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Introduction

= In the last few years, there has been an upheaval surrounding BPO, resulting into a
competitive advantage for India to exploit.

= We all know that, Business Process Outsourcing is the act of transferring some of an
organization’s recurring non-core activities and decision rights to outside providers under a
SLA.

"

Today Indian IT service Providers are enjoying tremendous growth in their revenue — the
Mantra is “ Come to India where IT is cheaper”

= The goal, however, should be to become the Global BPO Service Provider, by offering
something more than low rates. We still need to define the India advantage as more than
cheap labour — where the only Mantra should be “Come to India — The Back-Office
Partner of the World.”




eAccounting

Is Accounting on Computers on a package like Tally called eAccounting — NO!

Is Accounting on Internet called eAccounting — NO!

THEN.......??

eAccounting is basically a concept whereby various users of accounting information like
Management, Branches, Factories, Auditors and Accountants etc access financial data
online, from various locations, with their level of permission and passwords.

This is because the Application Software is hosted on a remote but safe and secure
environment by an ASP (Application Service Provider) which allows access to users of

financial information with different levels of password.




eAccounting

A major problem faced by accounting professionals and business process outsourcers is the
effect of time & distance.Traditionally, practitioners either drove to the client office to do the
work, or had source documents picked up from the client for processing back at the office.
Drive time, out of office time... these serve to increase the costs and decrease the

profitability of bookkeeping or data processing services....... WHAT DOES eACCOUNTING
DO OVER HERE?

Imagine, If Tally is hosted on an ASP by Company ABC Ltd and this company has its Head
office located at Mumbai, Sales Office at Ahmedabad, Production Unit at Raigan; , Auditors
in Kolkata and the Managing Director at New Jersey.




MD, New Jersey

eAccounting

Prod. Raigan;j

Sales, Ahmd.
ASP, Tally
Auditors Kolkata
HO, Mumbai

All users are virtually connected and can work from any location. The network is secure,
the data is protected and all information is in real-time. It's like working online with your

clients using hosted applications.

Welcome to e-Accounting.




Huge Opportunity for Indian CA

WE ARE HARNESSING THE SAME POWER OF eAccounting, whereby, the client and the
CPA firms are located in United States and we do back-end accounting for the CPA firm’s
clients online.

ASP g

A

CPA Firms

%;; CA Firms %E
&/

US Client




Huge Opportunity for Indian CA

Huge Demand of Accounting Graduates and CPA firms in US

AICPA reports a dramatic decrease in the number of accounting graduates over the past
10 years with rates falling by over 17%

The five most frequently cited reasons for decreased accounting enrollments are:

Lower starting salaries,

Changes in student attitudes,

Widespread misinformation,

The 150-hour rule, and

Accounting education has simply not kept pace with changes in business and practice.
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Huge Opportunity for Indian CA
Data from the 2000 edition of the AICPA's annual study of the supply and demand for public
accounting recruits indicates that the number of accounting bachelor's and master's degrees
awarded in 1998-99 was 20 percent lower than the number awarded in 1995-1996
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Huge Opportunity for Indian CA

Statistics reveal a downward trend in the growth of CPA’s in US,followed by 30% increase in
the last 5 years.With enrolment for accounting graduates also going down, the Indian CA has
several reasons to smile
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1997 78506 329019 112872
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India to in Indian Rupees.

Huge Opportunity for Indian CA

Average salary offered to accountants/bookkeepers in UK, USA & Canada and compared to

] Average Salary (Rs.)

1116000

India Canada

Country Currency
India Rupee(Rs.)
Canada Canadian Dollar($)
USA Dollar($)
UK Pound(£)

1350000

USA

Foreign Exchange Rate

1872000

UK

Conversion Rate

1
31
45
78

Salary

Rs.50000
$36000
$30000
£24000
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Huge Opportunity for Indian CA

Comparison:Population vs Returns filed

O_
India USA UK Canada
O Returns 3 21.25 3.07 2.26
B Population 109.67 27.13 5.9 3.22




Huge Opportunity for Indian CA

Percentage of returns filed show a healthy trend in USA,Canada & UK.Till today, our clientele
meant a bleak 2.74%, where we can actually cater to a much larger global clientele.

USA 78.33%

Canada 70.19%

ok | 52 0%

India I 2.74%

0.00% 20.00% 40.00% 60.00% 80.00%  100.00%

Percentage
India UK Canada USA
M % of Returns Filed 2.74% 52.03% 70.19% 78.33%

Percentage of Primary Returns Filed




Huge Opportunity for Indian CA
Estimation of Rates charged for Primary Returns in India, Canada, USA & UK
UK (SA 100) 7800
USA (1040) 7500
Canada (T1) 6000
India (Saral) 500
0 2000 4000 6000 8000 10000
Rupees
Comparative Rates for Primary Returns




Huge Opportunity for Indian CA

Summary : India & USA

INDIA USA
Population 109.67 crores (apprx) 27.13 (apprx)
Return Filed 3.00 crores (apprx) 21.25 (apprx)
% Filing 2.74 % 78.33 %
Rate Rs. 500.00 (SARAL) Rs. 7500.00 (FORM 1040)

This alone suggests that the business volume of US, wrt Form 1040 alone, is roughly 15
times more than India.

If 10% of US Tax filing gets outsourced to India, our income is multiplied manifold.




Huge Opportunity for Indian CA

Problems — CPAs are facing
= CPAs are always under stress putting out fires from clients.

= It is difficult or impossible to find and retain quality staff at a price that is economically
feasible.

= There is not enough time to keep up on all of the technical literature that would be necessary
to solve all of their clients problems.

= The CPA knows that his/her competitor down the street, is trying to market to his/her best
client.

= Who does the CPA refer his/her largest client's audit to, without fear of losing the rest of the
same client's business?

The CPA s 60 years old and would like to retire in 5 years. Who is there to buy the CPA out?
And What will happen if the CPA becomes incapacitated or dies?

l.l




Huge Opportunity for Indian CA

Our Institute established on 15t July’1949 has nine chapters outside the country in Abu Dhabi,
Bahrain, Doha, Dubai, Jeddah, Zambia, Botswana and Saudi Arabia (Eastern Province),

Nairobi, Riyadh, Lebanon. The Institute is also a founder member of IFAC, CAPA, SAFA, and
a numbers of IASC’s

Ya Esha Supteshu Jagarti - The Motto

= Our role has undergone a sea change in substance and in form — What was once a
regulatory function has now evolved to a compendium of roles dealing with finance.

= The emerging BPO sector has opened a new kaleidoscope of opportunities in
eAccounting through which we can globalize and expand our present practices.




Services - Indian CAs can do for CPAs

Book Keeping

Filing IRS Returns

Financial Statements

Payroll Services

Credit Decision

Account Reconciliation

US GAAP Reporting

Account Setup

Credit/Debit Card services
Check Processing

Bank Reconciliation and other Financial Services
Mortgage loan servicing
Customer Account Management

i e e e e e e e o e o

Treasury Operations Management




Vision/Road Map for Us

VALUE

® A

TAXATION

@ 800K KEEPING

COMPLEXITY

A CA can broadly offer 4 types of services to a CPA
® Bookkeepinge MIS e Taxation ©M&A




Huge Opportunity for Indian CA

= Statistics indicate that Indian Chartered Accountants and Commerce Graduates will be in
huge demand for doing back-end accounting and taxation work for CPA firms in USA, UK

and Canada online, through eAccounting

= Bottom line : “Make Hay when the Sun Shines.”

= | firmly believe that WE, over 1lac members, with a rich heritage of 53 years can surely

make this happen.




How it Works

The CPA accesses the ASP desktop, scans all documents and puts them on the Desktop.
Overnight, the Bookkeeper accesses the same Desktop, processes all scanned information
in the "To be processed" folder and makes entries into the QuickBooks /Peach tree/ or
other accounting package

Transfers the processed information into the "Completed Folder" on the Virtual Desktop.

This is the equivalent of leaving your PC in the hands of a Bookkeeper in your payroll, who
will process your information & make entries over night.
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Virtual Desktops- How it works ?

Virtual Desktops help everyone work on the same system, the same platform, the same
version of the software application. And the entire data is secure, backed up automatically,
and kept current in real time

Network From Anywhere

You always see YOUR
desktop

At Your Client's Business

On The Road




Data Upload

it works ?

EFileShare

Horme Director

= Address Book

= Help
= Personal Settings

= | ogoff

" Adrmin Managernent

» Users
W Eroups

» iFroup Mermbers
» Dormain Statistics

DWHLOAD

UPLOAD FILES

Upload File{s) to --- YQBDATA_ABC\Financial Statements

Click the BROWSE button to select file{s) and click UPLOAD when ready:
File #1: |CA0 The BDM\2 Dan Ge

File #2: I
File #3:

File #4
File #5
File #6
File #7
File #8
File #9

Upload

@FileShare

LOGIN

USERNAME >
PASSWORD >
DOMAIN >

[ LOGIN ]

standard | S=cure

{41 A

| Cancel |

FLEASE MOTE: Performing other actions in this window will cause the data transfer to abort,
If you wish to perform other tasks online or within your storage account, please open a new
browser window,




Data Storage

How it works ?

@FileShare

Home Directory

e ) 1 Duguckwal
T~ Opackup
rEfsexe
T B guHa, g
VEW ay T B Plans B ded
& shdes ppt
| B finalses si

Current User: Rob Duckwall CLEK HERL PO
Currafit minm: rifucEal
35 BEME USED 14 33ME FREE
| chck here 1o see shared dives =] El
Current Directong
[ A zE

REZEO

Bz

Fila Faldar
File Faldar
A lication

[FAF File

[HaF Fila

L D A

BT Fila

eFileShare enables users to store and share files securely, quickly and simultaneously
through the web, eliminating the risks & delays related to email attachments or traditional

shipment methods.




Data Download

How it works ?

@FileShare

DowNLOAD FILE

Marms

download [P LDecZi

Howe it warks:
- & user upload

- The subscribe
recipients’ emai
that is similar tc

“f'ow hews chiosen bo download a bl hom ths location.

setup. e from waww, smaitftp com

‘whl would pou ks ta da with this bs?

% Fiun this piogram hom it cument lecstion
™ Save this progeam bo ik,

F &b sps 25k b=fore opening S bpe of file

[0k ] caes | Meminke

ored.
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Operational Workflow Process

- Receive Source Documents from Clients

- Enter the Portal

" Enter the Information into the Accounting Application
=  Store the Source Documents Electronically

- Notify Clients that Approvals are Needed

=  Generate Output (i.e. Checks, Invoices, etc.)

=  Create Standard and Custom Reports

How it works ?




How it works ?

Operational Workflow Process

|
Source Clients Give
Documents Sent Approvals  Peg>
from Clients
_/—
Documents —
Recelved at Notification Generated
Our Office enerate
7 for
approvals
- Delivered to Clients
—= U 1;latl
D
Data Entered Into Source Documents

A 4

Accounting System Uploaded to Data

Storage




Operational Workflow Process

File Edit View Insert Format  Tools  Actions  Help
CoReply iReplytodl o Forward S L 4 ["'_I"' X ¥~ é%* @ .

From:  Raji Hundal [rhundal@intacct, com]
Ta dan@pc-opporbunities, com

s

Subject:  Intacct Biling Statement

Attachments: '@intacct_statement.pdf (7 KB}

Enclosed iz a statement of charges incurred since the last statems
file will be charged for the enclosed amount.

How it works ?

Receipt
of
Source
Docs
via

email




Operational Workflow Process

ICPAASP”

online accounting solutions

Services and
Pricing

E-Marketing
Website Solutions

Education

@accountl'ng"

? R

help contai

Join Our Mailinﬂ List!

EuE it

P

Portal Options

+ Type your User name
passwaord in the boxe
to log in.

How it works ?

all portal data encrypted using
thawte secure S5L web certificates

=, |Logout

Portal Options

Refresh your
application list.

& Change your
password,

== Change your

i screegr"u shilze.

7, Wiew help
documentation.
Re-enter your

[Logout]|agan
credentials.
Logout dropped

il sessions

{launch from

Applications).
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How it works ?

EZz000 ~10l x|

ICA Client File Security

A zerver apphcation is trying o access your
local client files.

What access should be allowed?

% Mo Acoess
" Read Acocess
= Full iccess

OUTLOOK .
Do you want to be azked again?

f* Always azk me once per connection

POWERPO... " Mever ask me again for this application

™ Mever ask me again for any application

QuickBooks
Pro 2002

CITRIX

i !EE%HStartl J £ 08 J:—ﬂ B = |J &% H 11:38 AM

iﬂﬂart”] e HE® ”| e |Eow..| Bl | @eac...”;ﬁ’&'zuu... LR RIS AR F R 1159am




How it works ?

Folder & Paths

CA’s ACCOUNTS
» CA’'s FOLDER
0p)
0p]
LL] »| LIST OF CLIENT
O
@) »|  CLIENTS
o
as ———»| TO BE PROCESSED
NOTE: »| ERRORS & REVIEWS
== Client Information will be provided in CLIENTS folder.
. . » COMPLETED
== Only concerned Folder and Files are accessible
» ERROR LOG




Dual Monitors

How it works ?




How it works ?

Dual Monitors - Enter Information into Accounting Application

Source Docs
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Infrastructure

Well spaced work place

Necessary furniture and fixtures.

Pentium I, 64MB RAM and above.

Dedicated Internet leased line(128 kbps — 1:1)

Dual Monitor System or Split Screen ( Min 17” or 19”)
Windows 2000 and Citrix Client Installed

o

How it works ?




How it works ?
CPA Firms - Expectations

= Do not leak any information

= Do not download any files or document in floppies, CD, etc.
= Do not print any document of clients

= Do not bring any floppies, CD, Paper Sheets in workplace

= Maintain a single exit & entry in workplace

= Follow FASB — 99 — Rules for Accountants prescribed

= Track your time—how much hours you devoted to each client
= Become a CPA and a member of AICPA

-.  Subscribe to journals and magazines dedicated to CPAs

= Participate in CPA events in the US




How it works ?

Expectation from Indian BookKeeper

First Class B.Com Graduate

Minimum 3 Years Accounting Experience in CA firms

Command over English (Oral & Written)

Undergone minimum 6 months of Computer Course

Minimum 6 months practical experience over accounting packages like Tally etc.
Knowledge over Chatting, Browsing, Networking etc.

Loyal & Dedicated

e e e ol o

Positive Attitude and eager to learn more....

l.l




Pre-requisites from Indian BookKeeper

= Basic Objectives of E-Accounting

= MPO Work Process Flow

= Online Training & Streaming Process in Quick books

= Quick Book Certification

= Terminology & GAAP

= Business & Accounting Practices in US

= Insight into financial instruments like mortgages, car loans etc.
= Multiple Currencies in day to day transactions

= Ratio Analysis

= Bank Charges of various services provided

How it works ?




Pre-requisites from Indian BookKeeper - Technical

Operating Systems
Networking

PDF & Scanned Images
MSN & Yahoo Messenger
Pivot Tables in Excel
Windows 2000 Server
Configuring Outlook Express

e o

Insynq

o

Citrix Platform

How it works ?




How it works ?
Popular Accounting Software
INDIA USA CANADA UK
Tally QuickBooks Simply Accounting IRIS Paye
FACT Peachtree MYOB IRIS Financials
EX NGN Net Ledger QuickBooks Pro VT Final Accounts
Expert MYOB Quasar 1.2 SAGE Line 50




Regulatory Body

= Internal Revenue Service (IRS)

= American Institute of Certified Public Accountants

= Financial Accounting Standard Board

US Taxation

WWW.Irs.gov.in

www.aicpa.org

www.fasb.org




How it works (E-Filing)

Customer faxes the required docs (W-2, 1099 etc)
to our toll free fax number.

A 4

The fax comes as an email to us.

A\ 4
We have to view the fax and then
send a quote to the customer.

Y

Standard quote is attached.

A
Once the customer confirms, we have to
charge his card from the
payment gateway

\ 4

Then the email (recd earlier) has to be forwarded to
the tax DAP for him to complete the return.

A 4

The return then has to be faxed / emailed
to the customer.




SIIER & i

Information received as
E-Malil

We log in using our

rax
WS, our B Vo VOB inbor | a
Bunness can e %

User ID and S P e —
Password.
Information

Client simply Faxes,
Calls or E-Mails the

detalils. e

received as E-Mails.




SIIER i 2

Microsoft Internet Explorer

Voicemail

SaveNotesl Fuvel | Deletel Close | == Prev | Mext == |

To (577)575-4933

From (718)485-7660 Addto Contacts

Msg Lghgth g sec (EJE Play message  Call Detail

Details viewed / checked and a quotation

J/
Hotes \—/

Information Attached as Phone Call.

| Fax - Microsoft Internet Explorer

Fax Notes

SaveNntesl Frvel |De|ete | Close | == Prey | Mext == |

To (B77) 5754533

From rtacts

21212004 8:34:48 A
Call 34 zec

Msg L\pgth 1 Page E

Hotes

Information Attached as Fax Document.

» Fax attachment.

> \oice attachment.

IS created.

QUOTATION DATE:

— e

DATE FIEFIPAO FORMA INVOIGE NO.

COMIGEITY EXPECTED SHIF DATE,
FACKED

COUNTRY, PACKED WENGHT

PAYMENT TEAME, PAGKED CUBE

PROGCUCTS TO BE SHIPPED FROM
1

SELLING PRICE OF GOOOS:

_ aquoted
5 ‘quoted by
5 Qudted by
INLAND FREIGHT:
s Guted Ly
$ auoted by
5 Quoted by

Dlunkadng  Dpierdeiey  Cominal O

GTEAN FREIGHT AN FREIGHT
e by

Ontan iroight nthudas he Illowing SUicharpes: | AIF Mg EiUd08 70 1g8owing SUrCharges:

CIHoay b CIFuel acqustment
O Burier O Contsnar shuting
Cwnartage
o o o Clinchuses war
rate: perSitOor S | rabe per $100.0r 8.
TOTAL GCEAN CHARGES. 5. TOTAL AIR CHARGES s.
rases: noes:
|
FORWARDING FEES:
Mciudes.  CounerFees  Corblication Fees  Bankng Feos —
CONSULAR LEGALIZATION FEES:
INSPECTION FEES:
DIRECT BANK CHARGES:
OTHER CHARGES: S _—
TOTAL  © FOA Ccar
OFs (S0 L —

"

an e om @




Quotation sent to
the Client via Fax,
Phone or E-mail.

EUNLDER'S KITCHENS mC QUOTATION oaTE: B

REFIPAO FORMA INVOIGE MO

PACKED CLSE

PROGUCTS T0 BE SHIPFED FROM,
o

SELLING PRICE OF GOODS: f—

Bioean froight inchudes the following surchans: A fewight includes e folowing surcharges:
DPut congastion ClHaavy bt IFust asusment

DGurrency adjstment 0 Bunker ClCortaner sasing
OlCanmaines remal Clwmarage .

o o o Dlinessses wat vk
e perSI0ers.— | o $100 or §.
TOTAL OCEAN CHARGES 3 TOTAL AIR CHARGES s s
pron notes:

|

FOAWARDING FEES: s
Iclides:  Goussr Fees  ConcationFees  Bankng Foes - S

CONSULAR LEGALIZATION FEES:

INSPECTION FEES: s
DIRECT BANK CHARGES: P
OTHER CHARGES: S S 5
R 5.
ToTaL:  C FoB Ocar
O FAS [SL — - e

. e e LAEED T i . P 4 774 0 61

Wait for the quotation to
get approved by the
client.

SIIER 3




IBUNLOERTS HITCHENS INC QUOTATION DATE:

FEF/PRO FORMA INVOICE NO.

COMRIGONY. EXPECTED SHIP DATE,
CUSTOMER PACKED

COUNTRY, PACKED WEKSHT,
PATMENT TERMS. PACKED CUBE,

PRODUCTS TOBE SHIPPEDFROM
To_ -

SELLING PRICE OF GOODS: s
SPECIAL EXPORT PACKING

S quoledby.

s ‘quoted by

3 quotedby_ s
INLANG FREIGHT.

S Quacded by

s

s s

A aight includes ¥ tolowing surcharges:

CiPan congestion Moy 1 Fusd acqustmant
Dicurmensy agusement 0 Bunier 1 Container sning
Oiconaines rernal Cwhartage ——

CONSURANCE  Clincludes war nsik
rate- por $100.0r 3.
TOTAL AIR CHAF

noress

FORWARDING FEES:
s Gousser Certiication Fees  Bankng Fees

CONSULAR LEGALIZATION FEES:
INSPECTION FEES:

DIRECT BANK CHARGES:

OTHER CHARGES: S— _—

ToTaL:  H FOB UokF,
O FAS. (= —

B e T

Client checks
guotation.

SIIER # 4

Quotation gets approved,
information regarding the
clients credit card acquired
& charged through his card
at payment gateway

3l Login - Microsoft Internet Explorer

File Edit “iew Favortes Tools Help
- ] - B
back [ Fowed [ Sip  Acissh  Hime | seach Favoites Media  Hstow || Mol Few | Bt Dises
=1 @50 | Links >

Bdress [ b 7owon ik pminertial o

User Information

(f your StoreNumber and UserlD are the same,
you may leave UserlD blank,]

Enter your StoreMurmber: I
Enter your UserlD

Enter your Passward:

©2001-2003 LinkPoint Intemational, Inc. Al rights

Lo
@ Dere
R star | & 5 o || EiPesen | Cumais | EAwees. | EG00gl [[ETLoai.

R

|BERE S A s em




SIIER £ 5

usolt Internet Explorer
Fle' Edi Mew Faviies Took Heh ‘
w0 A IR E T O B (NE7 A .
Back  [vuec Sop  Reech Homs | Search Favoites Meds Hitoy | Mal P Edt | Disouss

— = o 1 ~a
Adktess @] htpfesm zar :  Intemnet Explorer [E1EY

&

& phone [ hhove to;| ko

armware Customer Suppart BF <SupporBF @esrnwvere.coms  4dd fo Contacts
“Wikesh Patel" sMPatel3@myvos com=
112612004 2:4T: 29 PM

indovre_automatic.jsp

L click on that, this will open a nesw window.
 on the "Gt it Now” o "Free Downlaad®

€] bt Hhesm2 cammare. aspi=1 9175841 46351 plD<IDVTETEE1EEEA0E270588 | | | | Inemel

Astat|| A & G o 7| EYPes. | Catials | Gwel. | &6on. | Evita. | Eleusi. [[EEm.. BRI B2 s0sry 4

E-Mail containing

details of the E e TSRSl W | Returns processed

assignment received and soft copy sent
earlier forwarded to the - back to us for

DAP to be processed. quality control.




SIIER 1 6

me=—2 IBSENEEE S es Return faxed or E-mailed to the client.
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TAXACT 2003

File Edit Federal State BHeportz Yiew Online Preferencez Help

Eﬂqﬂ§|@@‘ﬁ-a—r

-
Back Forward | Save Horme Snd Alerts  Forms Summary Print Elec Filing History Wiy Help

Step: | Home Page = Federal 50.00

e

2 Life Event Fede;ral QnA
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What do we mean by Communication?

Definition
“The exchange of thoughts, messages, or information, as by speech, signals, writing, or
behavior”

“The art and technique of using words effectively to impart information or ideas”
Communication takes many forms :

Verbal Communication
Written
e.g. memo’s, emails, minutes, documents etc...

Oral
e.g. meetings, presentations, phone calls etc...

Non Verbal Communication
e.g. facial expressions, body posture, intonation etc...




SOURCE--------------- ENCODE---=========--- CHANNEL--------------- DECODE----------- RECEIVER

A

FEEDBACK ™

A

Communication is a complex two-way process, involving the encoding, translation and
decoding of messages.

Effective communication requires the communicator to translate their messages in a way
that is specifically designed for their intended audience.

Creating and delivering an effective presentation requires a basic understanding of the
communication process.




Why is Communications an issue?

“90% of our issues are caused, compounded or could be avoided if we
improved the way we communicate”

We do not communicate well externally or internally
We do not put ourselves “in the other person’s shoes” (empathy)
We do not listen effectively

We hide behind email and documentation

VvV V V V V

We do not leverage all forms of communication effectively
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Challenges in Communication

Listening more carefully and more responsively

Explaining my conversational intent and inviting consent

Expressing myself more clearly and more completely

Translating my criticisms and complaints into requests

Asking questions more "open-ended" and more creatively.

Thanking. Expressing more appreciation, gratitude,encouragement and delight.

Making the effort .




BARRIERS

» Having pre-conceived ideas about what the caller is going to say
» Something distracting us in the office

» Caller having uninteresting voice.

» Panicking because of our own in experiencing

LISTENING




Four Stages For Writing

Plan
Write
Revise

Edit




» What is the purpose

» Outline Important Point

Planning




Writing

Create mental picture of your reader
Use simple language

Be specific

Use the active voice

Use short paragraphs.

Use short sentence




Revising & Editing

Overall purpose & content
Overall structure organization
Sentences

Your personal error




» Most popular method of communication (both internal and
external)

» They are the source of most of the issues/problems we
face while communicating with our global counterpart

Why e-mail?




Sample Scenario

« Sample scenario 1 (5-10 minutes)

You have received a mail from your superior

Dear XYZ (participant),

You were supposed to submit your deliverable last week. Please
explain.

You are required to respond to this mail stating that your work had
dependencies on another team members deliverables.




Best case for scenario |

TO: XYZ
CC:
Sub: Clarifications for not meeting my deliverables on [project name]

[manager’s name],
My apologies for not submitting the [name] deliverable as per the deadline on [date].

| do understand that it has an impact on the project timelines, however, my
deliverable is entirely dependant on X’'s deliverables, which is expected to be
completed by [date]. | assure you my task will be complete by [date].

| do realize your concern and will provide regular updates on the status of the
deliverables.

Regards,
[your name]




Sample structure
To: [name(s)]
Cc: [name(s) — tip: make sure they are all relevant]
Bcc: [avoid is possible]
Sub: [subject]
[Salutation],
[Context]
[Actions/Impact]

[Closure]

Regards,
[your name]




>4

>4

Subject

Subject: "Important! Read Immediately!"
What is important to you may not be important to your reader.

Subject: "Meeting"

The content of this message could be anything from a request for

a meeting, the announcement of a cancellation or a rescheduling, or
the minutes of a meeting that is already over.

Subject: "Questions about Meeting"

Fractionally better. If the recipient recognizes your name, and remembers what the
two of you last discussed, then the subject line might be somewhat meaningful.

Subject: “Meeting To resolve the concerns related to the quarterly plan”
Details like this will encourage the recipient to read and respond quickly.




Guidelines to good email content

Giving your receivers some context

Keep the message focused and readable
Avoid multiple questions

Skip lines between paragraphs

Avoid fancy text

Use templates for frequently used responses

USE INVERTED PYRAMID




ABC of Effective E- Business Writing

Accuracy : speedy not sloppy
Spelling counts

Trim the fat

Aim for simplicity

Strive for active style

Clear writing

Consider five Ws—who, what ,when ,where and why







