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TRAINING & ETIQUETTE

"Email is a marvel of modern technology - when it works." - Unknown

Email Etiquette and Email Writing Skills is a comprehensive training course that provides knowledge on how to
communicate professionally and effectively via email. Participants will learn how to write emails that are clear, concise,
and polite; they will also be introduced to the basics of email etiquette. The course covers topics such as formatting
an email, using appropriate language, effective use of signature lines and salutations, responding to emails promptly,
and citing CCs and BCCs. At the end of the course, participants will have an understanding of Netiquette and will be
able to confidently write emails that present their message convincingly.
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