[image: image1.jpg]




Business Writing
	Duration:
	1 day

	Objectives:
	To develop better business writing skills

	Content:
	Determine document purpose and audience

Writing in four stages:

· thinking and planning

· capturing ideas

· organising shape and structure

· editing, revising and proof reading
Structure and layout

The 7 Cs of writing

Writing formulas

Letter writing

Memos and E-mail

Plain English Principles:

· clichés
· tone

· redundancies

· active versus passive voice
Writing short reports
· purpose
· audience
· scope

· layout and structure



