
L I V E  S E M I N A R

Email Writing for the 
Workplace

• Discover what should and should not be in an email.

• �Learn to write an email with clarity, brevity and offer
quick response times.

• Discover best practices for positive first impressions.

• Avoid the risk of questioning your competency.

• Break bad email habits and avoid costly mistakes.

• �Review email etiquette and your own writing style—are
there any areas for improvement?

• �Determine if an email is the best form of communication
for the message you need to deliver.

• �Apply practical writing skills to all workplace
correspondence.

• �Gain an awareness of email and laws that govern email
communications. -me-now” communications.

T H I S  S E M I N A R  A T  A  G L A N C E :



On average, we write and receive about 120 emails a day. Email is definitely an essential part of both 
personal and professional business communications. With the frequency we interact in email, we are bound 
to encounter poorly crafted, or unclear messages that can have a long-lasting negative effect on both the 
impression we make, as well as that of our organization as a whole. Join this 3-hour live interactive online 
seminar and learn how to craft emails that are clear, concise and professional.

What are the best practices in email writing? Do you know what to do if your email ends up in the wrong 
hands? Is email always the best form of communication? What are the risks and blunders that could 
potentially call into question the competency and credibility of you and your organization? Attend this 
information packed seminar to get the answers to these questions, as well as any of your own.

Who Should Attend:
Managers, supervisors, team leads, as well as administrative 
assistants, and others responsible for email writing in the workplace.

Email Writing for the Workplace

Registration Information

S E M I N A R  S U M M A R Y

Enroll Today! 
Online: pryor.com

Phone: 1.800.780.8476

Email: customerservice@pryor.com

Additional information can be found 
in our FAQs:
https://www.pryor.com/faq/

   Free attendance to hundreds of live virtual and in-person seminars 

   24/7 access to more than 5,000 recorded and on-demand courses

   Microlearning, quizzes, video, eBooks, webinars and more

   Earn professional credits: CEU, CPE, HRCI, PDC and PDU

Get more for you or your team with a PryorPlus annual pass:

PryorPlus

Learn more at https://www.pryor.com/unlimited-training/

Continuing Education  Pryor Learning, LLC (and its Fred Pryor Seminars and CareerTrack divisions) is an approved provider of credits through NASBA, HRCI, PMI® 
and SHRM. Visit our Please refer to the course description page for specific credit eligibility. https://www.pryor.com/continuing-education/

Deliver your message clearly, concisely and professionally
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