
Use of Electronic Tools in Business Communication 

Training Objectives 

 To be clear and concise while using electronic tools 
of communication 

 To encourage the listener / reader to like, listen 
and understand your message  

 To understand the importance of visual and vocal 
image while interacting with stake holders  

 
 

Delegates will be able to: 

 Identify the power of writing right e-mails 
with right choice of words and actions. 

 Achieve great impact of stakeholders thru 3 
V’s of communication 

 Forming cues of Do’s and Don’ts of electronic 
tools while communicating with others.   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
  

Key Coaching Topics  
 
 
Relevance of E-mail and Telephone 
etiquette for Professional progress  

      Effective Email Writing 
 Offers a step process for writing  

     Business e-mail.  
 Focuses on e-mail purpose and  

Reader’s need.  
 Principles for organizing information 

     clearly and concisely while writing    
       e-mails. 

 
Telephone techniques 

 Telephone etiquette –is it your 
responsibility? 

 Promote positive company image through 
professional telephone etiquette.  

 
 
 

 
 

Contact us at  
KINNESQUI training centre 

Suite 208,V Mall, 
 Next to Sai Dham, 

 Off Western Express Highway, 
Kandivali East, Mumbai 400 101  

Tel: +91 22 6526 4430               
Email: info@tqmsglobal.com           

 Website: www.tqmsglobal.com 
 
 

                   Venue:  
Kinnesqui training centre 

 
Date: May 16, 2009 

 
Duration: 4 hours 

 
Investments: Rs. 1500/- plus 

Service Tax 
 

The above cost includes 
� Professional training 
� Reference material 
� Breakfast/ Hi-Teas
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