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By the end of the workshop, participants should be able to:
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= Master effective email structures to achieve clarity and successful communication

* L earn to write for the reader, starting with effective subject lines

* Format messages for readability
* Compose email with the right tone using simple English

CONTENTS i

* Infroduction fo Email Efiquette
+ Anficipating your audience

* Email Writing Process

* Email Structure

* Mind your language

* Use simple English

* Using Right Vocabulary

* Basic Grammar in email writing
* Formatting your Email Message
+ Selecting your format settings
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* Readability — Reader friendly format

+ Sending attachment with care

* Content of email

* Making & Replying Different Types of Emails
* Making Appointments

* Making Announcements

* Wrapping Up: Polishing Your Cyber manners
* Watch your Cyber language

* Avoiding Sexist Language
* Extinguishing Flames

CONTACT US

HRDF Claimable

e-Cert awarded by Universiti Tunkw Abdul Rahman

CENTRE FOR CORPORATE &
COMMUNITY DEVELOPMENT ==



