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If you can’t train them,

you can’'t blame them!

Short Description:

COURSE OVERVIEW This training program aims to improve participants' skills in creating impactful
correspondence and reports within a professional context. By focusing on essential elements such as structure,
clarity, and appropriate tone, the program prepares individuals to communicate effectively in written form.
Participants will learn to identify the key components of professional writing, ensuring their messages are not
only understood but also resonate with their intended audience. Moreover, the program equips participants
with practical tools and techniques that foster high-quality written communications. Through hands-on exercises
and real-world examples, attendees will develop a deeper understanding of the nuances of business writing.
This comprehensive approach enables individuals to craft correspondence and reports that meet organisational

standards and contribute positively to their professional image.

Course Overview:

Course Objectives

By the end of this program, participants will be able to:

e Apply industry best practices in correspondence and report writing.

Effectively structure various business documents for clarity and impact.

Utilise appropriate language for diverse professional contexts.

Adjust tone and style according to specific audience needs.

Proofread documents to ensure precision and professionalism.

Edit documents for clarity and effectiveness.

Create specialised documents tailored to specific organisational needs.
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Target Audience

Mid-level professionals.

Employees responsible for drafting documents.
Employees responsible for reviewing documents.
Team leaders.

Supervisors.

Individuals involved in document management.

Professionals seeking to enhance their documentation skills.

Program Outline:

DAY
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1: Introduction to Professional Correspondence

Categories of business communication.

Key elements of correspondence.

Tone and style in professional interactions.
Common mistakes and strategies to avoid them.

Best practices for email communication etiquette.

2: Report Writing Essentials

Recognising various kinds of reports.

Organising reports for clarity and coherence.
Integrating visuals and data for effective presentation.
Adapting reports for different audiences.

Balancing detail with conciseness in report composition.

3: Enhancing Writing Style and Tone

. Selecting the right tone for professional situations.

. Writing with clarity and straightforwardness.
. Tackling common grammatical issues.

. Maintaining logical progression and sentence structure.
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. Understanding the differences between active and passive voice.
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DAY 4: Editing and Proofreading Strategies

Self-editing techniques for improved writing.
Applying standard editing symbols and conventions.
Methods for ensuring proofreading accuracy.

Improving readability and flow in documents.
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Utilizing feedback to enhance drafts.

DAY 5: Composing Specialised Documents

Writing clear and concise memos.

Structuring compelling proposals.

Creating accurate and well-structured meeting minutes.
Preparing executive summaries that inform and persuade.
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Composing professional letters of complaint and response.
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