                                      Communication standards

Communication standards – formal communication
Communication type:
Reports, Document for communication with client

Document structure:

Use documents templates

Rules:

All formal documents should be written using formal language and technical expressions. Information should be clear and complete.
Reports must be prepared two times per week.

All formal documents must be stored in the storage-room; copies in electronic version must be stored on a server.
All documents for client should be signed by him and returned to the company. Client can approve or disapprove changes made to the project. In case of disapproval, client is obliged to send formal list of remarks

Delivery type:
Internal mail service for reports.

Documents for a client should be delivered by an annalist and consulted with him.

Communication standards – informal communication
Communication type:

Any (verbal communication, email, mobile phone….)

Document structure:

Not specified
Rules:
E-mails should be stored in sender and receiver mailbox.

Documents templates:
Report
Date:......................................

Number:

From:..........................................
To:..........................................
Subject:........................................................................................................................

Description:

                                                                                                                               Signature

                                                                                                                             ……………….

Document for communication 

with the client
Date:......................................

Number:


From:..........................................

Subject:........................................................................................................................

Description:

                                                                                                                   Signature
                                                                                                                ………………

