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Solution:

1. Courtesy
 
Real-Life Example: 
Consider a workplace example where an employee writes to another in an unnecessarily curt and disrespectful tone after a more trying day. The email reads:
I want my report on my desk at 3 o'clock John No excuses."
It is the kind of tone which can very well lead to being treated with rude behavior and the colleague might show a negative response or just not comply.
 
Improvement:
Instead, it was suggested that the employee should contact them by rewriting the email in a more polite tone, praising the effort put in their work temporarily & requesting for report. This is an example of how a modified email might read:
"Hi John,
I hope you’re doing well. I'd appreciate it if you could have the report ready for me by 3 PM today. Thanks for all of your help with this!
Thank you!
Best regards,
[Your Name]"
It is a sign of respect and consideration, which helps in building good long terms relations between the two parties involved, hence persuading more work.
 
2. Completeness
 
Real-Life Example:
Think of a scenario in which the project manager gives work to one of the team members without giving all the details. The email reads:
Output: "Do the monthly report."
The team member could be confused about what particular data or format is needed, and chances are that a report will come through which does not meet the expectation of the manager.

Improvement: 
The project manager should specify everything in detail, so that nothing is missed out. Here is what that information might look modified into the instructions:
 
"Hi [Team Member],
Could you draft the monthly report, please?
Here are the details:
Incorporate sales numbers, marketing results, and after-sale experience feedback.
Option 3 In this case use the template you need to upload from last month
The report should be submitted by the end of Friday.
Thank you!
Best regards,
[Project Manager]"
Using clear and prompt instructions, the team member is well aware lots of things are expected to do which reduces miscommunication and ensures that the task will be done accurately.
 
Summary
  Courtesy: Something as simple as being polite and respectful in their communication. Enhances collaboration and removes negative connotation from exchanges.
 Completeness: includes all relevant details/instructions; Helps in avoiding any ambiguity and to get things done in the way expected.
