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Course Summary 
Description 

 
Being able to clearly and succinctly articulate your thoughts and ideas in writing is an essential and critical skill in the 
business environment. Learn the skills for drafting, writing, and editing clear and effective business communications 
for business or government environments e.g. reports, business cases, emails etc. Participants in this course are 
taught a proven and effective reader anchored communication model, strategies to remove or minimize barriers to 
effective communication, and tips to improve overall written communication effectiveness. 
 
Central to learning in this course is a comprehensive case-study with practical application of the guidelines taught in 
the class. Participants begin by writing a document outline that describes how they will structure what they will write in 
their assignment, and then complete a writing assignment. The writing assignment is then reviewed and critiqued by 
the instructor, and participants receive confidential individual written feedback on their work. 
 
Note: Emphasis can be placed on editing or writing, or balance between the two aspects of document creation – at 
the client’s discretion. 
 
The format of this course is instructor led classroom, interactive lecture, and workshop with practical application of 
skills taught in the class. Note: All participants receive written feedback on their assignment at the end of the class. 
(1/2 day is added to allow for the instructor to review and provide written comments). 
 
Objectives 

 
After taking this course, students will be able to: 

 Define effective communication, the communication process, and apply strategies to overcome barriers to 
effective written communication in the workplace, 

 Apply the 4 rules of effective written communication 
1. Know Your Audience 
2. Know What Your Audience Wants to Know 
3. Know What You Want to Communicate 
4. Separate “Nice to Know” from “Need to Know” Information 

 Create and edit effective and easily understood business using easy to understand “plain language”, 

 Write and edit clear and concise sentences i.e. shorter and audience focused, 

 Write and edit effective sentences and paragraphs using accepted principles of grammar, syntax, common 
language use, paragraph structure, and sentence organization, 

 Adapt their preferred writing style to create effective audience tailored business communications, includes 
editing work to fit a preferred writing style. 

 Effectively incorporate appropriate tone (e.g. using active voice versus passive voice), reader focus, and other 
readability enhancements into business documents. 

 
Topics 
 

 Introduction to the Course 

 The Communication Process and Barriers to 
Effective Communication 

 Know Your Audience 

 Effective Business Document Structure 

 Editing Your Work 

 Writing and Editing for Style and Flow 

 Effective Sentence Structure (writing and 
editing) 

 Enhancing Readability to Match Intended Use 

 Using Acronyms, Abbreviations, and Other 
Specialized Words 

 Writing Effective Paragraphs Using Accepted 
Principles of Business Paragraph Structure 

 Combining Sentence and Paragraph 
Construction Techniques for Cohesiveness 
and Unity 

 Document Layout and Design 

 Workshop/Application 

 Conclusion 
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Course Summary (cont’d) 
 
Audience 

 
This course is designed for anyone who wants to improve their written communication skills. Note: This class includes 
extensive practical application – participants are strongly encouraged to bring a laptop or tablet device if they prefer 
to type instead of write by hand. 
 
Prerequisites 

 
Those taking this course should have the ability to read and write in English at the grade 12 level. 
 
Duration 

 
Two days 



 

 
 

 

Due to the nature of this material, this document refers to numerous hardware and software products by their trade names.  References to other companies and their products are for 
informational purposes only, and all trademarks are the properties of their respective companies.  It is not the intent of ProTech Professional Technical Services, Inc. to use any of these 

names generically 
 

"Charting the Course ... 

... to Your Success!" 

Business Grammar and Writing 
 

Course Outline 
 
I. Introduction to the Course 

Participants are introduced to the topic and discuss 
the importance of, and benefit to themselves and their 
audience, of being able to create and edit effective 
written business focused documents.  Participants 
also receive an introduction to what will be covered in 
the course and information about how the course will 
be conducted. Participants describe their purpose for 
participating and their goals for attending the course. 
 
II. The Communication Process and Barriers 

to Effective Communication 

Participants work in groups and present their 
conclusions that define effective communication 
(written and verbal) and identify barriers to written 
communication together with strategies to overcome 
the identified barriers. Specifically, participants: 

A. Define effective written communication. 
B. Identify specific barriers to well written 

communication and strategies to 
overcome them. 

C. Define the term “know your audience”. 
D. Define the term “know what you want to 

say”. 
E. This topic is debriefed from the 

perspective of both a writer and an editor. 
 

III. Know Your Audience 

Participants learn how to identify their audience’s 
interests and how to create an effective “audience 
profile” they can use when writing and editing their 
business documents. 
 
IV. Effective Business Document Structure 

Participants learn to apply the principles of effective 
business document structure and how to organize 
information in a typical business document. This 
structure is applicable to various standard business 
documents e.g. general reports, business cases etc. 
Participants learn how to draft, write and edit: 

A. An executive summary, 
B. The main document body, 

1. Includes using individual document 
sections or chapters as appropriate, 

C. Additional supporting information e.g. an 
appendix, etc. 

D. Cross referencing other information (non-
academic). 

Includes a facilitated discussion about want 
information should be included in each section of the 
document, and how to structure and edit informal 
communications e.g. e-mail. 

V. Editing Your Work 

Participants learn how to effectively and 
collaboratively approach editing their work. 
 
VI. Writing and Editing for Style and Flow 

Participants discuss the importance of writing style 
e.g. technical, business technical and casual, and 
explore guidelines for giving written documents “flow” 
to increase ease of reading. Included is the use of a 
style guide, and editing a document for style and flow. 
 
VII. Effective Sentence Structure (writing and 

editing) 

Participants explore how to write and edit 
incorporating the following sentence construction 
techniques and concepts: 

A. Using Standard English, 
B. Using proper grammar, 
C. Consistency of verb tenses, 
D. Congruence of verbs, 
E. Agreement of modifier with subject, 
F. Using proper syntax, 
G. Using Active Voice versus Passive Voice 

(and when to use one versus the other) 
Includes a facilitated discussion on using a style 
manual, and style guides to help create standardized 
and consistent documents. 
 
VIII. Enhancing Readability to Match Intended 

Use 

Participants explore the value of incorporating, and 
editing to achieve the following techniques to enhance 
readability: 

A. Active Voice vs Passive voice – when and 
why to use each 

B. Informal tone, 
C. Positive tone, 
D. Reader-Centered Focus, 
E. Linking words and phrases, 
F. Using the Flesch-Kincaid Readability 

Index. 
Included is a discussion on writing and editing printed 
versus online documents. 
 
IX. Using Acronyms, Abbreviations, and Other 

Specialized Words 

Participants discuss and learn how to properly 
incorporate and use acronyms, abbreviations and 
other specialized words, while avoiding meaningless 
and vague statements when writing or editing 
business documents with the emphasis on using 
“plain language”. 
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Course Outline (cont’d) 
 
X. Writing Effective Paragraphs Using 

Accepted Principles of Business Paragraph 
Structure 

Participants explore and practice using and editing for 
the following paragraph structures. 

A. Direct Structure – Top Down Structure – 
including when and how to use, 

B. Indirect Structure – Bottom Up – including 
when and how to use. 

Included is a discussion on how to organize ideas and 
concepts in a business document including “most 
important idea placement”. 
 
XI. Combining Sentence and Paragraph 

Construction Techniques for Cohesiveness 
and Unity 

Participants explore how to organize and edit ideas 
into paragraphs to create a unified cohesive 
document structure. 
 

XII. Document Layout and Design 

A. Apply the principles of business document 
layout and design, including 
1. Font choice, 
2. Page/document layout basics, 
3. Typography basics,  
4. Accessibility requirements, etc.  

 
XIII. Workshop/Application 

Participants work through several examples and are 
required to submit a final written assignment at the 
end of the course for feedback. The application can 
be focused on editing an existing document or on 
writing and editing an existing document. 
 
XIV. Conclusion 

Participants finalize their writing/editing assignment 
and submit their completed business case to the 
instructor for individual review and comment. 
 


