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Perfect English Email Writing
การเขียนอีเมลภาษาอังกฤษ
One-day Course Outline


The course is designed to help participants to master the art of writing effective and perfect business emails. Theoretical, situational and practical exercises will be given. Revision of grammar and editing techniques are also included.

( Course Objective
This course aims to enable participants to:

1. 
utilize a structured process approach to email writing

2.  
write business emails effectively and professionally

3. proofread and revise their writing

( Course Contents
( Content and Styles (Discussion & Exercises)

( Using proper content in emails

( Selecting effective business style 


( Choosing the Best Approach (Discussion & Exercises)

( Using the proper approach to suit the content: good news & bad news


( Personal Business Emails (Discussion & Exercises)



( Showing appreciation, congratulations, condolence

( Routing Business Emails (Discussion & Exercises)

( Making requests, reservations, reminding, appointments, and reminders

( Who should attend?
Business people, office staff, students, and interested people

Note: Participants’ minimum English proficiency must be intermediate or above.

( Course Fee
4,200 Baht (Not included 7% VAT)                      
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