
BUSINESS WRITING
SKILLS



Introduction
Clear writing shapes how colleagues, clients, and stakeholders perceive an organization's
professionalism and competence. The Business Writing Skills Training Course equips
professionals with the techniques needed to write emails, memos, letters, and proposals with
clarity and confidence. Furthermore, this course covers grammar precision, tone control,
structuring techniques, and editing strategies that strengthen every form of workplace
correspondence. As a result, participants learn to reduce misunderstandings, save time
drafting documents, and communicate with greater impact. Gentex Training Center
designed this program to help professionals produce written work that is accurate,
persuasive, and professionally polished.

Business Writing Skills Course Objectives
- Apply grammar and punctuation rules for professional accuracy

- Structure emails, memos, and letters using clear formats

- Use plain language principles to improve readability

- Apply the "you-attitude" approach to reader-focused writing

- Write persuasive proposals and recommendation documents

- Adjust tone and formality for different audiences

- Edit and proofread documents using structured review techniques

- Organize ideas using outlining and paragraph structuring methods

- Apply concise sentence construction to eliminate wordiness

- Use templates and style guides for consistent business documents

Course Methodology
- Interactive lectures on business writing principles and grammar

- Hands-on drafting exercises using real workplace scenarios



- Peer review sessions to practice editing and feedback

- Case studies comparing effective and ineffective writing samples

- Templates and checklists for common document types

- Group workshops on tone and audience adaptation

- Individual feedback from the trainer on writing samples

Who Should Take This Course
- Administrative and executive assistants

- Team leaders and department supervisors

- Customer service and client-facing staff

- HR professionals drafting policies and communications

- Marketing and sales professionals writing proposals

- New employees developing workplace writing habits

- Professionals seeking to strengthen written communication skills

Business Writing Skills Course Outlines

Day 1: Foundations of Business Writing
- Purpose and principles of professional writing

- Understanding audience needs and expectations

- Applying plain language for clarity

- Grammar and punctuation essentials

- Structuring sentences and paragraphs effectively

- Avoiding common business writing mistakes

- Building a personal writing improvement plan



Day 2: Emails, Memos, and Everyday Correspondence
- Structuring professional emails for clarity

- Writing effective subject lines and openings

- Drafting concise internal memos

- Applying the "you-attitude" for reader focus

- Managing tone in written correspondence

- Handling sensitive or difficult email topics

- Formatting correspondence for professional presentation

Day 3: Reports, Proposals, and Persuasive Writing
- Structuring business proposals for impact

- Writing persuasive recommendations and calls to action

- Organizing information using logical flow

- Supporting claims with clear evidence

- Balancing detail with conciseness

- Adapting persuasive techniques to different readers

- Reviewing proposals for clarity and tone

Day 4: Editing and Refining Written Work
- Editing for clarity, tone, and accuracy

- Proofreading techniques for error detection

- Eliminating wordiness and redundant phrasing

- Applying consistent formatting standards

- Using style guides for corporate documents



- Incorporating peer feedback effectively

- Reviewing documents for grammar and structure

Day 5: Advanced Business Writing and Application
- Writing formal letters and official correspondence

- Adapting writing style for senior stakeholders

- Structuring documents for cross-cultural readers

- Applying feedback loops to improve future writing

- Finalizing a complete business writing portfolio

- Practicing writing under time constraints

- Building a personal writing style checklist

Conclusion
By successfully completing the Business Writing Skills Training Course, participants will have
acquired practical skills in email correspondence, proposal writing, editing, and professional
formatting. Furthermore, attendees will understand how to adapt tone and structure for
different readers while maintaining clarity and accuracy. As a result, participants leave
equipped to write with confidence, reduce revision time, and strengthen their professional
communication across every document type. Gentex Training Center remains committed to
developing professionals who write clearly, persuasively, and with lasting impact.

FAQs



Q1  What is the "Business Writing Skills" course about?
This course teaches professionals how to write clear, accurate, and persuasive business
documents. It covers emails, memos, proposals, and formal letters, helping participants
structure their writing effectively and communicate with confidence across different
workplace situations.

Q2  What are the key benefits of the "Business Writing
Skills" course?
Participants gain clearer writing, stronger editing skills, and improved professional
credibility. Additionally, the course reduces time spent drafting and revising documents,
minimizes miscommunication, and helps readers understand and act on written messages
more quickly.

Q3  What skills will I gain from the "Business Writing
Skills" course?
Participants develop grammar precision, persuasive writing, editing, and tone-adaptation
skills. These abilities help professionals produce emails, proposals, and reports that are
clear, concise, and effective for different audiences and purposes.

Q4  What tools, methods, or standards are covered in
the "Business Writing Skills" course?
The course covers plain language principles, the "you-attitude" writing approach, structured
editing techniques, and professional style guides. Templates, checklists, and peer review
exercises reinforce practical application of these writing methods.



Q5  How is the "Business Writing Skills" course applied
in real-world practice?
Participants apply writing techniques when drafting emails, proposals, memos, and formal
correspondence at work. As a result, professionals communicate more clearly, reduce
revision cycles, and produce documents that reflect accuracy, professionalism, and strong
analytical thinking.


