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Formacion, Gestion y
English: Business Writing
Duracién: 30 horas
Modalidad: Telefomacién
Objetivos:

e This course presents the most common forms of business
correspondence with lessons on formal and informal language, common
business abbreviations, bi Is and invoices, requests and orders as wel as
writing reports, memos, agendas and minutes.

Contenidos:
Business Writing Course Overview
1. Introduction to Business Correspondence
Written Correspondence
e Function and purpose of business correspondence
« Differences between informal and formal writing styles
Informal Emails
e Introduction to informal email writing
e Typical vocabulary and expressions
o Structure and tone
Formal Emails and Letters
e Introduction to formal written communication
« Common expressions and layout
o Structure and format for professional use
2. Meetings and Communication in the Workplace
Arranging Meetings
e Grammar and vocabulary for scheduling and confirming meetings
e Administration: Meetings
o Organising an agenda
e Understanding AGM (Annual General Meeting) procedures
Key Grammar Points
o Courtesy language

e Making and responding to requests
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e Interrupting appropriately
o Confirming details clearly
3. Writing a Personal Statement / Adverbs of Time
Grammar Focus
o Adverbs of time (e.g. currently, previously, soon, lately)
Function
« Writing a personal or professional statement for CVs or internal use
Useful Phrases and Vocabulary

« Examples of effective expressions for describing roles, goals, and
experience

4. Bills and Invoices
Administration: Bills and Invoices
« Formal and informal vocabulary related to invoices
« Structure and function of invoices
o Creating and understanding bills
« Listening and pronunciation practice with dialogues
Numbers and Calculations
« Practice with basic mathematical expressions in English
Requesting Payment
o Language and models of correspondence to request late payments
5. Import and Export
A Company and Its Services
« Understanding service requests from import/export companies
« How complaints are handled in an international context
« Vocabulary development related to international trade
6. Enquiries and Orders
Administration: Asking for Information
« Vocabulary related to sales and catalogues
e Formality in business-to-business communication
o Types of letters used in large purchases

Grammar and Style
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o Use of phrasal verbs related to buying and selling
e Indirect questions in a formal register
o Exercises and dialogues involving acknowledgement letters
Making an Order
« Function and language used in placing orders
o Buying and selling from catalogues
e Writing cheques (structure and terminology)
7. Complaints and Apologies
Management: Complaints
« Vocabulary and phrases for expressing dissatisfaction or product issues
o Structure of a complaint letter
e Writing a letter of apology
e Practice through dialogues and structured exercises
8. Memos and Reports
Administration: Memo
e Relevant vocabulary: subject, heading, to/from, reminder, etc.
e Purpose and format of internal memos
e Organising the elements of a memo correctly
o Gap-fill and listening exercises to reinforce structure
Dialogue Practice
« Taking a memo accurately
« ldentifying and correcting memo errors
Administration: Writing a Report
« Vocabulary for workplace reports, including injuries and absences
o Structure and typical sections of a report
o Use of connectors: in addition, despite, moreover, due to, etc.
« Exercises and dialogues to build confidence in report writing
9. Frequent Errors and False Friends
False Cognates and Common Mistakes

« Clarification of easily confused vocabulary
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o General revision of structures and terms prone to error
10. Review and Consolidation
Business Correspondence

e General review of vocabulary and structures related to written
communication

Arranging a Meeting

o Summary of steps to plan a meeting, set an agenda, and write minutes
Bills and Invoices

« Review of key expressions and document formatting
Enquiries and Orders

« Recap on enquiry and order letter structures and language
Memos and Reports

« Review of memo and report formats and language use
Abbreviations

o Commonly used abbreviations in Business English and their meanings
Contacto e inscripcién:

e Email: formacion@formagesting.com
e Teléfono: 722164372 / 672836085

Informacioén adicional:

e Convocatoria continua.

e La plataforma esta abierta 24x7 y es accesible.

e Los cursos de Formagesting son bonificables por Fundae. Al contratar el
curso, la gestion se realiza de manera gratuita.
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