O the way Training & Development for Your Business
aoheado?” Workshop Outline (1 day)

Writing for Business

Who is this course designed for? What'’s in the course?
This course is designed for managers and those who want to improve
their written communication in emails, letters, reports and o Adopting a process for writing
presentations.

o) Does the audience really understand

- ?

What are the course objectives? your message:

o How poor use of English can let you

down
e  Engage your audience when using the written word o Tone, language and formality
e Use appropriate grammar, language and tone in business writing
. . . Presenting your ideas professionall
e Use presentation styles for a range of business documents, i.e. ° gy P y
. . to others
letters and internal/external emails
e Know how to write a formal report to meet specified standards o  Establishing design and house styles
e Understand how to incorporate supporting documentation into o And please, don’t forget to
your written communications proofread...
e Store and archive your documents effectively o Using paper based and IT systems
for easy retrieval
Our approach to this course:
theory and Yes[X] No[] participation in group Yes[X] No[] workbook Yes[] NoX]
discussion /individual activities exercises
practice Yes|Z| No|:| resentations Yes|Z| No|:| handouts Yes|z No|:|
exercises informal and/or formal)
case studies Yes[X] No[] written/multiple Yes[] No[X work based Yes[] No[X]
choice test assignment

What next?

Please CONTACT US to book this course:
enquiries@thewayahead.org.uk

Price: £225
(+ VAT)

1-day workshop

“Trai ni npgeoplebdayt s nmondr o w’

The Way Ahead Training & Consultancy
PO Box 7054, NEW MILTON, BH25 9DB

Tel: 0845 803 7768 www.thewayahead.org.uk
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