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Ignite Your Business Writing skills

Would you like to:

Feel confident in writing professional communication

Have the skills in business writing etiquette

TARGET GROUP: For all staff
Outline

	Introduction.

	Executive writing.

	The cost of poor business writing.

	Good writing – what is it?

	Components of Business writing style

	Suggestions for developing an effective business writing style.

	Basic writing theory

	The 11 most important and abused grammar rules

	A guide to English tenses

	Prepositions

	Abbreviations

	Punctuation

	Vocabulary and expressions

	Document design.

	Document design principles

	Organising information

	The Business Letter

	The Memorandum

	Email

	Reports

	Technical Report Writing

	


Improve your business writing skills – with professionalism and ease
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