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Aim:
To enable participants to develop an effective plan for writing letters and memos that communicate the message effectively

Timing:
1 day  workshop  
9.00 – 4.00 

Subjects:

Understanding the role of written communication

Working with the  fundamentals



Using technology



Clarifying the needs of the reader



Identifying the aim of the letter

Developing the plan. 



Proof reading for the message



Practical case studies for use in development.

Resources:
Each participant will be supplied with a manual, and a set of exercises to assist with the plan development. 
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