
[CN: 007] – BUSINESS WRITING SKILLS
	1. WHAT IS THE SEMINAR OBJECTIVE?
	
	5. PROGRAM’S OUTLINE 

	This training offers to participants a variety of substantial and valued information and techniques in business report writing skills. 
It will provide you with an up-to-date, clear and concise guide to writing in today’s business world. Besides, it will give you a better insight on how to write various letters, memos, correspondences, emails and business plan report. 


	
	DAY 1:
1. Major Problems Faced in Writing Effective Business Reports
· Highlighting some causes of poor writing. 

· Gaining control to effectively respond to business requests and messages.

· Explaining misconceptions about writing. 

· Making your message accessible. 

· Shaping paragraphs and sentences. 

· Editing for language, style and tone. 
· Defining the style of business writing.  

· Writing for special purposes. 

· Explaining the basics for report writing.

· Reviewing structure and format. 

DAY 2:
 2. Business Writing Report Practice  
· Creating clear well written messages. 

· Identifying your writing competencies and assessing your strength and weaknesses. 

· Drafting and organizing sample emails, letters and memos.

· Practicing how to write a business plan report. 

· Describing the problems faced in writing business correspondence and reports. 

· Providing valuable tips about improving your business writing skills and techniques.

· Highlighting some advice and recommendations.



	2. HOW WILL THIS SEMINAR BE CONDUCTED?
	
	

	It is going to be 2-days seminar through which participants will have to improve their business report writing skills. 
It will provide them with an up-to-date, clear and concise guide to writing in today’s business world. Cases and exercises will be carried out during this training. 

	
	

	 3. WHO WILL DELIVER THIS SEMINAR? 
	
	

	This seminar will be animated by 2 qualified professional experts in the field of Human Resources and Management Consulting Services. 
It will take place either in the company’s premises (in-house training) or it will be organized in a hotel where the training will be carried out. 
We expect the target audience to represent mainly the middle management level in the company.  


	
	

	  4. WHY THIS SEMINAR IS DESIGNED FOR YOU?
	
	6. CONTACT INFORMATION AND DETAILS

	This seminar will tackle the areas related to Business writing skills and highlight some poor writing techniques that stem from a lack of instructions, unclear messages. 

Therefore, taking into consideration all this fact, the course will hopefully add some good value to participants’ knowledge, skills and abilities to better respond to individuals and organizations’ requests and queries. 
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Remark: special corporate rates will be extended to participants or focus group.


