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BUSINESS WRITING AND CORRESPONDENCE TRAINING IN THE

PHILIPPINES
Writing Clear, Professional, Organized, Courteous, and Results-Oriented Workplace
Messages
A Practical and Customizable Corporate Training Program by Making Strong Success
Corporation

TRAINING OVERVIEW

Business writing is one of the most important communication skills in the workplace because employees
constantly write emails, letters, memos, reports, proposals, documentation, meeting notes, incident reports,
customer replies, internal announcements, and other professional messages. Even when employees are
technically competent, poor writing can create confusion, delays, misunderstanding, customer dissatisfaction,
weak documentation, and unprofessional impressions.

Many workplace problems happen not because people do not work hard, but because written messages are
unclear, incomplete, too long, too informal, too emotional, poorly structured, grammatically weak, or not written
with the reader in mind.

Common business writing and correspondence challenges include:
o Emails that are too long, vague, or difficult to understand
o Messages that do not clearly state the purpose, request, deadline, or expected action
e Poor grammar, punctuation, sentence construction, and word choice
¢ Unprofessional tone in emails, letters, chats, and internal messages
e Weak organization of ideas in reports, memos, and proposals
e Incomplete documentation of agreements, instructions, incidents, and decisions
¢ Miscommunication between departments due to unclear written instructions
e Customer replies that sound cold, defensive, careless, or confusing
¢ Employees who write based on habit instead of purpose, audience, and outcome
e Written correspondence that damages credibility and professionalism

This Business Writing and Correspondence Training in the Philippines equips participants with practical tools
for writing clear, concise, complete, courteous, and professional workplace messages. The program helps
participants improve their ability to organize ideas, use appropriate tone, write effective emails and letters,
structure reports and memos, edit their work, and communicate professionally through written channels.

This program is suitable for organizations searching for:
o Business Writing Training in the Philippines
e Business Correspondence Training in the Philippines
o Business Writing and Correspondence Training in the Philippines
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e Professional Business Writing Training
 Workplace Writing Training

o Email Writing Training in the Philippines
 Email Etiquette Training in the Philippines
e Professional Correspondence Training

¢ Business Email Writing Training

e Written Communication Skills Training

Following the MSS EnterTRAINment approach, the program combines concise facilitator input, writing
diagnostics, email revision exercises, grammar and tone activities, correspondence writing drills, real workplace
writing simulations, peer review, and practical writing improvement planning.

TRAINING GOAL

To strengthen participants’ ability to write clear, professional, organized, reader-centered, and action-oriented
business messages that improve workplace communication, documentation, coordination, customer service, and
professional credibility.

TRAINING OBJECTIVES

By the end of the program, participants will be able to:
1. Explain the importance of effective business writing and correspondence in the workplace.
Identify common causes of unclear, ineffective, or unprofessional written communication.
Apply the principles of clarity, completeness, conciseness, courtesy, correctness, and coherence.
Organize written messages according to purpose, audience, context, and desired response.
Write professional emails with clear subject lines, opening statements, message bodies, action points, and
closing lines.
Improve grammar, sentence construction, punctuation, word choice, and paragraph flow.
7. Use professional tone for internal communication, customer correspondence, and formal workplace
messages.
8. Write and revise business letters, memos, reports, requests, replies, updates, and documentation.
9. Avoid common writing errors that cause confusion, delay, conflict, or credibility issues.
10. Edit and proofread written outputs using a practical business writing checklist.
11. Respond professionally to difficult, sensitive, or negative messages.
12. Prepare a personal writing improvement action plan for workplace application.
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Point A: Common Writing Problems

Point B: Desired Business Writing Capability

Messages are long, unclear, and disorganized

Messages are concise, structured, and easy to
understand

Emails do not clearly state the expected action

Emails include clear purpose, request, deadline, and
next step

Tone sounds careless, emotional, defensive, or too
casual

Tone is professional, respectful, and appropriate to the
situation

Grammar and sentence errors reduce credibility

“Writing is cleaner, more accurate, and more polished

Reports and memos lack structure

Written documents follow logical flow and business
purpose

Employees write from their own point of view only

Writers consider reader needs, context, and expected
response

Departments misunderstand written instructions

Written coordination becomes clearer and more
complete

Customer replies sound robotic or unhelpful

Customer correspondence becomes clear, courteous,
and solution-oriented

Documentation is incomplete or inconsistent

Records, updates, and written reports become more
reliable

Employees send messages without reviewing them

HWriters edit, proofread, and improve before sending

ORGANIZATIONAL BENEFITS

This Business Writing Training in the Philippines can help organizations:
e Improve clarity and professionalism in workplace communication
e Reduce miscommunication caused by unclear written messages
e Strengthen email etiquette and professional correspondence
¢ Improve internal coordination among departments
e Improve customer replies, service communication, and client-facing correspondence
¢ Reduce errors in reports, documentation, memos, letters, and updates
e Strengthen employees’ confidence in written communication
¢ Improve the credibility of employees, teams, and the organization
¢ Help managers and supervisors receive clearer reports and updates
¢ Reduce time wasted on clarification, correction, and repeated instructions
¢ Improve documentation of decisions, requests, agreements, issues, and follow-through
e Support a more professional communication culture across the organization
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ONE-DAY TRAINING PROGRAM OUTLINE

Recommended Schedule: 8:00 AM-5:00 PM

v

Modules, Topics, and Subtopics \ Supporting Activities and Outputs

8:00-10:00 AM

MODULE 1: FOUNDATIONS OF EFFECTIVE
BUSINESS WRITING

* Why Business Writing Matters
o Writing as a workplace productivity tool
o Impact on professionalism, credibility,
coordination, and service

» Common Business Writing Problems

o Vague messages, weak structure, wrong
tone, grammar errors, and incomplete
information

o Writing habits that create
misunderstanding and delay

* The 6Cs of Business Writing

o Clear, concise, complete, correct,
courteous, and coherent writing

o Writing for reader understanding and
action

* Writing with Purpose and Audience
Awareness

o Purpose, reader, context, tone, and
expected response

o Choosing the right message structure

Business Writing Self-Diagnostic

Participants assess their current writing
habits, strengths, and improvement
areas.

Before-and-After Writing Review
Participants compare weak and improved
workplace messages to identify what

makes writing clear and professional.

Output: Business Writing Improvement
Profile

10:00-10:15 AM

Morning Break

10:15 AM-12:00 NN

MODULE 2: WRITING PROFESSIONAL
EMAILS AND WORKPLACE
CORRESPONDENCE

* Professional Email Writing
o Subject lines, greetings, openings,
message body, action points, and closings
o Writing emails that are clear, complete,
and easy to respond to

Email Makeover Exercise
Participants revise unclear, lengthy, or
unprofessional emails into clearer and
more action-oriented messages.

Tone Transformation Drill

Participants rewrite messages that sound
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Modules, Topics, and Subtopics \ Supporting Activities and Outputs

rude, vague, defensive, or too casual into
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* Email Etiquette and Tone Management professional workplace correspondence.
o Formal, semi-formal, internal, external, and
customer-facing tone Output: Improved Professional Email and

o Avoiding rude, cold, vague, overly casual, ||Correspondence Samples
or emotional wording

* Business Letters and Formal
Correspondence
o Requests, replies, confirmations,
endorsements, explanations, and follow-ups
o Formatting, organization, and
professionalism

» Writing for Action and Follow-Through
o Making requests clear
o Stating deadlines, responsibilities,
attachments, and next steps

12:00-1:00 PM [ Lunch Break

MODULE 3: STRUCTURING BUSINESS
DOCUMENTS, REPORTS, MEMOS, AND

UPDATES
* Organizing Ideas Before Writing Memo and Report Structuring Activity
o Main message, supporting details,
sequence, and reader expectation Participants organize scattered
o Direct and indirect writing approaches information into a clear memo, update, or
short report.
* Writing Memos, Updates, and
1:00-3:00 PM Announcements o . Documentation Accuracy Challenge
o Internal messages, advisories, reminders,
and policy-related communication Participants identify missing details in
o Keeping messages complete, neutral, and |weak documentation and rewrite it for
easy to follow clarity and completeness.

* Writing Short Reports and Documentation ||[Output: Structured Memo, Update, or
o Situation, action taken, findings, Short Business Report
recommendation, and next steps
o Documenting issues, incidents,
agreements, and progress
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Modules, Topics, and Subtopics \

Supporting Activities and Outputs

* Improving Grammar, Sentence Flow, and
Readability
o Common grammar and punctuation errors
o Sentence length, paragraphing,
transitions, and business vocabulary

o Final review before sending or submitting

* Responding to Difficult Messages

o Complaints, follow-ups, delays, mistakes,
denials, escalations, and sensitive issues

o Balancing empathy, clarity, accountability,
and professionalism

* Applying the W.R.I.T.E. Business
Correspondence Framework

o Workplace application and writing
discipline

o Personal improvement plan

3:00-3:15 PM H Afternoon Break
MODULE 4: EDITING, PROOFREADING, AND
HANDLING DIFFICULT WRITTEN
COMMUNICATION
* Editing for Clarity and Conciseness Edit and Proofread Challenge
anz 5(?:;5;:3 suennr:ﬁizssary words, repetition, Participants review written samples for
o Strengthening the main message and call unclear word'lng, grammar errors, tong
to action problems, missing details, and formatting
issues.
) ong:;fnar:;?gpf;:;::tf;?':;eal:if;n Difficult Correspondence Simulation
formatting, attachments, names, and details . . .
3:15-5:00 PM Participants write a professional response

to a complaint, delay, mistake, or
sensitive workplace message.

Final Outputs:

* Revised Business Correspondence
Sample

* Business Writing Checklist

* Personal Writing Improvement Action
Plan

THE W.R.L.T.E. BUSINESS CORRESPONDENCE FRAMEWORK

W — Work Out the Purpose
Before writing, clarify why the message is needed and what it must achieve.
¢ Identify the main purpose
¢ Know the reader or recipient
+ Clarify the expected action or response
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o Determine the right channel and format
e Decide what information must be included

R — Respect the Reader
Business writing must consider the reader’s time, role, context, and needs.
¢ Use reader-centered wording
e Be professional and courteous
e Avoid unnecessary complexity
¢ Anticipate possible questions
o Use appropriate tone and level of detail

| — Include Complete and Relevant Information
Clear correspondence gives the reader enough information to understand and act.
o State the key message early
¢ Include important facts, dates, names, references, attachments, and deadlines
e Separate main points from supporting details
¢ Avoid vague words and incomplete instructions
¢ Make responsibilities and next steps clear

T — Trim, Test, and Tone-Check
Effective writers review their message before sending.
e Remove unnecessary words
e Improve sentence flow
o Check grammar, punctuation, spelling, and formatting
¢ Review the tone
e Confirm that the message is easy to understand

E — End with the Expected Action
Professional correspondence should guide the reader toward the next step.
o State the request clearly
¢ Indicate deadlines when needed
o Clarify required response or decision
e Provide contact or support details
o Close professionally and courteously

BUSINESS WRITING TOPICS COVERED

The program may cover the following topics depending on participant level, training duration, and client
requirements:

1. Business writing fundamentals

2. Professional email writing

3. Email etiquette
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Business correspondence

Workplace writing standards

Writing for clarity and conciseness
Writing with proper tone

Grammar and sentence construction
Punctuation and proofreading

10. Business vocabulary and word choice
11. Memo writing

12. Business letter writing

13. Report writing basics

14. Incident and issue documentation

15. Meeting notes and action items

16. Internal announcements and advisories
17. Customer correspondence

18. Complaint response writing

19. Follow-up and reminder messages
20. Editing and proofreading techniques

4.
5.
6.
7.
8.

©

SAMPLE BUSINESS WRITING OUTPUTS

Participants may practice writing or revising:
e Professional emails
e Customer replies
e Internal memos
e Formal business letters
e Follow-up messages
¢ Request letters
¢ Meeting summaries
¢ Work updates
e Short reports
¢ Incident reports
e Explanation letters
e Announcement messages
e Advisories
o Clarification messages
¢ Complaint responses
e Escalation messages
e Corrective communication
e Coordination messages between departments
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TRAINING METHODS

Consistent with the MSS EnterTRAINment philosophy, this Business Correspondence Training in the
Philippines minimizes lengthy lectures and maximizes practical writing, editing, rewriting, reviewing, and
workplace application.

Training methods include:
¢ Interactive facilitator-led discussions
e Business writing self-assessment
o Writing diagnostics
e Email revision exercises
e Grammar and sentence correction drills
e Tone transformation activities
o Correspondence writing practice
¢ Memo and report structuring activities
e« Documentation review exercises
o Difficult correspondence simulations
e Peer review and feedback
o Facilitator coaching
e Business writing checklist development
e« Workplace action planning

TARGET PARTICIPANTS

This Business Writing and Correspondence Training in the Philippines is suitable for:
¢ Administrative personnel
e Executive assistants
e HR professionals
e Finance and accounting staff
e Procurement personnel
o Customer service representatives
e Sales support teams
e Operations employees
¢ Technical employees
e Supervisors and team leaders
e Managers
e Frontline employees who prepare reports or customer replies
¢ Employees who regularly write emails, memos, reports, letters, or internal messages

The program may be customized for rank-and-file employees, supervisors, managers, customer-facing teams,
technical teams, or mixed groups.



™
M-S

MAKING STRONG SUCCESS

EXPECTED PARTICIPANT OUTPUTS

Participants will complete:
1. Business Writing Improvement Profile
A self-assessment identifying:

e Current writing strengths

e« Common writing challenges

e Grammar and tone issues

e Email habits

e Workplace application priorities

2. Improved Professional Email Sample
A revised email that demonstrates:

e Clear subject line

e Professional opening

¢ Organized message body

o Clear request or action point

¢ Complete details

e Professional closing

3. Business Correspondence Sample
A written output such as:

e Formal letter

e Internal memo

e Customer reply

e Follow-up message

e Coordination message

e Work update

4. Structured Memo, Update, or Short Report
A practical workplace document that includes:

e Main message

¢ Relevant details

e Logical organization

e Action points

e Clear next steps

5. Business Writing Checklist
A practical checklist covering:
e Purpose
e Audience
¢ Completeness

®@0e06 ©

MSS SUCCESS SPACES
Units 2K~2L, 2nd Floor E.C. Valle Commercial Center M.L.
Quezon Avenue Brgy. San Isidro, Angono, Rizal

(02) 7255 5568
0995 846 2495 0917 123 1017
info@msscorporation.com.ph

www.MSSCorporation.com.ph




MSS SUCCESS SPACES
Units 2K~2L, 2nd Floor E.C. Valle Commercial Center M.L.
Quezon Avenue Brgy. San Isidro, Angono, Rizal

™
M-S

MAKING STRONG SUCCESS

(02) 7255 5568
0995 846 2495 0917 123 1017

info@msscorporation.com.ph

®@0e06 ©

www.MSSCorporation.com.ph

e Clarity

¢ Tone

e Grammar

¢ Conciseness

¢ Formatting

o Attachments

e Expected action

6. Personal Writing Improvement Action Plan
Each participant identifies specific writing habits to improve after the training.

DELIVERY OPTIONS

The program may be delivered as:
o Onsite or face-to-face in-house training
e Live instructor-led online training
e Hybrid training
e One-day business writing workshop
¢ Two-day expanded business writing and correspondence program
e Business writing coaching clinic
« Email etiquette and business correspondence workshop
e Report writing and documentation workshop
o Department-specific written communication training

The program may be customized according to:
o Participant writing level
e Industry
e Department
e« Common writing errors
e Customer communication needs
¢ Internal correspondence requirements
e Report writing requirements
e English proficiency level
o Existing writing templates
e Actual workplace writing samples
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RECOMMENDED CUSTOMIZATION INPUTS

The client may provide nonconfidential samples of:

e Emails
o Letters
¢ Memos
¢ Reports

e Customer replies

¢ Internal announcements

¢ Incident reports

¢ Meeting summaries

¢ Work updates

e Templates

o Writing standards

e Common errors observed by managers

Confidential customer details, employee records, financial data, passwords, sensitive complaints, or private
business information should be removed before submission.

FREQUENTLY ASKED QUESTIONS

What is Business Writing Training?

Business Writing Training in the Philippines helps employees write clearer, more professional, more organized,
and more action-oriented workplace messages such as emails, letters, memos, reports, updates, documentation,
and customer replies.

What is Business Correspondence Training?

Business Correspondence Training in the Philippines focuses on writing professional workplace messages for
internal and external communication, including emails, formal letters, requests, replies, confirmations, follow-ups,
memos, and customer correspondence.

Who should attend Business Writing and Correspondence Training?

This program is suitable for employees, supervisors, managers, administrative personnel, HR teams, finance staff,
customer service representatives, sales support teams, operations employees, technical employees, and anyone
who regularly writes workplace messages.

Does this training include email writing?
Yes.

The program covers professional email writing, email etiquette, subject lines, opening statements, message
organization, tone management, action points, closing lines, and proofreading.
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Does this training cover grammar?
Yes.

The program includes practical grammar, sentence construction, punctuation, word choice, and proofreading tips
for workplace writing. It is not designed as a purely academic grammar class; the focus is practical business
communication.

Does this training include business letters and memos?
Yes.

Participants may practice writing or revising business letters, memos, internal announcements, follow-up
messages, work updates, short reports, and professional correspondence.

Can the training use our actual workplace writing samples?
Yes.

The program may be customized using anonymized or nonconfidential samples of the client’s emails, letters,
memos, reports, or customer replies.

Is this suitable for online training?
Yes.

The program may be delivered through live online training with guided writing exercises, breakout activities,
shared worksheets, rewriting tasks, and facilitator feedback.

RELATED COMMUNICATION SKILLS TRAINING PROGRAMS

Organizations may also consider:
o Effective Business Communication Skills Training
o Email Etiquette Training
e Report Writing Training
e Technical Writing Training
e Presentation Skills Training
e Public Speaking Training
e Interpersonal Communication Training
e Assertive Communication Training
e Active Listening Training
e Customer Service Communication Training
e Cross-Functional Communication Training
e Leadership Communication Training
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WHY CHOOSE MSS CORPORATION?

Making Strong Success Corporation delivers practical and customizable corporate training programs based on
actual workplace communication needs.

Our approach combines:
e Practical business writing tools
e Workplace-based writing exercises
e Email and correspondence revision drills
o Tone and grammar improvement activities
¢ Realistic writing scenarios
o Facilitator coaching and feedback
e EnterTRAINment-based learning methods
e Action planning for workplace application
o Customization based on the client’s writing challenges

This Business Writing and Correspondence Training in the Philippines is designed not merely to teach
grammar rules. It helps participants write messages that are clear, complete, professional, reader-centered, and
useful for real workplace communication.

REQUEST A CUSTOMIZED PROGRAM

Organizations searching for Business Writing Training in the Philippines, Business Correspondence Training
in the Philippines, or Business Writing and Correspondence Training in the Philippines may request a
customized program based on their employees’ writing level, communication challenges, department needs,
customer correspondence requirements, and actual workplace writing samples.

Write clearly. Sound professional. Communicate with purpose. Get the right response.



