BusinessWriting:
Putting Your Thoughts On Paper - 1 Day

CourseDescription: Thisone-day courseisdesigned for those who desire to improve their writing and/or
editing skills. Itsgod isto enhancethe participants writing skillsthrough lectures, modeling, peer tutoring, and
severa short written assgnmentsand editing exercises.

Course Objectives:

* Fivestagesof thecomposing process

o Gaheringmaterid efficiently and effectively

* Examplesof severa writingtasks

* Bendfitsof daily journd writing

e Grammar and punctuation overview andreview

*  Organizingyour thoughts

*  Organizationand structure of businesswriting

* Rulesforwriting reports

* Kindsof letters

» Classfication of reportsand letters

e Commontypesof reportsand letters

* Bendfitsof brangorming

» Developingaparagraph

* Benefitsof makinganoutline

* Importance of knowing thereader-writer relationship

*  Functiond writingin business, industry, and government
»  Conducting primary and secondary research

» Fastfactfindingresearchtools

* Fiveclassesof writtenmaterids

» Threemainbody partsof effectivewriting

* Threepurposesof oral presentations

*  Writing ora reportsand presentations

* Bendfitsof presenting datavisudly

» Devdopingafunctiond writingstyle

»  Solvingcommonwriting problems

*  Whereto gowhenyou havetroublewith grammar and punctuation
» Bibliography of self help reference bookson businesswriting
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