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2017 IMCOM-Europe 
BOSS Training

Business Communication

Installation Management Command integrates and delivers
base support to enable readiness for a globally-responsive Army

We are the Army’s Home  
Serving the Rugged Professional 
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Verbal
• Phone & Voicemail:

• Call rather then continuous emails
• Identify yourself. 
• Leave voicemails, and slowly provide your name, phone 

number, and reason you’re calling.
• Set up your voicemail and record a professional, personalized 

greeting
• Try to respond to calls by the end of the day or within 24 hours

• Acknowledge people when entering a room
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Verbal Continued

• Stand when being introduced
• Look your recipient in the eye
• Put away phone and others electronics when in a 

business meeting or event
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Written

• Proof read. Proof read. Proof read
• Know your audience:

• Who is the reader?
• How much interaction do I have with the reader?
• Is the reader expecting this?
• What are the principal concerns and responsibilities of the 

reader?
• Is this issue important to him/her?

• Write for understanding
• Watch your tone
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Email
• Your e-mail is a reflection of you. Every e-mail you send adds to, or detracts 

from your reputation. If your e-mail is scattered, disorganized, and filled with 
mistakes, the recipient will be inclined to think of you as a scattered, careless, 
and disorganized person. 

• Briefly introduce yourself
• Subject Lines: clear and direct

• Example
SUBJECT: Meeting
SUBJECT: BOSS Advisors Telecon, 12 June, 2pm
SUBJECT: FYI- New BOSS Travel Program
SUBJECT: FOR ACTION: BOSS Survey Feedback Requested, S: 1 Oct

• Keep it short and get to the point: Readers should not have to dig through 
several paragraphs in order to figure out what you're asking
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Email Continued
• Remain Professional:

• Don’t “email angry”
• Only discuss public and unclassified information with open audiences
• Tone
• No texting language (Lol, BRB, Wyd)

• Reply All
• Use only when necessary. 
• Not for long conversations or disagreements

• Always use a signature block, including name, title, unit/org and phone 
numbers (DSN, COMM, country code if international)
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Email Continued
• Out of office assistant- if you plan to be away from your place of work during 

the duty hours. Provide time, date of your return. Offer alternate contact 
options or personnel who may be able to assist in your absence

• Use ALL CAPS only to shout or accentuate VERY important words
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