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WRITING FOR BUSINESS 

The what, when & how of business correspondence 

INTRODUCTION 

How we work 

Our approach to training is simple … 

it’s all about you! 

We will be in touch well before your 

course even starts to ask you about 

your work and what you want to 

achieve - then shape your training 

accordingly. 

Working with small groups gives us 

time to look at each person’s role 

and the issues they face.  We can 

then help you find solutions to 

problems and improve workplace 

performance. 

All our courses are ‘hands on’ and 

interactive, using exercises and case 

studies to help you relate the theory 

to your real life role. 

Our aim is that you will walk away 

from the course equipped not with 

only new or better skills, but the 

confidence and  focus to put them 

into practice at work. 

DURATION 

1/2 DAY 

FEE 

£195 
 

AIMS 

The corporate image of any organisation depends largely on its 

written communications – i.e. letters, emails, and reports – yet 

relatively few people have been trained in the art of business 

writing.  During this one-day workshop, delegates will learn and 

practise the skills of writing logically within a structure, expressing 

their ideas concisely, fluently and persuasively, in order to convey 

a professional image. 

OBEJECTIVES 

At the end of the course, you will be able to: 

• Plan written work & define your objectives clearly 

• Collect and organise data logically 

• Achieve accuracy, conciseness and clarity – avoiding 

jargon 

• Prepare correspondence for a variety of written purposes 

• Create a positive impact in any written medium 

CONTENT 

Introduction 

• Business Environment & Challenges 

• The Power of the Written Word 

• Types & Purposes 

Structured Approach 

• Importance of Structure  

• The 5 Key Stages 

Preparation 

• Reader analysis 

• Objective setting 

• Techniques for collecting data 

• Logical sequencing 

Production 

• Planning – Format & Structure 

• Fundamentals  

o Accuracy, brevity, clarity 

• Styles & Approaches 
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Review 

• Proofing for error 

• Assessing readability 

Editing presentation 

CONTACT 

01481728248 

 

WEBSITE: 

www.select-training.co.uk  

 

EMAIL: 

contact@select-training.co.uk  

 

WHO WILL BENEFIT? 

Individuals who need to refine their written work and presentation 

to produce communications that are concise, accurate and 

clearly understood. 
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