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Business Communications Workshop
““The single biggest problem in communication is the illusion that it has taken place.”
 — George Bernard Shaw 
                                   


	
Workshop Objectives

· Improve workplace communication through professional email writing practices 
· Enhance clarity and impact in written business communication 
· Reduce communication errors through structured email etiquette 
· Strengthen customer and stakeholder interactions using empathetic communication 
· Build professional credibility through effective written correspondence 

What this module contains 
· Understanding Personal Effectiveness 
· Understanding Business Communication
Importance of Business Communication
Modes of Communication
Written Communication Fundamentals
Business Writing Essentials
Email Etiquette Fundamentals
Professional Email Structure
Components of an Effective Email
Email Drafting Sequence
To, CC and BCC Usage
Writing Effective Subject Lines
Salutations and Greetings
Professional Email Signatures
Attachment Naming Practices
Structuring Email Content
Vertical Readability Techniques
Call-to-Action Statements
Closing Statements for Emails
Writing Impactful Emails
Root Cause Communication
Solution-Oriented Communication
Timeline and Action Planning
Use of Bullets and Numbering
Maintaining Professional Tone
CARE Model in Email Writing
Courteous Communication
Assertive Communication Techniques
Respectful Workplace Communication
Empathy in Emails
Questioning Techniques in Emails
Responding to Irate Emails
Apology and Reassurance Statements
Tentative and Conditional Language
Avoiding Common Email Errors
Grammar and Punctuation Practices
Inbox and Email Management
Email Templates and Automation
Turnaround Time and Email Prioritisation
Out-of-Office Communication Practices
Professionalism in Digital Communication
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