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Best seller


AMA's 2-Day Business Writing Workshop

Gain the ability to write with confidence!

 Would you like a quick and easy method for composing emails, letters, memos, reports, proposals and performance appraisals—in an organized format? What about crafting effective messages that others want to read and act on quickly? This business writing workshop provides you with basic formats and formulas for tackling any kind of writing task—and communicating to your readers what they need to know. You’ll streamline your process for effective business writing and save time by focusing on what to write instead of how to write it. Bring a current project and get one-on-one feedback.
 


Seminar Number: 02211








4.4



(488 reviews)


	Live Online
	At Your Company Location



Course Scheduling & Pricing






Home>Course Topic>Communication Skills>AMA's 2-Day Business Writing Workshop








Who Should Attend


Business professionals at all levels who want a quick and easy approach to effective business writing











	
  Live Online2 Day(s)
1.2 CEU, 12 CLP, 14 CPE, 12 PDU












 









	Overview
	How You Will Benefit
	What You Will Cover
	Outline
	Reviews
	Credits


 




Would you like a quick and easy method for composing emails, letters, memos, reports, proposals and performance appraisals—in an organized format? What about crafting effective messages that others want to read and act on quickly? This business writing workshop provides you with basic formats and formulas for tackling any kind of writing task—and communicating to your readers what they need to know. You’ll streamline your process for effective business writing and save time by focusing on what to write instead of how to write it. Bring a current project and get one-on-one feedback.



 






	Apply simple rules and principles to dramatically improve your business writing 
	Quickly organize your thoughts to generate messages that deliver optimal results 
	Eliminate numerous time-consuming revisions
	Rid your writing of "fluff," so you'll generate concise and compelling content
	Deploy techniques to communicate more masterfully for a variety of audiences and situations





	Formats and formulas for various writing requirements 
	Gaining familiarity with powerful openings and closings to capture and retain attention 
	Thinking logically by blocking ideas and structuring your document using information modeling 
	Identifying your reader's needs and expectations to establish the purpose and focus 
	Organizing ideas and generating content 
	Learning how and when to use the appropriate tone, persuasion and positive and negative words 
	Techniques for editing and proofreading the final version 


You may also choose to bring an existing sample writing piece for one-on-one feedback.




Learning Objectives

	Apply the Principles of Excellent Business Writing
	Organize Messages for Maximum Effect
	Use Business Writing Language Professionally
	Apply Techniques for Ensuring Quality Messages


Standards–Principles of Excellent Business Writing

	Apply the Principles of Effective Business Writing
	Establish a Clear Purpose in All Your Writing
	Meet the Reader’s Needs by Providing Sufficient Detail


Structure–Organizing Messages for Maximum Effect

	Apply Techniques for Overcoming Writer’s Block
	Employ Understandable Patterns of Organizing Information
	Use Linking Words and Phrases to Connect Sentences and Paragraphs


Style–Using Language Professionally

	Achieve Clarity and Precision in Daily Business Writing
	Choose Concise, Direct Language
	Detect Tone Issues and Determine the Best Tone for a Given Business-Writing Situation


Synthesis–Techniques for Ensuring Quality Messages

	Revise First Drafts for Purposefulness, Detail, and Organization
	Edit Language Effectively and Efficiently
	Proofread Messages for the Most Common Errors


Download Extended Seminar Outline PDF
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The instructor did great job to convey the topics covered in the manual and beyond.












5








Yuhong L. 


 

STAFF SCIENTIST


 

Industry: Federal Government













The small class size assisted with understanding my writing mistake quicker. Everyone shared their issues, and before the first day ended, we could point out majority of our mistakes.
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Michelle A. 


 

Special Agent


 

Industry: Government













Writing is one of my primary responsibilities and a large part of my daily routine. I believe this class will assist me with ensuring my material is clear, concise and my message is easily understood by the reader.
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Carol P. 


 

Executive Administrator


 

Industry: Non-Profit & Charitable Organization













Great tips, techniques and methods to follow to improve your writing.
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Christopher B. 


 

Sr Consultant Mgmt Consulting


 

Industry: Software, Networking













Good instructor and range of lessons and practicing time. Particularly liked getting feedback from other participants and teacher on business emails.
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Justine P. 


 

Senior Manager, Marketing


 

Industry: Organizations
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Talent Triangle PDUs

12 Power Skills [PS]

Project Management Institute (PMI) Talent Triangle, 2015.

Reproduced with the permission of PMI. Copyright and all rights reserved
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American Management Association is accredited by the International Accreditors for Continuing Education and Training (IACET) and is accredited to issue the IACET CEU.
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American Management Association is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors. State boards of accountancy have final authority on the acceptance of individual courses for CPE credit. Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website: www.nasbaregistry.org. For additional information or for more information regarding administrative policies such as complaints and refunds, please contact Martha Leon at 212-903-8173.





Recommended CPE Credit: 14 hours/Basic

Prerequisites: None

Advance Preparation: None

Delivery Method: Group Live/Group Internet-Based

Field of Study: Non-Technical - Communication & Marketing

















Live Online Schedule

9 Sessions Available








	$2,295.00 Non Members
	$2,095.00 AMA Members
	$1,984.00 GSA






Date
Select a Timeframe





Sort
Sort by Date (Descending)
Sort by Date (Ascending)







		Date	Duration	
	 	
2024-04-15
2024-04-16
Apr 15, 2024 - Apr 16, 2024
	
2 Day(s)

04/15/2024,11:00AM- 7:00PM; 04/16/2024,11:00AM- 6:30PM;

	Register Now
	 	
2024-05-13
2024-05-14
May 13, 2024 - May 14, 2024
	
2 Day(s)

05/13/2024,10:00AM- 6:00PM; 05/14/2024,10:00AM- 5:30PM;

	Register Now
	 	
2024-06-24
2024-06-25
Jun 24, 2024 - Jun 25, 2024
	
2 Day(s)

06/24/2024, 9:00AM- 5:00PM; 06/25/2024, 9:00AM- 4:30PM;

	Register Now
	 	
2024-07-18
2024-07-19
Jul 18, 2024 - Jul 19, 2024
	
2 Day(s)

07/18/2024, 9:00AM- 5:00PM; 07/19/2024, 9:00AM- 4:30PM;

	Register Now
	 	
2024-08-12
2024-08-13
Aug 12, 2024 - Aug 13, 2024
	
2 Day(s)

08/12/2024,11:00AM- 7:00PM; 08/13/2024,11:00AM- 6:30PM;

	Register Now
	 	
2024-09-19
2024-09-20
Sep 19, 2024 - Sep 20, 2024
	
2 Day(s)

09/19/2024,10:00AM- 6:00PM; 09/20/2024,10:00AM- 5:30PM;

	Register Now
	 	
2024-10-17
2024-10-18
Oct 17, 2024 - Oct 18, 2024
	
2 Day(s)

10/17/2024, 9:00AM- 5:00PM; 10/18/2024, 9:00AM- 4:30PM;

	Register Now
	 	
2024-11-07
2024-11-08
Nov 7, 2024 - Nov 8, 2024
	
2 Day(s)

11/07/2024,10:00AM- 6:00PM; 11/08/2024,10:00AM- 5:30PM;

	Register Now
	 	
2024-12-16
2024-12-17
Dec 16, 2024 - Dec 17, 2024
	
2 Day(s)

12/16/2024, 9:00AM- 5:00PM; 12/17/2024, 9:00AM- 4:30PM;

	Register Now







2295.00
$
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Be the first to hear about the latest trends in management, leadership, communication, project management and so much more. Sign up for our mailing list!



















Discover AMA

	About Us
	AMA Worldwide
	U.S. Locations
	AMA Faculty
	Career Opportunities
	Become an Affiliate
	News
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Customer Service

	Request a Digital Catalog
	Contact Us
	FAQs
	Terms & Conditions
	 
	 
	 





Other Links

	Government Learning Solutions
	Women's Leadership Center
	Executive Conference Centers
	Continuing Education
	Self Study
	AMACOM Publishing
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American Management Association is a world leader in professional development, advancing the skills of individuals to drive business success.


	Facebook
	Instagram
	Twitter
	LinkedIn
	Youtube









©2024 American Management Association. All rights reserved.





Home | Terms Of Service | Compliance Statement |  Privacy Policy | Site Map
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