	
	Business Writing
16 Hours

@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency/Company

	Type of meeting:
	Non-Certification Training Class

	Facilitator:
	DTI Training Consortium Primary Instructor
MBA/Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	Anyone who uses the written word to communicate thoughts and ideas to a diverse audience.

	Please read:
	This is a training seminar that involves individual group and team exercises. Students will participate in live scenario exercises designed to illustrate the topics discussed.

	Please bring:
	Pen, pencil, hi-lighter etc. 
Course Textbook and CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	Getting Started
· Gaining Control

· Seeing the Message Through Your Readers Eyes

· Writing for a Diverse Audience

· Organizing Your Thoughts

· Managing the Process of Writing

· Overcoming Writers Block

Making Your Message Accessible 

· The Subject Line

· Beginnings
· Endings

· Headings

· Graphic Devices

· Bullets

· An Easy to Read Style

· Strengthening a Weak Memo

Shaping Paragraphs and Sentences

· Paragraph Focus and Topic Sentences

· Paragraph Development

· Paragraph Length

· Sentence Length and Rhythm 

· Sentences Joined by “and”

· Hard to Read Sentences

· Connecting Sentences and Paragraphs

Editing for Language Style and Tone

· Editing is a Must

· Avoiding Language that is Outdated or Faddish

· Using Words that are Familiar or Concrete

· Consistency in Your Choice of Words

· A Style for the Times

· Achieving an Effective Style

· Tightening Your Style

· Active and Passive Verbs

· Using “I”

· Tone

· Softening a Negative Message

The Politics of Business Writing

· Office Politics and Interoffice Correspondence 

· Ghostwriting

· Editing Someone Else’s Writing

· Language and Sexual Bias

Writing for Special Purposes

· Executive Summary’s

· Goodwill

· Instructions

· Congratulations

· Thank You

· Apology

· Recommendations

· Delivering Unwelcome News

· Letters of Complaint

· Responding to Letters of Complaint

· Messages for Electronic Mail
	

	
	
	

	

	
	

	
	

	Special notes:
	This course is comprehensive and includes real life exercises designed to lead the student to conclusions on the effectiveness of proper writing techniques. These exercises will include the presentation of a topic that the student will need to communicate to others using the written word.
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