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BUSINESS WRITING : EMAILS,
OFFICIAL LETTERS, MEMOS
AND MINUTES

This 2-day expanded course is
targeted at executives and managers
who need to master the skill of writing
effective emails, letters, minutes and
memos. Participants will be brought
through the writing process, working
down to the nuts and bolts of
grammar, approach and direct
speech. They will create their own
templates for official letters and
emails, and design minutes, and learn
the skills of team writing and pitching.

LEARNING OUTCOMES
Understand what constitute excellent effective business
writing 
How to plan well – the planning process
How to write well – pointers to note during the
execution phase 
How to team write and proof read

To register, please submit the training requisition form (TRF) to
khairulizzuddin@ucsigroup.com.my or you may contact 

Khairul at Ext 2421



COURSE OUTLINE

What  Makes  the  Wr i t ing
Profess ional
Sentence Structure-  Grammar
Sens i t ive
Paragraphing

Audience  Analys is
Reader  Perspect ives
Informat ion v is ib i l i ty

Templates  for  Emai ls  and
Off ic ia l  Let ters
The Subject  L ine  Grabber
Act ive  and Pass ive  Vo ice

MODULE 1

MODULE 2

Module  3

Minute  Wr i t ing  –  Des ign  and
Del ivery
Short  and Long Memos
The Fog Index

Informat ion Mapping
Content  for  Emai ls
Tone and Reg is ter

Proof  Reading  and Edi t ing
Cons is tency  and Conc iseness
T i t l ing  and Number ing

MODULE 4

MODULE 5

MODULE 6

A  B I T  A B O U T  M E

J E N N I F E R  R A M A N A I R

A  c o r p o r a t e  p r o f e s s i o n a l  w i t h  o v e r  2 6  y e a r s  o f  e x p e r i e n c e  i n  a  r e n o w n e d
a n d  d y n a m i c  a u t o m o t i v e  c o m p a n y .  T h e  o p p o r t u n i t y  f o r  g r o w t h  w i t h  t h e
c o m p a n y  g a v e  h e r  a  v a s t  e x p o s u r e  i n  d e m o n s t r a t i n g  h e r  w o r k  a b i l i t y  a s
w e l l  a s  c a r e e r  a d v a n c e m e n t s  w i t h i n  t h e  o r g a n i z a t i o n  e s p e c i a l l y  i n  t h e
S a l e s  D i v i s i o n ,  f r o m  a  s e c r e t a r y  t o  m a n a g e r  t o  t r a i n e r .  H i g h l y
e x p e r i e n c e d  i n  a  f a s t  p a c e d  w o r k  e n v i r o n m e n t ,  m a n a g i n g  v a r i o u s
p r o j e c t s ,  c h a n g e  o r i e n t a t i o n  a n d  o r g a n i z i n g  s a l e s  e v e n t s  a n d  c a m p a i g n s ,
J e n n i f e r  i s  r e s u l t s  o r i e n t e d ,  s e l f  d r i v e n ,  r e l i a b l e  t e a m  m a n a g e r ,  h i g h l y
o r g a n i z e d  w i t h  t h e  a b i l i t y  t o  c o m m u n i c a t e  e f f e c t i v e l y  a n d  e f f i c i e n t l y
a c r o s s  t h e  v a r i o u s  d e p a r t m e n t s  w i t h i n  t h e  o r g a n i z a t i o n ,  c o m p a n y
a s s o c i a t e s  o v e r s e a s  a n d  i t s  n e t w o r k  o f  D e a l e r s .  
S h e  i s  a  r e s u l t s - d r i v e n  i n d i v i d u a l  w i t h  s t r o n g  i n t e r p e r s o n a l  s k i l l s  w h o
s e t s  a n d  a c h i e v e s  c h a l l e n g i n g  g o a l s  w h i l s t  d e m o n s t r a t i n g  p e r s i s t e n c e
a n d  c o m m i t m e n t  t h r o u g h  h e r  w o r k .  W i t h  h e r  e x c e l l e n t  c o m m u n i c a t i o n ,
p r e s e n t a t i o n  a n d  e n g a g e m e n t  s k i l l s  –  b o t h  s p o k e n  a n d  w r i t t e n ,  s h e  i s
a b l e  t o  e n g a g e ,  e d u c a t e  a n d  d e v e l o p  p e o p l e  f r o m  a l l  w a l k s  o f  l i f e .  T h e
e f f e c t i v e n e s s  o f  h e r  c o a c h i n g ,  l e a r n i n g  a n d  d e v e l o p m e n t  i n i t i a t i v e s  h a v e
b e e n  m e a s u r e d  a t  a l l  l e v e l s  o f  t h e  o r g a n i z a t i o n  t o  e n s u r e  t r a n s f e r  o f
l e a r n i n g  t o  t h e  w o r k p l a c e .  S h e  a s p i r e s  t o  s h a r e  h e r  k n o w l e d g e  a n d  b e
a b l e  t o  c o n t r i b u t e  t o  t h e  g r o w t h  o f  a n y  o r g a n i z a t i o n  a n d  i t s  w o r k f o r c e
w h e n  t h e  n e e d  a r i s e s .

To register, please submit the training requisition form (TRF) to
khairulizzuddin@ucsigroup.com.my or you may contact 

Khairul at Ext 2421


