print quality.

When creating documents a certain amount of software features also have to be taken into acount these are things such as: 

1. Text editing: this involves the text being altered after the document has finished being typed. It can be altered in many ways such as find and replace, spellcheck, gramma and punchuation check.

