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Message Formats 
There are several different formats (emails, letters, reports, slides, and more) we will study this quarter. How important is the format in connecting with an audience? Defend your answer with relevant support.
Emails 
Email is usually sent as well as received instantly whether the recipient of the message is just a few miles away or millions of miles away. Due to this reason, the use of email often streamlines both external and internal communication, thus making easier and faster to disseminate and transmit crucial messages as well as enabling the real-time update of the status. Additionally, the continuous movement of messages makes the audience (executives, employees, customers, and suppliers) more productive and efficient, enhancing fast response to any matter which might emerge (Mary, 2015). Also, the use of email is less costly since both large and small organizations and individuals and sign up for an email account for free with various providers such as Hotmail, Yahoo, or Gmail.
Letters 
Unlike an email which needs a computer or a smartphone, and internet for the message to be transferred as well as disseminated to the relevant audience, letters do not need any electronic device (Mary, 2015). Also, letters can transmit any corrupted file or malware such as adware and viruses which can easily be transmitted via the emails. Letters enhance the personal contact between the recipient and the sender 
Slides 
Slides are the presentation pages which contain images, videos or information that can be effectively be displayed on different electronic devices. Slides are usually created using various presentation programs like Google Slides, Apple Keynote, and Microsoft PowerPoint (Mary, 2015). The use of slides is important because they can be modified to make the information more attractive and colorful, thus making the content more appealing to the intended audience or recipient of the message. However, for the presentation to be effective one must have a projector and a computer.
Reports 
Reports are extremely crucial for documentation recording. For instance, institutions such as schools and university prepare reports concerning the number of students enrolled in the school and university. Additionally, reports are utilized to track and monitor important information after carrying out an inquiry, experiment or investigation of a certain matter.
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