
 

Why You Should Attend This Course: 
 
In an effort to provide more value-added services and retain loyal customers, increasingly, organisations are publishing 
newsletters, magazines, online articles and even books to accompany the products or service they sell. However, if the 
content of such publications are not well-planned or well-written, the initiative can backfire and customers’ goodwill could be 
lost. Often, the task of writing content for such publications falls on the marketing communications or corporate 
communications personnel who double up as writers. Such writers need to be versatile. They need to be able to write feature 
articles showcasing a person or product. They need to write informative pieces, giving advice or “how to” tips. They need to 
write analytical or persuasive commentaries to sway their readers to a course of action, a change of mindset or simply to 
accept something as a fact. 
 
This course will focus on the whole writing process, from brainstorming ideas, planning the outline, writing a draft to revising 
and proofreading the final draft. Participants will also be introduced to the different writing styles for the different genres of 
feature writing, information pieces and analysis/commentaries. The course will focus primarily on print publications, though the 
top-down approach taken can also be applied to online articles. 
 
Learning Outcomes: 
 
·  Understand the differences between the different writing styles – instructional, informative, descriptive, analytical and 

persuasive – and how to use the styles to fit the purpose of the article 
·  Learn how to do pre-writing planning including crafting an outline 
·  Organise ideas in different ways according to chronology, spatial aspects, importance, or general/specific 
·  Pick up tips on how to revise to get rid of clichés, redundant phrases and monotonous writing 
·  Be aware of the importance of the collation of words and word choice 
·  Apply proofreading strategies to correct typos and grammatical errors 
 
*A laptop is essential for this course as participants are required to write three articles over two days. Participants should also 
be prepared to write individually and work in groups, and have their work critiqued by both fellow participants and trainer. 
 
Course Outline: 
 
Day 1 
1. The writing process: Macro to Mirco 
2. Pre-writing: Thinking about Subject, Audience, Purpose 
3. Different writing styles: instructional, informative, descriptive, analytical and persuasive 
4. Pre-writing: What is your main idea? 
5. Pre-writing: Planning an outline 
6. Writing skill: achieving chronological order and phrasing instructions 
7. Writing: Instructional / “how to” articles 
8. Writing skill: top-down approach, showcasing “what’s in it for me” aspects for the reader 
9. Writing: Informative / descriptive press releases 
10. Be Simple, Be Brief: respecting the word limit 
11. Titling your articles 
 
Day 2 
1. Writing Skill: Be specific and concrete, be concise, be creative 
2. Writing Skill: Parts of speech, word choice, word collation 
3. Writing Skill: Organising ideas spatially; chunking information 
4. Writing: Feature articles 
5. Writing: Blog and Facebook posts 
6. Writing Skill: rhetorical balance – logos, pathos and ethos 
7. Writing Skill: avoiding fallacies 
8. Writing Skill: persuading on fact, value and action 
9. Writing: Persuasive articles 
10. Post-writing: Editing for structure and organisation 
11. Post-writing: Revising for language – sentence structure, fragments and Subject-Verb Agreement 
12. Post-writing: Proofreading for grammar, spelling and typos 
 
Who Can Benefit? 
 
Marketing communications and corporate communications personnel who need to write articles or who are in charge of their 
organisation’s newsletters and magazines and those tasked to produce information sheets, educational materials will find this 
course beneficial. 
 
Trainer’s Profile: 
 
Gael Lee conducts training in communications skills for tertiary students and working adults. A book editor and copywriter by 
profession, Gael has worked in the book publishing industry for a decade before setting up her own copywriting/training 
business. Her clients range from public service agencies and banks to interior design companies. 
 
Gael holds a Master of Arts Degree (Language Studies) awarded by the National University of Singapore. As a copywriter, 
Gael has written feature articles, informative texts and analytical content for both print and web platforms for a number of 
organisations. A corporate trainer specialising in written communications, Gael has conducted several workshops including E-
mail Writing, Writing for Social Media, Writing for the Web and Copywriting. 
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REGISTRATION FORM 
 

                                                                                                                
 
Writing for Publications 
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 8–9 Mar 2012         
�

� �

�

 7–8 Jun 2012         (9.00am to 5.00pm) 
S$780 (subject to 7% GST)                         Includes lunch & refreshments       

*Approved for SDF funding         
 Please indicate if you wish to apply   �  Yes    �  No      

Participant(s) Name Designation E-mail Contact No. 

1) 
   

2) 
   

3) 
   

Company:  

�  Member (MIS Membership No):  
�  Non-Member 

 
Billing Address: 

 

Contact Person:  Designation: 
 

Tel:  E-mail: 
 

How did you know about this course?  
(You may tick more than one) 

��

�= e-Newsletter (pls specify sender): ______________      �= Print ad (pls specify publication): ______________ 

�= Received brochure through direct mail      �= Received brochure at event (pls specify): __________________ 

�= Search engines (pls specify): ______________     �= MIS website     �= i-Marketer portal 

�= Word-of-Mouth/Recommendation (pls specify): ______________     �= Others (pls specify): ______________  

Administrative Details 
 

Registration 
 

Register Online @ www.mis.org.sg/seminars 
The fastest and most effective way to register for our courses is via our online 
registration form. 
 

Register via Email or Fax 
A place will be reserved for you upon receipt of your registration. Registrations 
should be sent at least two weeks before course commencement. A 
confirmation email will be sent to you two weeks before the course. 
 

Payment 
 

Payments are to be made in Singapore Dollars (SGD) and subjected to 
prevailing GST. Please make your payment either by cheque or GIRO upon 
receiving our invoice. All cheques should be crossed and made payable to 
“Marketing Institute of Singapore” with the invoice no. indicated on the back 
of the cheque. Any bank charges incurred as a result of bank/telegraphic 
transfers will have to be borne by the company. Fees are inclusive of course 
materials, certificate of participation, lunch & tea breaks. 
 

MIS Member Discount 
 

Corporate and Individual Members of MIS are entitled to 20% discount on all 
Executive Development Programmes. For membership enquiries, email: 
membership@mis.org.sg. 
 

Group Discount 
 

Companies are entitled to 5% discount for sending 3 or more participants to the 
same course on the same date. 
 

Course Venue 
 

All courses will be held at the Marketing Institute of Singapore, 51 Anson Road 
#03-53 Anson Centre Singapore 079904 unless otherwise stated. 
 

 

SDF Training Grant (for SDF-Approved Courses) 
 

·  To apply for SDF funding, companies have to submit the training grant 
application for their employees on SkillsConnect within the stipulated 
timeline. SDF funding is subject to WDA’s approval. For details, 
please visit www.skillsconnect.gov.sg.  

·  In the event that the SDF funding is rejected, the company will be 
liable to pay MIS the balance amount. 

·  Participants who wish to apply for SDF are required to indicate this on 
the course registration form. 

 

Withdrawals / No-Show 
 

For any withdrawals or cancellation, participants will be subjected to the 
following charges: 
 

Notice Period  Withdrawal / Cancellation Charge 

More than 14 days No charge 

Less than 14 days 25% of course fee 

Less than 3 working days or No-Show 100% of course fee 
 

Replacements from the same company are allowed. 
 

Cancellation 
 

Marketing Institute of Singapore reserves the right to change or cancel the 
course due to unforeseen circumstances. 
 

Customised In-House Training 
 

Courses can be custom-designed to suit your department/organisation’s 
unique training requirements. Please contact us for enquiries. Email: 
seminars@mis.org.sg or call 6327 7586 / 583 / 582. 
 

 

 
 

EXECUTIVE DEVELOPMENT PROGRAMMES 
Register online at www.mis.org.sg/seminars or fax form to 6327 9741                  

Register for 3 or more 
participants and enjoy 
5% discount! 
 


