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 Persuasive Business Wri t ing Program 

 WRITING FOR
 SUCCESS 



T HE NEED FOR POWER -PACKED 
WRITING  abilities is greater than ever. 
The stream of communication is 
flowing faster and faster, which means 
that the information flowing on it 
must be focused, concise, accurate and 
compelling, in order to keep up. It may 
not be fair but it is still true: people 
w i l l fo r m op in ions abou t you 
according to the way you write. Most 
professionals spend at least 15-20% of 
their time writing emails, memos, 
letters and reports. Our customized 
approach guarantees an improvement 
in communication skills that will 
increase your productivity, success and 
job satisfaction. do you want people to 
see when they look into the window of 
your written record?

AUDIENCE:
Employees who seek to improve their 
writing skills and aim for a clear, 
persuasive, and modern writing style.

PROGRAM DETAILS 

The Strategic Goals are:
• Save time later by answering three 

key questions before you write
• Get readers to agree with you by 

applying our persuasive strategies
• Hold your readers’ attention by 

making your ideas easy to spot at 
a glance

• Build rapport by using a winning 
tone and the best techniques of 
speaking

• B o o s t u n d e r s t a n d i n g b y 
c o n n e c t i n g s e n t e n c e s a n d 
paragraphs in easy, essential ways

• Keep readers from dozing by 
punching up your verbs—active 
voice and meaty

• Sharpen your message by knowing 
how to find and fix wordiness

• Avoid common pitfalls many 
international writers experience

• Save time and trouble by knowing 
when to use email—and when not

• Improve filing and finding by 
following our four essentials for 
subject lines

• Organize unmistakably for 
the many people who don’t 
read well on screen and 
don’t like to scroll

Observable results:
• Short, clear sentences that make 

their point
• D o c u m e n t s w h o s e k e y 

information stands out
• Efficient email that leads to 

action
• Positive language that connects 

with the reader
• Clear procedures with active 

verbs
• Writing that meets its readers’ 

needs 
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“Wr i t i n g , wh en 
properly managed, is 
but a different name 
for conversation.”

—Laurence Sterne



Follow-Up
At the end o f the workshop, 
participants jot down a maintenance 
plan of steps they will take to maintain 
effective writing performance. They 
receive an:
• Online debrief/work-plan .
• Online improvement assessment.

FORMAT
This prog ram i s compr i sed of 
instructor led sessions, small group/
l a r g e g r o u p d i s c u s s i o n s a n d 
presentation, roles plays, lexical 
analysis and lots of practice. A pre and 
post assessment is included along with 
participant’s workbook and certificate 
of  excellence. 

LAM Institute is a member of the 
Association of Professional Business 
Writers. Our Writing for Success™ 
program synthesizes best practices 
established by Writing Dynamics, the 
Pyramid Principle, and the Harvard 
Business Review’s Writing Guide, 
combined with LAM Institute’s own 
e x t e n s i v e A s i a - b a s e d w r i t i n g 
experience, to enable your message to 
obtain a new level of achievement and 
resonance. 

The outline on the following pages is shown 
in a traditional 2-day format, but can be 
compressed into a 1 day intensive if 
scheduling requires. 

Program OVERVIEW
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Many writers agonize over 
word choice, syntax, and 
structure. But getting the 
words down on paper 
doesn’t mean the job of 
writing is done. One of the 
most important steps in 
writing is matching the 
tone of the piece to the 
o c c a s i o n — a n d t h e 
audience. 

—RICHARD  
BIERCK



  1-2 Day Road-Map
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"We are what we repeatedly do. Excellence, then, is not an act, but a habit"
--Aristotle

Time Theme Details

Pre work Online 

Assessment

Designed to ascertain the participants level,and customize the session to meet the organization's 

existing  purpose/goals. We’l assess what problems participants have by utilizing Boice’s “Blocking 

Questionnaire”. Based on results we’ll turn to strategies professional use to break through their blocks 

and lead to better, more organized writing.

Morning 1 Opening & good 

writing 
exploration 
(overview of the 

6Cs of effective 
writing)

1. Step One: Get Your 

Thoughts in Order, Analyze 
your audience, Brainstorm 
& Outline your ideas.

2. Step Two: Create a 
Draft  
Once done, select your 

beginning and ending 
paragraphs.Generate a Þrst 
draft. as fast as possible.
3. Step Three: Revise for 

Clarity

¥ What is stopping us from being better writers? An overview the results of the pre-assessment 
and how it ties into common issues both native and non-native writers have when trying to 
craft clear documents. From this standpoint of awareness weÕll look towards our own goals for 
better writing, and start to examine the techniques available to us to overcome our ÒblocksÓ in 
order to reach those goals. 

¥ What makes a good writing process? An overview of the 6 key Cs of effective writing, and how 
they fit into the planning/drafting/editing process.

¥ Brainstorming and Free-writing: an exercise in idea generation designed to approximate the 
writing state of ÒflowÓ discussed by Dr. Csikszentmihalyi, which enables us to break through 
our blocks in the planning stage and generate large amounts of content as it: 

¥ Avoids sequences
¥ Clustering and Audience Analysis: with the content generated above, weÕll move into the initial 

planning and organization stage, focusing on key reader oriented questions in our organization 
process such as: What do I want the reader to know? What do I want the reader to do? This 
stage includes drafting a purpose statement and completing a thorough audience analysis 
including a formality and persuasion index. In examining audience analysis weÕll discuss 
writing for multiple-audiences, and the variety of audience styles. WeÕll also briefly tough on 
research sources for better organizing. 

¥ Focused re-write: WeÕll utilize the clustered information above to close our morning with a 
focused re-write to provide material for the afternoon session.
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Stories constitute the most powerful weapon in a leader’s arsenal. 
— Dr. Howard Gardner, Harvard University

Time Theme Details

Afternoon 1 How to be clear 

and convincing

How to be 
concise and 

coherent

•Clarity: The goal of clarity is that the reader understands precisely what you are saying. The 

language of your letter should be adapted to the recipient. This means that you write in a matter-of-

fact, conversational tone. Use specific examples the reader can relate to based on the audience 

analysis. In order to facilitate this will look at:

• Patterns of Organization (Inverted Pyramid , 3 act structure, styles of organization for different 

message types) 

• How Good Writing Starts with Clear Thinking

• Revising to Create Proper Emphasis and Increase Clarity

• How to Test Organization by Answering Three Questions.

• How to Use Sentence Outlining Techniques to Improve Organization.

•Convincing: Good writing no only is readable, but also persuasive. in this section we’ll examine:

• How to Test Logic by Answering Five Questions- What makes good evidence?

• How to Put the Matrix of Persuasion to Work, 

• How to Add Credibility as You Revise

• How Specifics Increase Believability

• Using words to create action

•Concise: Readers are busy- they want to get the message in a fast, memorable way. We’ll learn:

• How Concise Communications Succeeds

• How to Revise for Conciseness: Trimming down bulky words, Wordy vs. concise,Vague vs. 

specific, Divide/Edit Long Sentences, Combine/Edit Choppy Sentences 

•Coherent: Add Specificity and grammatical correctness to Increase Reader buy-in:

•How to Determine Your Editing Level Before You Begin to Proof,

•Confirming  Your Text Is Clear and Professional, 

•Readability- Calculating Your Average Sentence Length/complexity, 

•Editing for correctness and orientation

•Changing to the Active Voice 

•ASSIGNMENT: Participants will continue revising at home and bring revised manuscript to utilize in 

class the following morning, as well as revising a single communal document.
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“Proper words in proper places make the true definition of  style.”
— Jonathan Swift

Time Theme Details

Morning 2 How to be 

constructive 
and concrete: 
advanced steps 

in persuasion

•Constructive: In this section we’ll move beyond day 1‘s techniques and take writers to the next 

level- discovering the line that separates good from great business writers- Unprofessional vs. 

Professional Voice: 

• How to Choose Words with Care

• Modifiers and the “Right” Word- Reframing negative messages

• Technical Words and Jargon vs. Natural-Sounding Words

• Confirm That It’s Positive- understanding the psychology of persuasion

• Style, warmth, formality- Rewrite to Improve the Empathy Index 

• How to sound more conversational 

•Concrete: Noting is more critical in a highly technical environment that we go beyond simply good 

writing, and write documents that are easy to read visually, as well as conveying to a non-technical 

audience what we mean, and what we want accomplished. We’ll look at:

• Difficult vs. Reader-Friendly Design/ Design Elements

• Communicating Technical Content

• Communicating concepts through processes-  Diagrams, graphs and photos

• Using analogies, making links with readers

• Avoiding jumps in context and concepts, structure

• Page visuals, layout, design, visual emotion

Afternoon 2 Drawing it all 

together

•Final Writing Challenge: participants will have the chance to test all their skills in our final team 

challenge based on a mission critical writing scenario. This  will take participants through all the key 

steps and practice learned on both days and get them to internalize the process of better writing.

¥Session review, celebrating our success, and session close.

Follow-up Post 

Assessment

•Participants will have access to follow-up web resources, as well as optional further assessment of 

their writing in the months after our training. 



.LAM PROFILE 
L A M  ( L E A D E R S H I P A N D A D V A N C E D 
MANAGEMENT ) INSTITUTE LTD., is a leading 
advocate of corporate coaching in Asia. We have 
become the preferred source for corporations in 
their quest for developing their leaders. In 
accomplishing this we form a ‘partnership’ with your 
corporation, supporting you in the critical task of 
nurturing the strategically viable high performing 
leaders essential to your company’s future:
• We provide goal-specific and action oriented 

corporate coaching to key executives, senior 
leaders, sales directors and high-potential 
candidates for companies across Asia.

• The members of the Leadership and Advanced 
Management Institute and its alliance partners 
have extensive exper ience in corporate 
management, training and consulting in major 
commercial centers of Asia, USA and Europe. 
With a multi-cultural background, we bring a 
s ea soned pe r spec t ive and an in -de p th 
understanding of the vital business issues being 
faced by business leaders in Asia.

. THE WAY WE WORK 
Results
Our focus is on sustainable results and the pathway 
there. We are not in it for the quick fix. We intend to 
instill a lasting impact on the people we coach and 
the business they conduct. Your success and your 
bottom line is what drive us. We want to share in 
your success.
Partnership
We are methodological in getting to know your 
organization and your people at the on set -- we 
need to fully understand your vision, your strategic 
direction, the present situation, the people who are 
charged with the mission, and the challenges you 

confront in order to be effective. We will be 
passionate about you business and act as your 
partner in mastering the challenges.
Customization
Every organization faces a situation unique to itself 
with its very specific set of needs. Our 
recommendations and means of resolution will be 
designed to address those specific needs. We will be 
drawing upon our field experience as well as tapping 
into your hands-on knowledge. We intend to apply 
state of the art tools, technology, systems and 
processes; and integrate them into your system.
Respect
We respect your rights and needs as the decision 
maker. Our role is to guide, inspire and 
challenge ... the final decision always rest with 
you.
. CLIENTS  
LAM Institute is proud to work with leading 
medical, tech, and chemical manufacturers as well as 
the largest insurance and banking firms globally. 
Around the world and across industries we support 
your aim of  powerful communication.
. CONTACT  

About LAM Institute
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HONG KONG
#1501 Double Building,
22 Stanley Street,
Hong Kong SAR 
(852)-6778-3288

SEOUL
1st Floor, IL Yang Bldg,
164-6 Yeomri-Dong
Mapo-Gu, Seoul 191-090
(82)-10-4903-0293

LAMINSTITUTE.COM
INFO@LAMINSTITUTE.COM


