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BEC Writing 4 Types of Text 
 

1 E-Mail 
 

An e-mail is a message sent over the Internet. They have a clear structure (To, CC, Subject, Body). Alt-

hough e-mails can be quite formal, there is a tendency towards a more formal style. When unsure about 

how formal your e-mail should be, think about your relation with the person you are writing to and 

choose the appropriate style. E-mails appear in BEC writing part 1 and part 2. 

 
  

• A message over the Internet 

• Formal or informal style 

• Clear structure 

• Subject line (mostly given) 

• Start with a salutation (Dear) 

• Write 30–40 words 

• Include a sign-off (informal: Yours 

sincerely /Yours faithfully; infor-

mal: Kind regards / best wishes) 

• End with your name (position) 
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2 Memo 
 

A memo is an internal, informative document. Memos are like internal press releases; they are ideal for 

sharing brief yet vital information quickly with multiple people at once. They do not include a greeting. 

While less formal than business letters, the language in a memo should still be professional and formal.  

A memo is suitable for conveying changes to personnel, updating on upcoming events  or shifts in every-

day operations or workflows. The purpose of the memo is to announce that it is time to implement a so-

lution and to provide instructions. 

 

  
• Internal, informative document 

• Start with a subject line. 

• Be formal. 

• Omit the greeting (Dear) 

• Write 30–40 words 

• Use bullet points to list items 

• No sign-off (Yours sincerely) 

• End with your initials 
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3 Notice 
 

A notice is a short announcement which is direct and mostly formal in style. A notice is a very important 

form of written communication used by individuals and organisations to convey information about func-

tions, events and occasions or to announce something that has happened or is about to happen. It is put 

in a public place or published on the intranet where everyone can see it.  

 

 

 

 

 

 

 

• Short announcement 

• Put in a public place 

• Addressed to whom it 

may concern 

• Add the current date 

• Include a bold subject 

line 

• No salutation (dear) 

• Write between 30–

40 words 

• No sign-off (Kind regards) 

• End with name and posi-

tion 
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4 Note 
 

A note is a short informal piece of writing that is used to help someone remember something or to leave 

a message when you cannot speak to that person. It is addressed mostly to people with whom you have a 

close working relationship or a familiarity. It is written in a quite informal style (write as you would 

speak). Notes usually end with the name or initials of the author. 

 

 

 

 

 

 

 

 

 

 

• A piece of information that you leave for 

someone 

• Quite short 

• Mostly informal (write as a speak) 

• Starting with an informal salutation (Hi, hello, 

dear) or just the first name 

• About 30–40 words 

• No sign-off necessary (sorry, thanks) 

• End with your initials or fist name 


