
Through techno logy eve ryone in the workp lace has  
become a wr i t e r and wr i t i ng i s a h igh l y v i s ib le sk i l l .  
Mos t o rgan iza t i ons p roduce an inc reas ing amoun t o f 
w r i t t en commun ica t i on i n the fo rm o f ema i l s , repo r t s , 
p roposa ls and webs i tes .  

When you send an ema i l o r o the r wr i t t en
commun ica t i on , i t i s ou t t he re fo r peop le to see and the 
commun ica t i on mus t the re fo re be c lea r , conc i se and
easy to d iges t .  

Good bus iness wr i t i ng saves t ime and money . I t
p reven ts m is takes and he lps so l ve p rob lems . I t b r i dges 
t ime zones and cu l tu re gaps , connec t ing peop le . 

I N T R O D U C T I O N

BUSINESS WRITING

Please contact us at: 

+27 11 274 9256/9327/9200

training@academicadvance.co.za

http://www.academicadvance.co.za

R 1,330 inc l  VAT(Non-WHC) 

R    800 exc l  VAT(WHC Div is ions)

C O U R S E  F E E  

Ground  F loo r  T ra in ing  Room 
31  Pr incess  o f  Wa les  Te r race  
Park town ,  Johannesburg ,  2193  

Courses  a re  a l so  o f fe red  i n  Durban
on  a  regu la r  bas i s .

On-s i te  t ra in ing  fo r  g roups  o f  20  o r
more  w i l l  be  cons ide red  ,  sub jec t  t o
v iab i l i t y .  

V E N U E

C O U R S E   D U R A T I O N

1  day  (S ta r t  and  end  t imes  may  va ry

s l i gh t l y ,  con f i rma t ion  w i l l  be

p rov ided  on  reg i s t ra t i on )

B O O K I N G

C O U R S E   O U T C O M E

A C C R E D I T A T I O N  A N D  R E G I S T R A T I O N

T A R G E T  A U D I E N C E

Th is  cou rse  shou ld  be  a t tended  by  s ta f f  who  wan t  to
re f i ne  o r  improve  the i r  bus iness  wr i t i ng  sk i l l s .  

The value of  good wri t ten communicat ion 
The four “C” ’s of  wr i t ing 
The di f ference between wri t ing in a passive and  act ive
voice 
The proper format for  memos, let ters,  reports and e-
mai ls 
Emai l  et iquette 
The importance of  spel l ing,  proofreading and use of
proper grammar 
The use of  pract ical  language 
The readabi l i ty  index 

Delegates wi l l  have a better understanding of :  




