what a business email should look like

what a business email should look like is a fundamental question that many
professionals encounter in their careers. A well-crafted business email is not only a tool for
communication but also a reflection of professionalism and attention to detail. This article
will explore the essential components of a business email, the structure that should be
followed, and tips for writing effective emails that convey the intended message clearly
and succinctly. By understanding what a business email should look like, individuals can
enhance their communication skills and foster better relationships in the workplace. The
following sections will delve into formatting, tone, common pitfalls, and best practices for
business email writing.
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Understanding the Structure of a Business Email

The structure of a business email is crucial for ensuring that the message is conveyed
effectively. A well-structured email typically consists of several key parts: the subject line,
greeting, body, closing, and signature. Each section serves a distinct purpose and
contributes to the overall clarity and professionalism of the communication.

Subject Line

The subject line is the first impression the recipient will have of your email. It should be
concise yet descriptive enough to give the reader an idea of the email's content. A good
subject line captures attention and encourages the recipient to open the email. For
example, instead of a vague subject like "Update," use something more specific like
"Quarterly Sales Report Update - Q3 2023."



Greeting

Following the subject line, the greeting sets the tone for the email. It is essential to
address the recipient appropriately, using their name and title if applicable. A professional
greeting could be "Dear Mr. Smith," or "Hello Dr. Johnson," depending on the level of
formality required. Avoid overly casual greetings in a business context, as this can
undermine your professionalism.

Body

The body of the email is where the main message resides. It should be organized into clear
paragraphs, each focusing on a specific point. Start with a brief introduction that states
the purpose of the email, followed by the necessary details, and conclude with any
required action or next steps. This structure aids in maintaining clarity and helps the
reader follow your line of reasoning.

Closing

The closing of your email should reaffirm your message and provide a courteous ending.
Common closings include "Best regards," "Sincerely," or "Thank you." This section is
important as it leaves a lasting impression on the recipient, reinforcing the
professionalism of your communication.

Signature

The signature is the final part of the email and should include your name, title, company
name, and contact information. This allows the recipient to easily identify you and know
how to reach you if they need to follow up. A well-formatted signature also adds to the
email's professionalism.

Key Components of a Business Email

Now that we understand the structure, it is important to delve into the key components
that make up a business email. Each component plays a vital role in ensuring that your
email is effective and professional.

Clarity and Conciseness

Clarity and conciseness are fundamental to any business email. Ensure that your message
is direct and to the point to avoid confusion. Use simple language and avoid jargon unless
you are certain that the recipient will understand it. Aim to convey your message in a way
that is easy to grasp at first read.



Professional Tone

The tone of your email should reflect professionalism. This means being respectful, polite,
and formal. Avoid using slang or overly casual language. Always consider the recipient's
position and your relationship with them when choosing your tone.

Formatting

Proper formatting enhances readability. Use paragraphs to break up text and bullet points
or numbered lists to highlight important information. This not only makes your email
easier to read but also draws attention to the critical elements of your message.

Use short paragraphs.

Incorporate bullet points for lists.

Highlight important information with bold or italics.

Ensure consistent font size and style.

Tips for Writing Effective Business Emails

Writing effective business emails requires practice and attention to detail. Here are some
tips to help you improve your email writing skills.

Proofread Your Email

Before hitting send, always proofread your email for spelling and grammatical errors.
Mistakes can undermine your credibility and professionalism. Consider reading your email
aloud to catch any awkward phrasing or missed errors.

Use a Clear Call to Action

If your email requires a response or action from the recipient, be clear about what you
expect. Use direct language such as "Please respond by Friday," or "I would appreciate
your feedback on the proposal." This guides the recipient on how to proceed and ensures
your message is actionable.

Be Mindful of Timing

Consider the timing of your emails. Sending an email late in the evening or on weekends
may not receive prompt responses. Aim to send emails during regular business hours to



increase the chances of a timely reply.

Common Mistakes to Avoid

Even seasoned professionals can make mistakes when writing business emails. Being
aware of common pitfalls can help you avoid them.

Overly Long Emails

Long emails can overwhelm the recipient and lead to important details being overlooked.
Aim for brevity while still providing all the necessary information. If you have a lot to say,
consider summarizing the key points first and providing additional details as needed.

Neglecting the Subject Line

A vague or missing subject line can cause your email to be overlooked or ignored. Always
include a relevant subject line that encapsulates the essence of your message. This
increases the likelihood that your email will be opened and read.

Inappropriate Language or Tone

Using inappropriate language or an unprofessional tone can damage relationships. Always
maintain a level of professionalism in your emails, regardless of the recipient or the
context. Review your tone before sending to ensure it aligns with the formality of the
situation.

Closing Thoughts

Understanding what a business email should look like is crucial for effective
communication in the workplace. By following the proper structure, incorporating key
components, and avoiding common mistakes, individuals can enhance their email writing
skills. A well-crafted business email not only conveys the intended message clearly but
also reflects a professional image and fosters positive relationships among colleagues and
clients. As you continue to refine your email writing abilities, remember that practice and
mindfulness will lead to improvement over time.

FAQs



Q: What is the ideal length for a business email?

A: The ideal length for a business email should be concise, typically between 100 to 300
words. It should convey the necessary information without overwhelming the reader.

Q: How can I make my business email more engaging?

A: To make your business email more engaging, use a clear subject line, concise
paragraphs, bullet points for easy reading, and a friendly yet professional tone.

Q: Should I include attachments in my business email?

A: Yes, but only if necessary. Ensure that any attachments are relevant and that you
mention them in the body of your email to inform the recipient.

Q: How do I follow up on an unanswered business
email?

A: Wait a few days before sending a polite follow-up email. Reiterate your original
message and kindly ask if they had the chance to review it.

Q: Is it acceptable to use emojis in business emails?

A: Generally, it is best to avoid emojis in business emails as they can be perceived as
unprofessional. Stick to formal language to maintain professionalism.

Q: What should I do if I make a mistake in a business
email?

A: If you make a mistake in a business email, send a follow-up email acknowledging the
error, providing the correct information, and apologizing if necessary.

Q: How should I address someone in a business email if
I am unsure of their title?

A: If you are unsure of the person's title, use a neutral greeting such as "Hello" or "Dear
[First Name Last Name]." It is better to err on the side of formality.

Q: Can I use a casual tone in a business email to a
colleague?

A: While some colleagues may appreciate a casual tone, it is important to consider the
context and your relationship. When in doubt, err on the side of professionalism.



Q: What is the importance of a signature in a business
email?

A: A signature provides the recipient with your contact information and professional
details, ensuring they know who you are and how to reach you if needed.

Q: How can I ensure my email is read promptly?

A: To ensure your email is read promptly, use a clear and compelling subject line, send it
during business hours, and keep the content concise and engaging.
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what a business email should look like: The Professional Business Email Etiquette Handbook
& Guide Gerard Assey, 2020-09-05 There is little doubt that online technologies have transformed
the way business operates in recent years. And in this age of such advanced technology, email is still
the most preferred and often most efficient form of communication, but yet regrettably many
organizations treat this very important form of business communication casually and lightly. With
the average professional sending 40 emails per day and receiving 121, there is definitely a chance to
move fast in email communication, thus overlooking fundamental email etiquette rules. This means
that you have 40 opportunities to market yourself and your business in those individual emails you
send, every single day. A recent study found that the average adult spends approximately 5 hours a
day checking email: 3 hours checking work email and 2 hours checking personal email. This time is
spent reading and composing hundreds of messages at a very fast pace -obviously leaving a lot of
room for error. These errors can lead to missed opportunities or appearing totally unprofessional.
You would have experienced many replying to emails late or not at all or even sending replies that
do not actually answer the questions being asked. This can cause a potentially damaging effect on
the image of the organization, resulting finally in a loss of business. There are basically 3 key
entrances to any business: 1. The front door (face- to-face-walk-in-customers or customers solicited
by your sales personnel) 2. The telephone and 3. The net. And the chances are that, if either of these
are NOT handled properly, you have lost your customer forever! Think of this for a moment: If most
of the business coming in is through the net, and if your organization is able to deal professionally
with email, then this will most certainly result in your organization having that all important
competitive edge. On the other hand, if not handled the right way, then in the very first instance,
chances are that you have lost a customer- and it could even be forever. And remember word of
mouth travels fast today- thanks to the social media platforms. So this is where the importance of
educating your employees can help, thus protecting your company from awkward liability issues as
well. By having employees use appropriate, business like language and etiquette in all electronic
communications, employers can limit their liability risks and improve the overall effectiveness of the
organization, thus resulting in greater returns with a professional image and branding. Therefore,
when it comes to any material or correspondence being sent out from your organization, it is of vital
importance to convey the right message in the right way- to ensure that this creates the right
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impression that you are a credible, professional enterprise and one that will be easy and a pleasure
to do business with. And remember you only have that one chance to make that first impression
which will be invaluable to building trust and confidence. So like any tool or skill, it is important
therefore that organizations take the time to provide the right support to ensure and enable staff to
effectively integrate the right online tools and skills into their daily work routine, and gain maximum
benefit. It is also vital that organizations develop internal policies to guide employees on the correct
use of such online communications, to cover issues such as personal use, privacy, monitoring,
downloading of content, access by third parties, and illegal use of the internet to avoid any
embarrassment or awkward liability issues that can otherwise arise. This little book: “The
Professional Business Email Etiquette Handbook & Guide’ comes to you at such a crucial time as
this, when the world is going through a pandemic and one needs to be all the more sensitive
especially with the right etiquette. So I believe that this will immensely help in equipping you and
your team with the essential skills and techniques necessary for managing and structuring emails
and writing professionally. So here’s to how to Write Right- the Email Way!

what a business email should look like: The Smart Guide to Business Writing ,

what a business email should look like: Business Emails Demystified Juliette Sander,
2023-09-21 Emails are at the center of everything we do. Whether personal or professional, we send
and read emails every single day, multiple times a day. Yet, most people have no idea what goes into
writing a good email. In this book, Juliette Sander pulls from a combination of research and real-life
application and presents a business email strategy that will upgrade your writing and get you the
results you hope for. From the sales pitches you email to clients to the marketing campaigns and
even the networking emails you send, this book will give you insights into what encourages people to
open, click on, and respond to emails. If you have ever stared at a blank page unsure where to start
or wondered why you weren't getting the desired responses to your emails, this book is for you!

what a business email should look like: Business Email Writing: 99+ Essential Message
Templates John Lewis, Unleash Your Unstoppable Communication Skills! Master Business Email
Writing with 99+ Essential Message Templates. Dominate the Professional World Now! In today's
cutthroat business landscape, communication is the key that unlocks success. Want to be heard,
respected, and unstoppable in your career? It all starts with mastering the art of Business Email
Writing. *Business Email Writing: 99+ Essential Message Templates is the ultimate guide that gives
you the edge over your competitors. Say goodbye to confusion, missed opportunities, and wasted
time. With our powerful templates, you'll craft compelling emails that demand attention and get
results. *Why settle for average when you can be exceptional? Stand out from the crowd and
establish yourself as a force to be reckoned with. Our proven techniques will transform you into a
professional powerhouse, leaving your peers in awe. *Time is money, and our concise subject lines
and strategic organization ensure your recipients take notice instantly. Nail that first impression,
and watch doors of opportunity swing wide open. *No more fumbling for words or second-guessing
your tone. With our expert guidance, you'll exude confidence, professionalism, and respect in every
word you write. Ready to accelerate your career and skyrocket your success? Don't miss this chance
to become an unstoppable force in the business world. Grab Business Email Writing: 99+ Essential
Message Templates now and make your mark!

what a business email should look like: Business and Professional Writing: A Basic
Guide, Third Canadian Edition Paul MacRae, Joel Hawkes, Laura Fanning, 2025-03-19 Write with
Clarity. Communicate with Confidence. Business and Professional Writing is a book that practices
what it preaches. The authors deliver direct, engaging guidance on workplace communication with a
friendly, no-nonsense approach. The book provides realistic examples and practical strategies to
ensure clarity, concision, courtesy, correctness, and positivity in every message. The text offers
guidelines and templates for business correspondence, reports, promotional materials, job
searching, and oral presentations, and covers style, editing, document design, information security,
and ethics. Exercises guide students through the process of creating and revising each genre, and
helpful tips, reminders, and suggested resources appear throughout.



what a business email should look like: Business and Professional Writing: A Basic Guide,
Third Edition Paul MacRae, Joel Hawkes, Laura Fanning, 2025-09-04 Write with Clarity.
Communicate with Confidence. Business and Professional Writing is a book that practices what it
preaches. The authors deliver direct, engaging guidance on workplace communication with a
friendly, no-nonsense approach and realistic examples and practical strategies ensure clarity,
concision, courtesy, correctness, and positivity at every turn. The text offers guidelines and
templates for business correspondence, reports, promotional materials, job searching, and oral
presentations, and covers style, editing, document design, information security, and ethics.
Exercises guide students through the process of creating and revising each genre, and helpful tips,
reminders, and suggested resources appear throughout.

what a business email should look like: Business and Professional Communication Curtis
Newbold, Jessie Lynn Richards, 2025-01-07 Business and Professional Communication: A
Human-Centered Approach, First Edition prepares students to succeed in today’s workplace defined
by changing technology, a diversifying workforce, and an increase in remote and hybrid work.
Authors Curtis Newbold and Jessie Lynn Richards help students see that business communication is
more than just a series of documents, meetings, and presentations - it’'s a human-centered process
that requires a holistic understanding of communication across modes and contexts. With
accessibility and inclusion leading the way, Business and Professional Communication encourages
students to be more conscientious, purposeful, and ethical in the way they communicate at work and
beyond.

what a business email should look like: IC3: Internet and Computing Core Certification
Living Online Study Guide Ciprian Adrian Rusen, 2015-04-23 Use the Internet safely and ethically in
preparation for the IC3 exam IC3: Internet and Computing Core Certification Living Online Study
Guide is your ideal study guide to focus on the Living Online exam module in preparation for the IC3
exam. This book covers working in a networked environment, using the Internet, electronic
collaboration, and the safety issues surrounding online communication, presented in a clear, concise
style. Hands-on examples and self-paced exercises show readers how to perform critical tasks
needed to pass the exam, and the companion website offers study tools including the Sybex test
engine, a pre-assessment test, practice questions, and videos. You will also have access to over one
hundred electronic flashcards, and the chapter files needed to complete the exercises in the book.
The Internet and Computing Core Certification exam measures a candidate on key and fundamental
computing skills, ensuring their ability to get the most value and impact from computer technology.
This guide focuses on the Living Online module of the IC3, testing your skills and solidifying your
understanding in preparation for the exam. Review the basics of electronic communication and
collaboration Master internet navigation and the networked environment Understand computing and
the Internet's impact on society at large Brush up on the safety, ethical, and responsibility issues of
Internet use When you are serious about certification, IC3 provides the practice that inspires
self-confidence.

what a business email should look like: IC3: Internet and Computing Core Certification
Global Standard 4 Study Guide Ciprian Adrian Rusen, 2015-04-22 Hands-on IC3 prep, with expert
instruction and loads of tools IC3: Internet and Computing Core Certification Global Standard 4
Study Guide is the ideal all-in-one resource for those preparing to take the exam for the
internationally-recognized IT computing fundamentals credential. Designed to help candidates
pinpoint weak areas while there's still time to brush up, this book provides one hundred percent
coverage of the exam objectives for all three modules of the IC3-GS4 exam. Readers will find clear,
concise information, hands-on examples, and self-paced exercises that demonstrate how to perform
critical tasks. This useful guide includes access to a robust set of learning tools, including chapter
review questions, a practice test environment, electronic flashcards, and author videos that explain
complex topics. The certification consists of three separate exams: Computing Fundamentals, Key
Applications, and Living Online. Candidates are given fifty minutes to answer forty-five questions, so
rapid recall and deep understanding are critical to success. IC3: Internet and Computing Core



Certification Global Standard 4 Study Guide provides expert instruction on everything candidates
need to know, including hardware, software, networking, and more. Review operating system basics
and common application features Understand troubleshooting and safe computing Learn basic word
processing, spreadsheet, presentation, and database activities Study networking concepts, digital
communication, and research fluency The exam includes both multiple choice and
performance-based questions, and this guide provides plenty of both so candidates can get
comfortable with both material and format. More than just a memorization tool, this book helps
exam candidates understand the material on a fundamental level, giving them a greater chance of
success than just going it alone. For the IC3 candidate who's serious about certification, IC3:
Internet and Computing Core Certification Global Standard 4 Study Guide is the complete, hands-on
exam prep guide.

what a business email should look like: Confident Communication Pryor Learning,
2025-12-16 The importance of effective communication in the workplace cannot be understated.
Verbal and non-verbal communication are critical skills in every successful workplace—at the team
and employee level--as well as in your personal relationships. From knowing how and when to
de-escalate tense situations to dealing with a difficult employee to enhancing your emotional
intelligence to listening effectively with your spouse or significant other, learning how to
communicate clearly and professionally is key to organizational growth, longevity and productivity.
In this compelling, idea-paced book, Confident Conversations, you will learn how to communicate
with others in an assertive, yet non-threatening and understanding way. You'll learn how to:
Communicate with a high level of emotional intelligence. Identify key techniques for electronic
communication, as well as situations to avoid when using electronic communication. Manage and
handle difficult situations that cause frustration and conflict. Master a first impression that is a
positive and lasting using proven strategies. Adapt and speak in the communication style of others.
Understand how body language conveys secret communication messages. Communication skills are
crucial for career and personal success. It's not always technical expertise, superior knowledge, or
even heightened intelligence that makes people effective in their roles. It's often their exceptional
skill in handling difficult people and charged situations. Master the communication skills necessary
to propel your career, boost your productivity, ensure quality job satisfaction, and connect with
others in your personal relationships.

what a business email should look like: Email Marketing The Internet Marketing Academy,
2000

what a business email should look like: Technical Writing and Professional Communication
Baalaaditya Mishra, 2025-01-03 Technical Writing and Professional Communication is divided into
two parts: Technical Communication and Professional Communication. This comprehensive guide
covers essential chapters on technical communication, followed by the most important aspects of
professional communication. We all know that communication is an integral part of our lives,
whether via text or speaking, to convey our thoughts and feelings to others. Different
communication skills are needed for various situations. For example, we use informal
communication with family and friends, but for job interviews, business meetings, or interactions
with teachers, formal communication is necessary. Communicating formally is a crucial skill, and
mastering technical and professional communication is essential. This book provides the knowledge
and tools needed to excel in both areas, making it an invaluable resource for anyone looking to
improve their communication skills.

what a business email should look like: Geek Doctor John D. Halamka, 2014-02-07 In his
highly regarded blog, Life as a Healthcare CIO, John Halamka records his experiences with health IT
leadership, infrastructure, applications, policies, management, governance, and standardization of
data. But he also muses on topics such as reducing our carbon footprint, sustainable farming,
mountain climbing, being a husband, father and son

what a business email should look like: Clinical Laboratory Management Timothy C. Allen,
Vickie S. Baselski, Deirdre L. Church, Donald S. Karcher, Michael R. Lewis, Andrea J. Linscott,



Melinda D. Poulter, Gary W. Procop, Alice S. Weissfeld, Donna M. Wolk, 2024-03-25 Clinical
Laboratory Management Apply the principles of management in a clinical setting with this vital
guide Clinical Laboratory Management, Third Edition, edited by an esteemed team of professionals
under the guidance of editor-in-chief Lynne S. Garcia, is a comprehensive and essential reference for
managing the complexities of the modern clinical laboratory. This newly updated and reorganized
edition addresses the fast-changing landscape of laboratory management, presenting both
foundational insights and innovative strategies. Topics covered include: an introduction to the basics
of clinical laboratory management, the regulatory landscape, and evolving practices in the modern
healthcare environment the essence of managerial leadership, with insights into employee needs
and motivation, effective communication, and personnel management, including the lack of qualified
position applicants, burnout, and more financial management, budgeting, and strategic planning,
including outreach up-to-date resources for laboratory coding, reimbursement, and compliance,
reflecting current requirements, standards, and challenges benchmarking methods to define and
measure success the importance of test utilization and clinical relevance future trends in pathology
and laboratory science, including developments in test systems, human resources and workforce
development, and future directions in laboratory instrumentation and information technology an
entirely new section devoted to pandemic planning, collaboration, and response, lessons learned
from COVID-19, and a look towards the future of laboratory preparedness This indispensable edition
of Clinical Laboratory Management not only meets the needs of today’s clinical laboratories but
anticipates the future, making it a must-have resource for laboratory professionals, managers, and
students. Get your copy today, and equip yourself with the tools, strategies, and insights to excel in
the complex and ever-changing world of the clinical laboratory.

what a business email should look like: Professional Selling Dawn Deeter-Schmelz, Gary
Hunter, Terry Loe, Ryan Mullins, Gregory Rich, Lisa Beeler, Wyatt Schrock, 2024-02-04 Formerly
published by Chicago Business Press, now published by Sage Professional Selling covers key sales
concepts and strategies by highlighting detailed aspects of each step in the sales process, from lead
generation to closing. Co-authored by faculty from some of the most successful sales programs in
higher education, the Second Edition also offers unique chapters on digital sales, customer business
development strategies, and role play.

what a business email should look like: What Most Business Owners Don't Know...And Will
Never Know...About Internet Marketing. John North, 2014-11-08 “For any business to succeed in the
current era using internet marketing isn’t an option any longer, it’s an absolute must!” The purpose
of this Book is to educate and encourage business owners and managers on the main aspects of
internet marketing so that you can learn, and apply, the key principles along with your traditional
marketing techniques to literally leapfrog your competitors whilst generating substantially more
sales, profits and cash. Internet marketing has now become a necessity as part of your marketing
strategies. Without Internet Marketing it’s highly unlikely your company can increase sales or
revenues. Discover many low or no-cost internet lead generation tactics that you can begin using
today to double your marketing results immediately. BONUS: REGISTER THIS BOOK NOW (Details
in the book after purchase) and I'll immediately gift you my action packed, comprehensive and life
changing four part video course...absolutely FREE...no strings attached!

what a business email should look like: Start Your Own Import/Export Business The Staff of
Entrepreneur Media, 2017-02-14 Importing and exporting are trillion-dollar industries — but that
doesn’t mean they’re just for big business. In fact, small businesses make up about 96 percent of this
field. Get your share of an ever-expanding economy with the essential advice in this top-selling
guide. As a successful import/export agent, you can net a healthy six-figure income by matching
buyers and sellers from around the globe, right from your own home. This book is loaded with
valuable insights and practical advice for tapping into highly lucrative global markets. You'll learn
every aspect of the startup process, including: ¢ Choosing the most profitable goods to buy and sell ¢
Setting up and maintaining a trade route * Using the internet to simplify your transactions * How
the government can help you find products and customers ¢ Essential trade law information to keep




your business in compliance * How to choose a customs broker ¢ The latest government policies
Proven methods for finding contacts in the Unites States and abroad Tricks of the trade from
successful importers/exporters and hundreds of valuable resources help you become a player in the
lucrative world of international exchange.

what a business email should look like: Summary of Will it Fly? by Pat Flynn QuickRead, Lea
Schullery, Learn how to test your next business idea so you don’t waste your time and money. Are
you thinking about starting a business? Perhaps you have an innovative idea, but you're scared to
launch it. You are unsure if it will be successful and you don’t want to waste your time and resources
on something that won't fly. Don’t worry! Author Pat Flynn wants to help you explore your idea and
help you build the wings you need to launch your business and make it fly. Before you begin any
business venture, Flynn will help you explore your ideas and determine if it is the right fit for you.
Many entrepreneurs forget this critical step in their startup. They believe that if you have an idea
and execute it properly, then they’ll find success! This couldn’t be further from the truth. You’ll
never find success if your idea doesn’t align with your values and lifestyle. This is where Flynn will
help you. He’ll give you practical step-by-step advice for determining if your idea will work for you.
Next, he’ll help you test the market and remove the guesswork that comes with launching a new
business. Through Flynn’s simple and practical exercises, you can ensure your success and make
your first investment in your big idea. “So place your seat trays in the upright position...it’s time to
see if your big idea will fly.” Do you want more free book summaries like this? Download our app for
free at https://www.QuickRead.com/App and get access to hundreds of free book and audiobook
summaries. DISCLAIMER: This book summary is meant as a preview and not a replacement for the
original work. If you like this summary please consider purchasing the original book to get the full
experience as the original author intended it to be. If you are the original author of any book on
QuickRead and want us to remove it, please contact us at hello@quickread.com.

what a business email should look like: The SME Business Guide to Fraud Risk
Management Robert James Chapman, 2022-04-27 All organisations are affected by fraud, but
disproportionately so for SMEs given their size and vulnerability. Some small businesses that have
failed to manage business fraud effectively have not only suffered financially but also have not
survived. This book provides a guide for SMEs to understand the current sources of business fraud
risk and the specific risk response actions that can be taken to limit exposure, through the
structured discipline of enterprise risk management. The book provides: A single-source reference: a
description of all of the common fraud types SMEs are facing in one location. An overview of
enterprise risk management: a tool to tackle fraud (as recommended by the Metropolitan Police
Service and many other government-sponsored organisations). Illustrations of fraud events:
diagrams/figures (where appropriate) of how frauds are carried out. Case studies: case studies of the
fraud types described (to bring the subject to life and illustrate fraud events and their perpetrators)
enabling readers to be more knowledgeable about the threats. Sources of support and information: a
description of the relationship between the government agencies and departments. What to do:
‘specific actions’ to be implemented as opposed to just recommending the preparation of policies
and processes that may just gather dust on a shelf. The book gives SMEs a much better
understanding of the risks they face and hence informs any discussion about the services required,
what should be addressed first, in what order should remaining requirements be implemented and
what will give the best value for money.

what a business email should look like: Decisions and Orders of the National Labor Relations
Board United States. National Labor Relations Board, 2014
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