EIBAHL Organiser : HRIE T S ERE S (BT hE)

~

The Chinese Chamber of Commerce and PSMB SBL
Industry of Kuala Lumpur and Selangor Claimable
(KLSCCCI)

“BLRH B E LI 5 FYITRE

Training Course on “Email Writing & Etiquette”

H#j Date : 20154E11 H 18 H (B#i=) 18" November 2015 (Wednesday)
i) Time : 9.00 a.m. — 5.00 p.m.

Hb5 Venue : thdpMEEsE 1 BPFHTE 1% Floor, Wisma Chinese Chamber
RAME Medium : #E English

FEiA Trainer : Mr. Goh Kek Seng
# %7 H# Tentative Programme
8.30 a.m. |EhUFHRFE L S Registration & Refreshment
9.00 a.m. |E:iIlEFEALE Training Course Commence

Module 1: On Line Communication Basics

e [Knowing the basic elements of business|e|Presenting information that is audience
communication centered; prioritising content

e |Defining your goals, deciding whatje|Planning an effective document structure;
information to give Ensuring good sentence design

12.30 p.m. |44 Lunch

1.30 p.m. |4%%E Resume

Module 2: Organising Your Writing

e |Adopting invention strategy and|e|\Writing the Subject line - ensuring a SMART,
techniques for information design clear and catchy subject line

Module 3: Writing Clear, Effective Sentences

Writing concisely, omitting redundancies HUsing simple words the readers understand
3.30 p.m. |Z A Refreshment

Module 4: Following established email protocols and netiquette

e |Shouting Forwarding mails
Sending/replying mails Editing an email before sending it
5.00 p.m. |£43 End of Programme

<<<<<<<<<<{FEFEHE Registration Form>>>>>>>>>>

45T) &k Company Name

itk Address
; 2x i '5 KLSCCCl's Membership No. :
HLiF Tel (Office) : f£E Fax
HELIF E-mail
BINE B SHRR

0]

Name & Designation

(i)

NHRIEE RSN S1E (nf)
Registration No. of PSMB (If any)

L H S L E A ZE [ 48R AIC Name : KLSCCCI] :
Kindly fax /email the duly completed form and bank in slip to :
KLSCCCI, 7" Floor, Wisma Chinese Chamber, 258, Jalan Ampang, 50450 Kuala Lumpur.
Tel : 03-4253 2135 ; Fax : 03-4253 2524 / 0; Email: inquiry@chinesechamber.org.my

FH 55 Account Number : &€ F4R1T Maybank 0140-1133-0950

B4-71-15/KKS




