Business Writing - The Basics

Planning

Structure and layout 2 The “toolkit” for business writing
Clarity and image Write with purpose

Padding OUTCOMES Good planf]ing(Mind Maps)
Punctuation Confidence

Plain English 1 Speed

Grammar Clear and concise language

COVERED

Letters f
Emails

Business
Writing -
The Basics

Facilitator-led
Small group (12-15)
Interactive

Practical exercises
WHO DELIVERY al exer
All business writers Case studies
4 3 Peer review and self-assessment
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