
Elements of ICT Business Email
Layout/ Graphology and Typography: 

· “cyborg graphology and punctuation” (subject line; ‘from’ line; ‘to’ line); ‘less than’ (>) character to denote forwarding. 

· separation of different emails with broken line

· elements of letter format

· inclusion of embedded, computer-generated messages

· use of abbreviations, emoticons

· enumeration

· different fonts

Grammar:

· would expect to be more conventional syntax than personal email; how much more so?

· Longer, more complex syntax, less ellipsis; use of modals; more conventional punctuation; polite imperatives

|Lexis:

· More formal lexis than personal email

· Use of different types of word formations (clipping; composites; acronyms; initialisms) associated with the language of ICT

· Use of metaphors based on the figure of the “cyborg” that attribute human qualities to machines

Phonology:

· Aspects of spoken language in a written text
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