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Objectives:
Improve participants’ e-mail writing skills so that they can communicate more
effectively with their international colleagues, customers, partners and suppliers.

Format:
Workshop style with mini-lecture and discussion followed by exercises

Course Outline:

- Common mistakes made by Thai writers

- Characteristics of effective written communication
- How to write routine and bad-news e-mails

- Language of business

- Grammar refresher

- Exercises and critique

Target Group:
Those who have to write e-mails regularly

Schedule: Effective E-mail Writing (one day)

09.00 — 09.10 hrs. Opening/Introduction
09.10 — 10.30 hrs. Common mistakes made by Thai writers
10.30 — 10.45 hrs. Break
10.45 — 12.00 hrs. Characteristics of effective written communication
12.00 — 13.00 hrs. Lunch
13.00 — 14.30 hrs. How to write routine e-mails
Exercises and critique
Language of business
Grammar refresher
14.30 — 14.45 hrs. Break
14.45 - 16.00 hrs. How to write bad-news e-mails
Discussion and examples
Conclusion/ & Conclusionand Q & A
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Tel: 085-938-6299 , 02-464-6524 Fax.02-9030080 sia 4326
info@perfecttrainingandservice.com www.perfecttrainingandservice.com
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