
Activity #1 – Analyzing Business Correspondence

For this activity, you need to collect two examples of actual business correspondence—letters, memos, or emails. These may be letters that you receive in direct mail, such as correspondence from banks or political parties, emails sent to you automatically when you register with a commercial web site, or actual letters, emails, or memos from your workplace or school advisors.  

The two pieces of correspondence must attempt to engage you in a business relationship or maintain a relationship with you and each should be at least 200 words.  You may redact any sensitive information that you choose. It’s not required, but it’s much more fun to use pieces of correspondence that are interesting (well-written, sneaky, or terrible).    

Once you collect these two pieces of correspondence, you need to first “annotate” each and then complete a backwards PAGOS (analysis of purpose, audience, genre, organization, and style) in writing.  

PART 1: “Annotations”

1. Highlight or underline the text that most clearly reveals the purpose of the correspondence. Circle any subsequent sentences/phrases that repeat this purpose. 

2. Bracket any words, phrases, or sentences that attempt to establish “goodwill.”

3. Put a star by any words, phrases, or sentences that you feel are direct appeals to the audience (of course, you’ll have to figure out who the audience is first).  The same phrases may demonstrate goodwill and audience appeal at the same time.

PART 2: Identifying Backwards PAGOS

Please complete a separate backwards PAGOS analysis for each.  For each separate piece of correspondence, type a few sentences or phrases about each of the PAGOS elements.  (Please be concise—no more than five sentences or phrases for each of the PAGOS elements, with the exception of audience, which may demand more).  

· Be sure to identify the specific genre (i.e. bad news email, partial adjustment letter, etc.). See tab 6 for help. 

· Be sure to identify the specific organizational pattern (i.e. cause/effect, classification, order of importance, etc.). See tab 1 for help. 

How to Turn the Activity In:
Staple hardcopies of your pieces of correspondence and PAGOS analyses and write your name clearly on the first page.  You will turn these in to the instructor in class on the date indicated on the schedule. 
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