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Chapter 3. Written Communication

Introduction

Effective written communication ensures that important information is conveyed with clarity and professionalism. In an
Ayurvedic or cosmetology practice, written documents range from emails and memos to client handouts and treatment
reports. Writing should be clear, concise, and courteous, avoiding jargon unless necessary and always considering the
reader’s perspective. For example, when explaining Ayurvedic concepts in writing, practitioners should use clear and
empathetic language, conveying complex Sanskrit terms or herbal names in a way that clients can easily understand. This
module will cover the essentials of business writing, document structuring, email etiquette, report writing, and objective
analytical writing - all tailored to the context of Ayurveda and beauty therapy.

Developing Business Writing Skills

Professional Ayurvedic and beauty therapy practices require strong business writing skills for day-to-day communication.
This includes writing emails, internal memaos, client reports, and product or service reports. Key aspects to focus on:

e Clarity and Conciseness: Get to the point without unnecessary filler. Ensure the purpose of the message is
immediately clear in the first lines. For instance, if you're writing a memo about a new spa protocol, state the
change and its impact upfront. Written communication allows you to craft your message precisely - take advantage
of this to avoid confusion. Always use simple language for complex Ayurvedic terms (e.g., explain “Abhyanga” as
“herbal oil massage”) so that all readers understand the content.

e Professional Tone and Courtesy: Maintain a polite, respectful tone. Whether writing to a client or a vendor, the
language should be professional and free of slang. For example, begin emails or letters with an appropriate
greeting (“Dear Mrs. Sharma,” or “Hello John,” depending on formality) and end with a courteous closing
(“Sincerely,” or “Thank you,” followed by your name and title). Even when the message is brief, include polite
elements like “please” and “thank you” as needed.

e Proper Formatting: Structure your writing in a reader-friendly way. Use short paragraphs (2-4 sentences) rather
than long blocks of text, which appear intimidating. Break up information into lists or bullet points when covering
multiple items or steps. For example, an email to staff about clinic guidelines could list the guidelines as bullet
points for clarity. Well-formatted documents with headings and lists are easier to read and understand.

e Contextual Relevance: Tailor your content to the context and audience. An email to a fellow healthcare
professional might include more technical details (e.g., mentioning a treatment by its Ayurvedic name), whereas a
client-focused note should emphasize benefits and instructions in layperson terms. Always ask yourself: “Who is
my reader, and what do they need to know?”. In Ayurveda and beauty therapy, this might mean distinguishing
between writing fora client (focusing on care instructions and reassurance) versus writing for a product supplier or
a colleague (focusing on specifications, data, or schedules).

Example - Clinic Memo: Imagine you need to announce a new Ayurvedic facial product in your spa. A concise memo
could look like:

Subject: Introduction of Neem Glow Facial Oil - Guidelines
Message: Team, we are introducing the Neem Glow Facial Oil in all facial treatments starting next week.
This product aligns with our Ayurvedic focus on natural ingredients. Please review the attached usage
SOP for instructions on application quantity and client allergy checks. Thank you for ensuring a smooth
integration of this new product. - Dr. Meera, Clinic Director

Notice the use of a clear subject, a brief intro, bullet-like highlighting (through bold text) of the product name and key
action (“Please review the attached SOP”), and a polite closing. This style keeps the memo focused and professional.

Structuring Professional Documents

Structuring documents effectively is vital for readability. Clients, colleagues, or partners should be able to scan your
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document and quickly find key information. Good structure involves the use of headings, subheadings, bullet points,
and consistent formatting:

e Use Headings and Subheadings: Divide your document into clear sections with descriptive headings. For
example, a client information pamphlet might have headings like Introduction, Services Offered, Aftercare
Instructions, and Contact Information. Headings act as signposts that guide the reader. In a Standard Operating
Procedure (SOP) document, you might use headings such as Purpose, Scope, Procedure Steps, and Responsibilities.
This way, someone reading can jump directly to the section they need (e.g., an Ayurvedic therapist might jump to
Procedure Steps to review how to perform a Shirodhara treatment).

e Bullet Points and Numbered Lists: Use bullet points for listing items or tips, and numbered lists for step-by-step
instructions. Bullet points provide visual breaks and make information digestible. For instance, if you create a Client
Aftercare Handout for an Ayurvedic skin treatment, you could format the instructions as bullet points:

o Avoid washing your face with soap for 12 hours post-treatment.

o Drink warm herbal tea (e.g., ginger or cumin) to aid detoxification.

o Apply the provided herbal serum before bed as instructed.
Each bullet addresses one guideline, making it easy for the client to follow. Numbered lists are useful for
procedures, e.g., “Steps to perform a sanitization routine in the spa.room (1. Clean the bed with
disinfectant, 2. Replace linens, 3. Sterilize equipment, etc.).”

e Concise Formatting: Keep sentences and sections concise. Use tables or charts if they convey information more
clearly (for example, a table in a product report to compare usage of different oils). Also, leverage whitespace -
do not overcrowd the page. Adequate margins and spacing between paragraphs and sections improve readability.
Modern professional writing favors plain language and accessibility, meaning anyone reading the document
can understand it regardless of their background. This is especially important if you provide written materials to
clients with varying levels of health literacy.

Sample Templates: Consistency in formatting can be achieved with templates. Here are a few useful templates for
Ayurvedic and spa settings:

e Standard Operating Procedure (SOP) Template: Typically includes sections like Title, Purpose, Scope,
Definitions, Procedure Steps, and Responsibilities. For example, an SOP for “Ayurvedic Steam Therapy Setup”
might have a Purpose (explaining the goal of the SOP), Scope (which treatments or staff it applies to), Procedure
(stepwise instructions to prepare the herbal steam, safety checks, cleanup), and Responsibilities (who is in charge
of each step).

e Client Handout Template: A one-page document given to clients (e.g., Diet Recommendations After
Panchakarma). It would have a clear title, a short introductory sentence about why the instructions are important,
and a list of friendly instructions/tips (possibly with small icons or Ayurvedic symbols for visual appeal). Keep the
language encouraging and positive. For instance, instead of saying “Don’t eat junk food,” a handout might say
“Favor fresh, warm meals: Choose soups or herbal teas that support your digestion for a week after your
treatment.”

e Service Description Sheet: This could be used on your spa’s website or brochure, describing each treatment.
Use a consistent format: Service Name, a 2-3 sentence description highlighting its benefits, and possibly duration
or pricing. For example: Rose Herbal Facial - A 60-minute Ayurvedic facial using rose oil and aloe vera to hydrate
and soothe your skin. This gentle treatment balances Pitta dosha, leaving your face refreshed and glowing. Such
descriptions should focus on benefits and unique points (like dosha balancing or natural ingredients), written in a
way that excites the reader yet remains factual.

Writing Effective Emails and Letters

Written correspondence with clients, vendors, or collaborators is common in Ayurvedic and beauty businesses. This
module hones in on emails and letters, which require customization of tone and content based on the recipient:

Adapting to Your Audience

e Clients: When writing to clients (for example, appointment reminders, follow-up care instructions, or promotional
offers), keep the tone friendly, empathetic, yet professional. Always start with a greeting using the client’s
name (e.g., Dear Anjali, or Hello Mr. Singh,). A client email should make the client feel cared for - use phrases like
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“we look forward to seeing you” or “we hope you are doing well.” However, remain concise and clear about the
message. If it's an appointment reminder, include the date, time, and location and any special instructions (see the
sample email below). If it's post-treatment follow-up, thank them for visiting, restate one or two key aftercare
points, and invite them to reach out with questions.

e Vendors/Suppliers: Communications with vendors (e.g., herbal product suppliers or equipment providers) should
be more formal and straightforward. Use a business letter format if appropriate (on clinic letterhead or email
signature) with polite but direct language. For instance, when ordering products: “We would like to place an order
for 20 units of Ayurvedic Massage Oil (500ml). Kindly confirm the availability and delivery timeline.” Include
necessary details (product codes, quantities, required delivery date) in a clear list or table within the email or
attachment. End with a professional closing (e.g., Sincerely, or Best regards, followed by your full name and
position).

e Collaborators/Colleagues: If you are writing to a fellow healthcare practitioner or partnering with a wellness
center, use a courteous and cooperative tone. These messages often involve sharing information or requesting
input. For example, an email to a yoga instructor partner might say, “l am writing to share the monthly progress
report for our joint client. Please find the report attached. Let’'s schedule a meeting to discuss the next steps in her
wellness plan.” Even when collaborating, keep emails clear on what you expect or offer, and maintain formality
unless you are on very familiar terms.

Structure and Format of Emails/Letters

e Subject Lines: Always use a clear and relevant subject line_ in emails that reflects the content. A good subject
might be “Appointment Reminder - [Date] with Ayurveda Clinic” or “Follow-Up: Skincare regimen after your
therapy”. This helps the reader immediately understand the email’s purpose.

e Email Body: Start with a greeting, then in the first sentence state the main purpose. Keep paragraphs short. Use
line breaks or bullet points for any list of items or instructions to avoid long-winded paragraphs. Maintain a
respectful tone throughout - avoid all caps (which can sound like shouting), slang, or overly casual
language. For example, instead of “Hi! BTW, your appt is coming up - don’t be late :)”, a professional email would
say “Dear [Namel], This is a friendly reminder of your appointment coming up on [Date]... Please arrive a few
minutes early.” The latter is both courteous and clear.

e Closings and Signatures: End your emails with a courteous closing and your signature line. You might include
your name, title, clinic name, and contact info in an email signature. For physical letters, place your printed name
and title under your handwritten signature. Ensure your contact information is provided so the recipient can
easily follow up (phone number, email, website as needed).

o Attachments and Templates: If sending attachments (like a PDF of aftercare instructions or a product catalog),
mention it in the email: “Please find attached the aftercare guidelines we discussed.” Use templates for common
communications to save time and maintain consistency. For example, you might create an appointment
confirmation template email that you fill in with specific details each time.

Example - Appointment Reminder Email: Below is a sample email for a client’s appointment reminder. Notice the
clear subject, warm greeting, reminder details, and a polite tone:

Sample appointment reminder email. The email is brief, uses a friendly tone (“This is a friendly reminder...”), and provides
essential details like date, time, and location, as well as an offer to assist with rescheduling. It maintains professionalism
by avoiding slang and including a proper closing with the sender’s name and title.

For writing letters (e.g., a formal letter to a wellness resort for collaboration, or a letter of recommendation for a
colleague), use a standard business letter format: the sender’s address, date, recipient’s address, a formal salutation (e.g.,
Dear Dr. Kapoor:), the body of the letter, a formal closing (e.g., Sincerely,), and your signature. While letters are less
common now, the ability to write one properly is still valuable for formal communications like referrals or introductions.

Module 4: Understanding the Structure of Reports

Whether it’'s a monthly treatment report, a product report, or a case study, formal reports in your practice should
follow a structured format. A well-structured report typically includes the following components:

o Title Page or Title Section: Clearly state the report title, author (you or your clinic), and date. For example:
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“Monthly Ayurvedic Skin Treatment Efficacy Report - Ayurveda Clinic - January 2025”. If it's an external report or
academic case study, also include the organization name and possibly a subtitle describing the report’s focus.

e Summary (Executive Summary or Abstract): A brief overview of the report’s key points. In a monthly clinic
report, this might be a paragraph summarizing how many clients were seen, overall outcomes (e.g., “85% of
clients reported positive improvements”), and any major recommendations (e.g., “Introduce XYZ product based on
results”). The summary allows a busy reader (like a clinic owner or partner) to grasp the highlights without reading
the full report.

e Introduction: Explain the purpose and scope of the report. For instance, “This report covers the Ayurvedic skin
treatments administered in January 2025 and evaluates their outcomes. It aims to identify trends in client
improvement and areas for service enhancement.” Provide any background needed (e.g., “Ayurveda Clinic began a
new herbal facial protocol this month, which is evaluated herein”). Keep the introduction concise but informative,
setting up what the reader can expect in the following sections.

e Methods/Procedure (if applicable): If the report involves data collection or a trial (for example, testing a new
herbal formulation for a month), briefly describe how data was gathered. In a simple monthly report, this section
might not be separate - you could integrate it into introduction or findings (e.g., “Data is drawn from client
feedback forms and skin hydration measurements taken before and after treatments”).

e Findings/Results: This is the main body where you present information or data..Organize it with subheadings if
needed. For a cosmetology clinic report, you might break findings into sub-sections like Treatment Sessions Data,
Client Feedback Analysis, Business Metrics. Use tables, charts, or bullet points to make the data clear. For example,
a Findings section could include bullet points:

o “Total treatments administered: 45 (10 Ayurvedic facials, 15 massages, 20 skincare consultations).”

o “Average client satisfaction rating: 9/10 (based on feedback forms).”

o “Common feedback themes: improved skin texture, requests for more organic product options.”
Using bullet points for key data helps highlight important results for quick reading.

e Conclusion and Recommendations: Distill what the findings mean and what actions should follow. In the
conclusion, you might say, “The high satisfaction scores indicate our current skin treatment protocols are effective.
Clients particularly appreciated the new herbal oil blend introduced this month.” Recommendations should be
specific and actionable: “Continue the new oil blend for dry skin clients; provide additional training on the blend’s
use to all therapists. Consider sourcing more organic product options to meet client demand (as 3 clients requested
this).” Numbering the recommendations can add clarity. Even if some reports do not require recommendations
(e.g., a purely informational report), including insights or “next steps” is valuable in a practical setting.

e Appendices or Attachments: If you have detailed data (like full client survey results, raw data tables, or
technical details), put them in an appendix rather than cluttering the main report. For example, you might attach a
full spreadsheet of treatment data, but in the report body just refer to it: “(See Appendix A for the complete table
of monthly treatment data).”

Example - Report Layout: The following is a sample layout of a monthly Ayurvedic skin treatment report, showing how
sections like Summary, Introduction, Findings, and Recommendations might be presented:

Sample excerpt from a Monthly Ayurvedic Skin Treatment Report. Notice the clear section headings: Summary,
Introduction, Findings, Recommendations. Key points and data are formatted as bullet points and numbered lists for
readability. This structured approach follows best practices for professional reports, making it easy for the reader to
quickly locate specific information.

This example illustrates how you can structure your own reports. For instance, if you were writing a “Herbal Formulation
Outcome Report” after testing a new face cream in your spa for 3 months, you would include an introduction about the
formulation, data on client outcomes (maybe skin moisture levels or before/after photos analysis), and recommendations
on whether to adopt the product permanently. Always write reports in a neutral, factual tone (avoid marketing language
or overly emotional terms in reports). The goal is to inform and document, providing a basis for decisions or further action.

Practicing Objective and Analytical Writing

Objective writing is especially important in professional documents like reports, client case notes, and evaluations. In
Ayurveda and cosmetology, one must often describe client progress or treatment outcomes factually and without bias.
Developing an analytical writing style means focusing on the evidence and observable results rather than personal
feelings or unsupported claims.
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e Stick to Facts and Observations: When documenting a treatment session or writing a report, record what you
see and measure. For example, instead of writing “Client’s skin looked much better and healthier,” you could write
“Client’s skin showed reduced redness and felt smoother to the touch, as observed during the post-treatment
assessment.” Quantify results when possible (e.g., “pigmentation reduced by approximately 30% after 4 weeks as
per visual scale”). Include objective data alongside subjective notes, and clearly differentiate the two. If a
client says “I feel great,” that's subjective (you might document it as Client reported feeling “great” after the
session). Objective notes would be your own observations or measurements (e.g., noted a decrease in skin
inflammation, no adverse reactions observed).

e Avoid Personal Bias or Exaggeration: In analytical writing, do not let your personal opinion or enthusiasm
cloud the description. For instance, you might believe a certain Ayurvedic herb is “miraculous,” but in a
professional document you should state what it did in that case (e.qg., “applied kumkumadi oil; client’s hydration
level improved by 15% on moisture scan in two weeks”) rather than “the amazing oil transformed the client’s skin
completely”. Keep the tone neutral and professional. If something didn’t work as expected, note that honestly as
well, without trying to sugarcoat it.

e Use Standard Formats for Clinical Writing: Healthcare fields often use formats like SOAP notes (Subjective,
Objective, Assessment, Plan) for documenting client interactions. You can adopt a simplified version for your
practice. For example, a progress note after a facial treatment might include: Subjective: Client feedback (“skin
feels softer, no irritation”). Objective: Your observations (e.g., “post-facial skin redness 1/10, which is minimal;
hydration level good”). Assessment: Interpretation (“client responded well to treatment; no signs of allergic
reaction”). Plan: Next steps (“will follow up in 2 weeks; client will use recommended serum at home”). Even if you
don’t formally write “SOAP” on your notes, thinking in this structured way keeps your writing objective and
thorough.

e Analytical Reporting: When writing an analysis (such-as comparing two products or two techniques), present
pros and cons based on data. If you are writing a comparative report on, say, Herbal Facial vs. Chemical Peel
outcomes, gather relevant data (client satisfaction, skin improvement metrics, duration of results) and present it
impartially. You might say, “Clients from both groups reported smoother skin. The herbal facial group had no
instances of post-treatment redness, whereas 20% of the chemical peel group experienced mild redness. Long-
term, both groups maintained improvements for about 4 weeks.” Such analysis focuses on outcomes and avoids
language that sounds like you're selling one option - you're simply comparing results.

e Maintaining Professionalism in Feedback: If compiling client feedback forms or writing a summary of client
testimonials for internal use, be objective in summarizing. Instead of “Clients loved our new massage - it’s a huge
success!”, write “Out of 20 feedback forms for the new massage service, 18 rated it 5/5 (extremely satisfied) and 2
rated it 4/5. Clients specifically mentioned enjoying the calming music and oil fragrance.” This way, even praise is
documented in a concrete way. Additionally, if there is any negative feedback, note it constructively (e.g., “2 clients
noted the room was slightly cold; recommend checking room temperature for comfort”).

Why Objectivity Matters: Professional documents may be read by others (colleagues, auditors, even legal entities in
case of disputes). Writing objectively protects you and your practice. It ensures that the focus remains on client well-being
and factual outcomes, which in turn builds credibility. Remember, “document facts and observations without inserting
personal opinions” - this is a golden rule for any kind of medical or wellness writing. By practicing this style, you also
improve your analytical thinking, as you continuously observe and reflect on results in a structured manner.

Activities and Practice Exercises

To reinforce the concepts in this module, here are some hands-on activities and exercises:

1. Mock Email Writing: Write a mock email for each of these scenarios: (a) an appointment reminder to a client (use
a friendly, clear tone), (b) a product inquiry to a vendor (formal and concise), and (c) a collaboration proposal to a
fellow professional (professional and collegial tone). Swap emails with a peer to review if the tone and clarity are
appropriate for each audience.

2. Document Re-Formatting: Take a densely written paragraph (e.g., a long description of a treatment) and rewrite
it using headings, bullet points, or numbered steps to improve readability. For example, convert a chunky
description of an Ayurvedic detox procedure into a step-by-step client handout with headings and tips. Share
before-and-after versions with the group for feedback on which is easier to understand.

3. SOP Drafting: Using a template, draft a Standard Operating Procedure for a simple task in your clinic or spa
(for instance, “Opening and Closing the Spa for the Day” or “Procedure for Mixing Herbal Face Pack”). Include at
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least a Purpose, Scope, and Procedure Steps section. Ensure the SOP is written clearly enough that a new
employee could follow it without confusion.

4. Report Writing Exercise: Imagine your clinic introduced a new treatment (e.g., a herbal hair therapy) last month.
Write a short report (1-2 pages) to evaluate its performance. Include a title, summary, introduction, some bullet-
point findings (number of clients who tried it, general feedback), and a conclusion with a recommendation
(continue the service or improvements needed). Use the report structure discussed in Module 4. This will practice
your ability to organize information logically.

5. Objective Writing Drill: Write two versions of a progress note for a client’s treatment session - one subjective
and biased, and one objective and professional. For instance, the biased version might say, “I gave an amazing
massage and the client loved it, | think she looked so much healthier after.” Then rewrite it factually: “Provided a
60-minute Abhyanga massage. Client stated ‘| feel very relaxed’ afterward. Noted reduced muscle tension in
shoulders post-massage. Will monitor her neck pain in next visit.” Compare the two versions and discuss in a group
why the objective version is more appropriate for a professional setting.

6. Peer Review Session: Pair up with a colleague and exchange one piece of written content you’'ve created (it
could be a draft of any of the above: an email, a portion of a report, a client handout). Use the principles from this
course to critique each other’s work. Check for clarity, tone, structure, and objectivity. Provide constructive
feedback and then revise your documents accordingly.

By completing these activities, you will not only apply the knowledge from this module but also build confidence in various
forms of written communication. Remember, like any other skill, writing improves with practice. Keep examples of good
writing (emails, templates, etc.) handy as references. Over time, effective written communication will become second
nature, greatly enhancing your professionalism and effectiveness as an Ayurvedic or beauty therapy practitioner.

Conclusion

In summary, strong written communication skills are an essential part of running or working in a successful Ayurvedic
clinic or spa. By mastering business writing basics, using proper document structures, writing audience-tailored emails and
letters, structuring informative reports, and maintaining objectivity, you will ensure that your written words promote
clarity, trust, and professionalism. This module provided guidelines and examples - from how to write a professional email
to how to format a report’s findings - all contextualized to the world of holistic health and beauty services. Refer back to
the provided examples and cited best practices as you create your own documents. With practice, your writing will
effectively represent the high quality and care of your Ayurvedic or cosmetology services.
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