
Further Development:
Writing Effective Reports (RW) 
Minutes Taking Made Simple (MT) 

An equivalent course is available in Arabic, French, German, 
Spanish, and Portuguese. Please call us for details.

EXTRA NOTES

Professional Written Communication

PWC2 Days

TOPICS COVERED
The Perils and Pitfalls of Business Writing 

punctuation to create rhythm and flow 

Our Reader

sentence

Preparation and Structure 

sequence

How am I ‘Coming Across’ to my Reader

The Final Stage

your final draft 

Action Planning

OVERVIEW

practical guidance on how to communicate effectively and 
professionally in writing.

Organisations and individuals establish their credibility with 
professional and well written communication. From planning to 
grammar, tone, style and final proofreading, delegates will quickly 
develop their writing skills and confidence in order to improve 
emails, letters and memos.

LEARNING OUTCOMES
By the end of this course participants will be able to:

message is not lost. 

takes to write. 

guides their reader. 

DESIGNED FOR
Designed for those who need to reduce the time taken to write 
professional, accurate documents and be confident in doing so. 


