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MASTER OF COMPUTER APPLICATIONS (MCA)
DEPARTMENT OF ENGLISH
24CA151- PROFESSIONAL COMMUNICATION -1
UNIT-IV: WRITING

Nuances of Effective Writing

Effective writing is an essential skill. It helps in preparing assignments, reports, emails, research
papers, documentation, and professional communication. Good writing should be clear, concise,
coherent, and audience-oriented.

Characteristics of Effective Writing

a) Clarity

Express ideas in simple and understandable language.

X Poor:

The software implementation process has numerous complexities and difficulties.

</ Better:
Developing software involves several challenges.
b) Conciseness
Avoid unnecessary words.
X Poor:
At this point in time, we are currently working on the project.
</ Better:
We are working on the project.
¢) Coherence
Ideas should flow logically.
Example:
1. Requirement analysis is performed first.
2. System design follows.
3. Coding is done after design.
4. Finally, testing is conducted.
d) Correctness
Use proper grammar, punctuation, and spelling.
X Poor:
The students has completed their project.

</ Correct:

The students have completed their project.
e) Completeness

Provide all necessary information.
Example:

The seminar on Artificial Intelligence will be held on 20 July 2026 at 10 AM in Seminar Hall A.



2. Formal vs Informal Writing

Feature Formal Writing Informal Writing
Purpose Academic and professional communication Personal communication
Language  Professional Conversational
Contractions Avoided Common
Tone Objective Friendly
Examples  Reports, research papers, emails Chats, messages, blogs
Formal Writing
Used in:

e Project reports
e Research papers
e Business emails
e Technical documentation
Example
Formal
Dear Sir,
I would like to request permission to attend the workshop on Cloud Computing scheduled on 15
July 2026.
Thank you.
Yours sincerely,
Rahul Kumar
Informal Writing
Used in:
o Text messages
e Personal emails
e Social media posts
Example
Informal
Hi Rahul,
I'm attending a Cloud Computing workshop next week. Want to join me?
Thanks!

3. Paragraph Writing

A paragraph is a group of sentences discussing one main idea.
Structure of a Paragraph

1. Topic Sentence

Introduces the main idea.

2. Supporting Sentences

Provide explanations, facts, and examples.

3. Concluding Sentence

Summarizes the paragraph.

Example Paragraph



Topic: Importance of Cyber Security

Cyber security is essential in the digital era. It protects computers, networks, and sensitive
information from unauthorized access and cyber attacks. Strong passwords, encryption, and
regular software updates improve security. Therefore, individuals and organizations must adopt
effective cyber security practices to safeguard their data.

4. Essay Writing

An essay is a structured piece of writing that presents ideas on a topic.
Structure of an Essay
Introduction

e Introduces the topic.

o States the purpose.
Body

o Contains detailed explanations.

e Divided into paragraphs.
Conclusion

e Summarizes the discussion.

e Provides recommendations or final thoughts.
Example Essay
Impact of Artificial Intelligence in Modern Society
Introduction

Artificial Intelligence (Al) is transforming various sectors such as healthcare, education, banking,
and transportation. Al enables machines to perform tasks that normally require human
intelligence.

Body

Al improves productivity and decision-making. In healthcare, Al assists doctors in diagnosing
diseases. In education, intelligent tutoring systems provide personalized learning experiences.
Industries use Al for automation and predictive analysis.

Despite its advantages, Al raises concerns regarding job displacement and ethical issues. Proper
regulations are necessary to ensure responsible use.

Conclusion

Artificial Intelligence has revolutionized modern society by enhancing efficiency and innovation.
With ethical implementation, Al can significantly contribute to sustainable development.

S. Email Writing

Email is a common mode of professional communication.
Structure of an Email

1. Subject Line

Clearly indicates the purpose.

Example:

Subject: Request for Leave on 12 July 2026



2. Salutation
e Dear Sir/Madam,
e Dear Professor,
e Decar Team,
3. Body
Explain the purpose clearly and politely.
4. Closing
e Thank you.
e Regards,
e Yours sincerely,
Example 1: Leave Request Email
Subject: Request for One-Day Leave
Dear Professor,
I request permission to take leave on 15 July 2026 due to a family function. I assure you that I
will complete all pending assignments and make up for the missed classes.
Thank you for your consideration.

Regards,
Arun Kumar
MCA Il Year

Example 2: Internship Application Email

Subject: Application for Software Development Internship

Dear Hiring Manager,

I am pursuing my Master of Computer Applications and am interested in applying for the
Software Development Internship offered by your organization. I possess knowledge of Java,
Python, Data Structures, and Web Technologies.

I have attached my resume for your consideration. I would appreciate an opportunity to discuss
my qualifications further.

Thank you for your time and consideration.

Sincerely,

Priya Sharma

MCA Student

Email: priya@gmail.com
Mobile: 9876543210

Tips for Effective Writing :

v Know your audience.

v Use simple and precise language.

v Organize ideas logically.

v Avoid grammatical and spelling errors.
v Use technical terms appropriately.

v Proofread before submitting.



v Maintain consistency in tense and style.
v Use active voice whenever possible.

Practice Topics

Paragraph Writing
1. Importance of Data Structures.
2. Role of Cloud Computing in Business.
3. Cyber Security Awareness.

Essay Writing

Artificial Intelligence and Future Employment.
Impact of Social Media on Students.

Big Data Analytics in Modern Industries.
Internet of Things and Smart Cities.

Green Computing and Sustainable Development.
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