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Education and Management Section - Open Courses 2013

OBJECTIVES:

By the end of this 3-day course, participants should be able to:

· Develop their understanding of key differences between business letters, e-mails, memos and faxes;
· Develop their understanding of the conventions of format and style relating to each type of document;
· Enhance their knowledge and ability to use a range of standard phrases and expressions commonly utilized in business writing;
· Develop better understanding of and ability to apply key writing processes in the production of business writings;
· Be fluent in vital skills including planning, organising, writing, editing and reviewing of writings with the reader in mind;
COURSE CONTENTS:

This workshop format course will focus on writing effective business documents. Special attention will be paid to templates of business documents, the process involved in producing a business writing, and using correct grammar, appropriate language and style.
Some of the areas to be covered in the course:

· The process of writing
· Fundamentals to development and organization of a writing
· Business writing conventions
· Writing business letters
· Writing emails

· Writing faxes

· Writing memos

· Templates and techniques
COURSE STRUCTURE:

The course will be conducted in workshop format which involve the participants in various participatory activities, including group discussions and presentations, group exercises of analyzing sample documents, peer/ group review and editing of practice writings. The participants will learn by writing, revising and editing their own documents and their peers'.

TARGET PARTICIPANTS:

This course is designed for employees from companies, government offices, NGOs, projects and other organizations whose jobs concern business communication.
COURSE ADMISSION AND REQUIREMENTS:


All applicants will be tested prior to the course to ensure that it is designed according to needs and abilities.
For the course is conducted in English, it is expected that all participants will have a fairly good command of communicative English.
CLASS SIZE:
The course will be limited to 15 participants.

LANGUAGE: 
The course is delivered in English. All handouts will be in provided accordingly.

COURSE SCHEDULE, COST AND REGISTRATION:

Schedule
: Wednesday, Thursday and Friday, 8:30 - 11:30 am. & 1:30 - 4:30 pm.

Cost
: 9,000,000 VND/participant (the tuition fee includes course materials and refreshments and must be paid prior to the course commencement).
Registration: 
Participants need to fill in an application form and send the completed form to EMS-AITVN at least 10 days before the commencement of the course. 

VENUE: 
B3 Building, University of Transport and Communications, Lang Thuong, Dong Da, 

             Hanoi
COURSE: 	BUSINESS WRITING SKILLS


	Language: 	English


Dates: 		14 – 16 August 2013


Duration: 	3 days (18 hours)


Code:         	LS04













