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BBuussiinneessss  WWrriittiinngg  
CCooddee::  CT90-706 DDuurraattiioonn::  1 day 

SSeerriieess::  Business Communication PPrriiccee  $290 plus GST 

WWrriittiinngg  sskkiillllss
Basic writing skills 
Effective sentences and paragraphs 

  

WWrriittiinngg  ssppeecciiffiicc  mmeessssaaggeess
Business letters and reports 
Writing opinionated messages 

UUnnddeerrssttaannddiinngg  pprrooppoossaallss
Proposals 
Client-focused proposals 

LLeetttteerr  pprrooppoossaallss
Writing a letter proposal 
Visually appealing proposals 

FFoorrmmaall  pprrooppoossaallss
Structuring formal proposals 
Visual elements and editing 

By completing this course, participants will learn how to:  

Improve writing skills by using writing guidelines and following the 
writing process to write effective sentences and paragraphs.
Write effective business reports and letters, e-mail messages, and 
opinionated messages such as apology letters, negative messages, 
and persuasive messages.
Write various types of proposals and keep them focused on the client. 
Create a letter proposal and add formatting to make it visually 
appealing.  
Create a formal proposal and add visual elements to it. 

PPrreerreeqquuiissiitteess:: None 


