
An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

BGBN

Writing Effective Briefing Notes

1 Day

OVERVIEW
An ideal workshop for participants looking for assistance in writing 
clear, concise and appropriate briefing notes.

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

DESIGNED FOR
Designed for all professionals who are required regularly to compose 
briefing notes.

TOPICS COVERED

method

BGFF2 Days

Clear Writing – Fight the Fog

Further Development: 
Writing for Different Audiences (BGDA)

EXTRA NOTES

OVERVIEW
A workshop that will permit participants to improve the 
effectiveness of their written communication skills by using a clearer 
and simpler language.

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

organise and structure their writing.

DESIGNED FOR

TOPICS COVERED
Written Communication:

Readers of Documents: 

Organising and Structuring:

Effective Writing Process:

Layout and Presentation
Editing and Proofreading


