
Handling Routine Correspondence

1. How would you sign a letter you wrote with this signature? (Sign in appropriate place.)

2. How would you sign a letter that you “ghost” wrote for your supervisor with this typed signature? As-
sume you have been given authorization to sign letters for your supervisor.

3. What is a tickler file?

4. What is a stopgap letter?

5. What is a referral letter?

6. Who else (in addition to the person you are sending the letter to) should receive a copy of a referral
letter?

7. Under what circumstances would you send a follow-up letter?

8. What are some forms of internal communication? Please list.

C H A P T E R  9 A C O N C E P T  R E V I E W
W O R K S H E E T

Your Name 

Sincerely,

Your Name
Assistant to Chris Taylor
Marketing Manager

Sincerely,

Chris Taylor
Marketing Manager

An electronic or manual system to keep track of deadlines and due dates

Sent when the recipient feels another person could better answer the question

The person to whom you are referring the reader

When something is past due.

Sent when there will be a delay in the recipient answering the letter. It explains why an answer 

will be delayed and when it may be expected.

Brief informal messages on notepaper or self-stick notes

e-mail messages

memos

memo-reply forms (with pressure-sensitive paper for copies)

pre-printed message forms
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