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“She is brilliant. When I came to this course I thought I could learn nothing new. Anne proved me wrong and showed me that I know 
nothing about business writing.” 
     — Abu Dhabi National Oil Company, Engineering Services  

“We finished the course yesterday with a pleasant review and feedback from the delegates. It was an eye opener to us. It has been such 
a long time since I’ve attended a workshop and really benefited from. Ms McDougall is indeed a captain in her field of training.”
     — Arab Insurance Group, Human Resources & Development Department

• Managing Director at Innovate Through Training and Development
• International training consultant for over 25 years, accredited by the International Association of Business   
 Communicators for ease of understanding and clarity
• Trained and consulted with organizations like Audi, Ernst and Young, Novartis (China), The European   
	 Commission,	Foreign	and	Commonwealth	Office,	Ketchum,	Societe	Generale,	National	Bank	of	Abu	Dhabi,	Equate		
 Petrochemical Company and many more

Anne McDougall is an international trainer and consultant with over 25 years of executive training experience, who 
offers new insights to those communicating in English as a second language. She has global experience, having 
worked with a range of clients including Novartis in China, to large oil and gas companies in the Middle East, 
to organizations in the UK, Africa and Europe. With her proven track record in creating organizational change 
and improvement through her design and delivery of training programs, she is frequently commissioned to assist 
executive teams to optimize their business communication capabilities.

Anne also has a Certificate in Teaching English to Speakers of Other Languages, validated by the University of 
Cambridge (formerly known as the Certificate in English Language Teaching to Adults), and her courses have been 
accredited by the IABC for ease of understanding and clarity.

As a published author of two books, Anne is well aware of the challenges of writing and how to overcome them. 
Her first book, published by Gower, recognized as one of the world’s leading publishers of specialist business and 
management books and resources, has been a great success worldwide. Her latest book Email	and	Letter	Writing is 
published on Amazon and has been written especially for those who use English as a second language.

Anne McDougall



Program: Effective Business Writing in English
Dates: 9 – 10 December 2013 
Location: Shangri-La Hotel, Jakarta, Indonesia

Early Bird 1 (Register & pay by 22 Oct 2013):        US$2,195
Early Bird 2 (Register & pay by 19 Nov 2013):         US$2,395
Regular Tuition Fee:       US$2,495
For limited period only: 
Registration for 2 participants, 10% on 2nd participant
For limited time only by 19 November 2013, registration 
for 3 participants, the 4th participant will receive a 
complimentary seat (one discount scheme will apply)

P R O G R A M  S U M M A R Y
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2013 Clariden Global Executive Education

Effective Business Writing in English

FA C U LT Y  D I R E C T O R

• Managing Director at Innovate Through Training and Development
• International training consultant for over 25 years, accredited by the International Association of Business   
 Communicators for ease of understanding and clarity
• Trained and consulted with organizations like Audi, Ernst and Young, Novartis (China), The European   
	 Commission,	Foreign	and	Commonwealth	Office,	Ketchum,	Societe	Generale,	National	Bank	of	Abu	Dhabi,		 	
	 Equate	Petrochemical	Company	and	many	more

Anne McDougall is an international trainer and consultant with over 25 years of executive training 
experience, who offers new insights to those communicating in English as a second language. She has 
global experience, having worked with a range of clients including Novartis in China to large oil and gas 
companies in the Middle East, to organizations in the UK, Africa and Europe. With her proven track record 
in creating organizational change and improvement through her design and delivery of training programs, she 
is frequently commissioned to assist executive teams to optimize their business communication capabilities.

Anne also has a Certificate in Teaching English to Speakers of Other Languages, validated by the University 
of Cambridge (formerly known as the Certificate in English Language Teaching to Adults), and her courses 
have been accredited by the IABC for ease of understanding and clarity.

As a published author of two books, Anne is well aware of the challenges of writing and how to overcome them. 
Her first book, published by Gower, recognized as one of the world’s leading publishers of specialist business 
and management books and resources, has been a great success worldwide. Her latest book Email	and	Letter	
Writing	is published on Amazon and has been written especially for those who use English as a second language.

Other renowned organizations she has worked with include Audi, Ernst and Young, Foreign and Commonwealth 
Office, Ketchum, Societe Generale, National Bank of Abu Dhabi, Equate Petrochemical Company, Dubai 
Ports Authority, telecommunication companies in Africa and Egypt, the European Commission in Brussels 
and many more.

Anne McDougall
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This comprehensive and highly hands-on executive education program is designed for all business 
professionals who have dealings in English to pick up skills in writing clearly and quickly to bring key messages 
across and achieve maximum productivity. Led by Anne McDougall, an international training consultant 
with more than 25 years of experience, participants will be engaged in leading concepts, simulations and 
exercises to enhance active learning. Anne has been accredited by the International Association of Business 
Communicators, and has trained many established companies like Novartis (China), Audi, Ernst and Young, 
The European Commission, Ketchum, Societe Generale, National Bank of Abu Dhabi, as well as large 
oil and gas companies in the Middle East and telecommunication companies in Africa and Egypt. She 
also has a Certificate in Teaching English to Speakers of Other Languages, validated by the University of 
Cambridge (formerly known as the Certificate in English Language Teaching to Adults).

In this highly interactive and hands-on executive education program Effective	Business	Writing	 in	English,	
you will be engaged in leading concepts, simulations and exercises on how to write clearly, concisely and 
persuasively. You will learn techniques to writing strong and definite business reports and proposals, using 
powerful words effectively, developing standard templates for all business documents and sequencing 
information logically. You will run through best practices on various business scenarios like writing emails, 
memos, reports, proposals and more in order to accomplish corporate goals better by writing with greater 
clarity and credibility.

Program 
Essence:

English is the preferred language for world business, according to a 2012 poll by Reuters and Ipsos, with 89% of Indonesian business 
professionals using English when interacting with people from other countries. With businesses becoming more geographically 
diverse, in order to be effective at work and achieve higher levels of business performance to be more eligible for promotion, it 
is essential to have competent English business writing skills in order to communicate well with upper management, external 
business partners, overseas colleagues and more.

This comprehensive and highly hands-on executive education program on Effective	 Business	Writing	 in	 English delivers best 
practices and principles for writing well in English to achieve corporate objectives more efficiently. Led by Anne McDougall, an 
international training consultant with more than 25 years of experience, who has been accredited by the International Association 
of Business Communicators for ease of understanding and clarity, you will be engaged in leading concepts, simulations and 
exercises on how to write clearly, concisely and persuasively. You will learn techniques to writing strong and definite business 
reports and proposals, using powerful words effectively, developing standard templates for all business documents and 
sequencing information logically. You will run through best practices on various business scenarios like writing emails, memos, 
reports, proposals and more in order to accomplish corporate goals better by writing with greater clarity and credibility.

P R O G R A M  O V E RV I E W

Effective Business Writing in English

L E A R N I N G  O B J E C T I V E S

• Overcoming the barriers to good writing
• Picking up writing tools like The Clarity Index, SCRAP and SPACED
• Knowing when and how to access knowledge sources for reports, including databases and RSS feeds
• Developing flow in paragraphs
• Creating consistency of documentation by giving guidelines on layout
• Ensuring that reports will be understood and acted on
• Proof-reading work systematically and eliminating common mistakes
• Measuring company standards for business documents
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W H O  W I L L  B E N E F I T  M O S T

All business professionals whose job involves written communication in English with internal and external stakeholders 
including but not limited to roles like general management, business development, communications, human resource, 
administration, sales and more

2013 Clariden Global Executive Education

P R O G R A M  O U T L I N E

DAY 1 

All the guidelines presented on this course are taken from the Plain English Society

Your Barriers to Good Writing
• Group discussion on what makes it difficult 

Writing for Your Reader
• How to clarify the aim of the document using the 6 W H’s 
• Practical exercise

Writing in Plain English
• Using simple words rather than complex, two syllable words are best
• How to structure your sentences
• Always using the active voice
• Creating flow in your paragraphs
• Punctuate to make sense of
• Practical exercises                    

The Clarity Index
• How to use the index to demonstrate how using the above keeps your messages short and simple

Style and Tone
• Being courteous and considerate
• Coming straight to the point
• Using modern words and phrases
• Practical exercise

Writing Emails and Letters
• Your greeting
• Use of SCRAP
• Specialist letters
• Your email etiquette
• Practical exercises

Summary, Questions Close

Effective Business Writing in English



Program Outline
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DAY 2

Researching Information and Gathering Material for Reports
• Accessing instant research resources 
• Setting your time goals and deadlines
• Identifying your knowledge sources, including databases and RSS feeds
• Practical exercise

Logical Sequencing of Information
• Going back to your audience planner to ask “what do they need from this report?”
• Organizing and grouping your material
• Using mind maps for speed and logic
• Practical exercise

Planning Your Informative Report – A Suggested Template
• Title
• Contents page
• Executive summary
• Introduction
• Body of report
• Conclusion
• Recommendations
• Appendix
• Practical exercise     

Planning a Persuasive Report – A Suggested Template
• The 5 Ps of persuasion, structure introduced and explained
• Highlighting the challenges of not having what you want the reader  to buy into
• Presenting your solution
• Selling solutions with SPACED and gearing them to the buying deciders
• Making your proposal strong and definite
• Practical exercises

Document Layout
• Developing standard templates 
• Understanding the importance of white space when agreeing margin sizes
• Agree on font style and size
• Guidelines on when to use bold
• Headers and sub-headers
• Use of lists and bullet points
• Justifications
• Practical exercise    

Proof Reading
• The common mistakes
• Making sure you set enough time aside
• Testing it with your readers
• Practical exercise

Concluding Q&A and Remarks



C  L  A  R  I  D  E  N
Knowledge for the world business leaders

REGISTRATION PAGE

EFFECTIVE BUSINESS WRITING IN ENGLISH

Please register the following participant(s) for this Program:

1st Participant Name (Mr/Mrs/Ms):________________________________________

Job Title:_____________________ Department:_______________________________

Telephone:_____________________________Fax: _____________________________

Email:_______________________________________Date of Birth: _______________

2nd Participant Name (Mr/Mrs/Ms):_______________________________________

Job Title:_____________________ Department:_______________________________

Telephone:_____________________________Fax: _____________________________

Email:_______________________________________Date of Birth: _______________

3rd Participant Name (Mr/Mrs/Ms):________________________________________

Job Title:_____________________ Department:_______________________________

Telephone:_____________________________Fax: _____________________________

Email:_______________________________________Date of Birth: _______________

4th Participant Name (Mr/Mrs/Ms):________________________________________

Job Title:_____________________ Department:_______________________________

Telephone:_____________________________Fax: _____________________________

Email:_______________________________________Date of Birth: _______________

Booking Contact (Approving Ma nager) Mr/Mrs/Ms:______________________

Job Title:_________________________ Department:_______________________

Telephone:_______________________ Fax:_____________________________

Email:______________________________________________________________

Organization: ______________________________________________________

Address:___________________________________________________________

_____________________________________ Postal Code:__________________

 I would like to receive more information on hotel accommodation 
using Clariden Global corporate rate.

9 – 10 December 2013    Shangri-La Hotel, Jakarta, Indonesia

Email: admissions@claridenglobal.com 

Fax: +65 6567 4328

Call: +65 6899 5030

Website: www.claridenglobal.com

This executive program will be held at:

Shangri-La Hotel, Jakarta, Indonesia
9 – 10 December 2013
Kota BNI JL. Jend. Sudirman Kav. 1, Jakarta, 10220, Indonesia
Tel : +62 21 2922 9999
Fax : +62 21 2922 9900
Website : http://www.shangri-la.com/jakarta/shangrila/

The fee for this two-day executive program includes all written materials, lunch 
and refreshments.

FEE RECEIVED  REFERENCE L3072/HX/JN

FOR OFFICIAL USE

4 WAYS TO REGISTER

DATE AND LOCATION

INTERESTED IN PROMOTING YOUR  
ORGANIZATION TO OUR PARTICIPANTS
For more information on sponsorship, tabletop displays & insert opportunities, 
please contact us at +65 6899 5030.

SPONSORSHIP

Accommodation is not included in the conference fee but you will be entitled to 
use our corporate rate for your accommodation. Information will be sent with the 
registration confirmation.

ACCOMMODATION

Once we have received your booking, the place(s) are confirmed. No refunds will 
be made for any cancellations, however, program credits of equivalent value only 
applicable for Clariden Global events will be provided. Credits can only be redeemed 
for 1 program and is valid for only one (1) year from date of issue.

Substitution with a qualified candidate is allowed by providing at least 5 working days 
of advance notice to Clariden Global. One time substitution is allowed with no charges. 
Subsequent substitutions will be charged 10% admin fee.

CANCELLATIONS AND SUBSTITUTIONS

PLEASE NOTE: Clariden Global International Limited reserves the right to change 
the content and timing of the programme, the speakers and the date and venue due 
to reasons beyond their control. If in the unlikely event that the course is cancelled, 
Clariden Global International Limited will refund the full amount and disclaim any 
further liability.

ENQUIRIES: If you have any queries about registration or payment please do not 
hesitate to contact our client services department on +65 6899 5030.

PRIVATE DISCLOSURE STATEMENT: Any information provided by you in relation 
to this event is being collected by Clariden Global International Limited and will be 
held in the strictest confidence. It will be added to our database for the primary purpose 
of providing you with information about future events and services.

Visit us at www.claridenglobal.com for upcoming events

ALL CANCELLATIONS MUST BE RECEIVED  
IN WRITTEN FORM

An invoice and registration confirmation will be sent within 7 days, please contact us 
if you have not heard from us within 7 days. Payment can be made by credit card, 
by bank transfer or by cheque made payable to “Clariden Global International Ltd. 
ALL PAYMENTS MUST BE RECEIVED IN ADVANCE OF THE EVENT.

HOW TO REGISTER AND PAY

BY CHEQUE / BANK DRAFT: 
Made payable to CLARIDEN GLOBAL INTERNATIONAL LIMITED and mail to: 
3 International Business Park, #04-29, Nordic European Centre, Singapore 609927.

BY TELEGRAPHIC TRANSFER TO:
Bank Name:  Standard Chartered Bank
Bank Code:  7144
Bank Branch Code:  001
Bank Address:  6 Battery Road, #01-01, Singapore 049909
Bank Account No:  0107775042
Bank Account name:  CLARIDEN GLOBAL INTERNATIONAL LIMITED
Bank SWIFT Code: SCBLSGSG

Please note that all bank charges are to be borne by participants. Please ensure 
Clariden Global receives the full invoiced amount.

Note: Please include invoice number on all payment types and your company’s 
name in your payment instructions for our reference.

CREDIT CARD: 
To make payment by credit card, please call our client services hotline at   
+65 6899 5030.

PAYMENT METHODS

 1ST EARLY BIRD FEE: US$2,195
 (Registration and payment must be received by 22 Oct 2013)

 2ND EARLY BIRD FEE: US$2,395
 (Registration and payment must be received by 19 Nov 2013)

 REGULAR FEE: US$2,495

 GROUP DISCOUNT: For 2 registrations from the same company and billing 
source, the 2nd participant enjoys a 10% discount.

 For registrations of 3 from the same company and billing source, the 4th participant 
receives a complimentary seat. One discount scheme applies per company.

 Important Notice: Payments are required with registration and must be received 
prior to the Course to guarantee your place.

PROGRAM FEES


