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	a message describing how something is to be done 


	information, particularly as to how to reach a destination


	a written document describing the findings, results, or conclusions of some individual or group 




	Business Letter
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	E-Mail
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	Business letters are formal messages following specific formats. They may be addressed to a particular person or organization. Most of the time business letters are sent outside of your company.


	A memo is a document sent within a company. It is presented in short form, highlighting certain aspects.


	An e-mail is a communication sent from one computer to another, usually via a network. It is the least formal method of written communication within a company.
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