
Effective Letters, Reports and Presentations 

Nov 04 – 06, 2024 Venue: PIM, Karachi Rs. 31,000/= 

Sep 23 – 25, 2024 Venue: PIM, Lahore. Rs. 31,000/= 

Oct 21 – 23, 2024 Venue: PIM, Islamabad. Rs. 31,000/= 
 

Course Description 

You probably write on the job all the time: letters, memos to senior executives, a constant flow 

of emails to colleagues. But how can you ensure that your writing is as clear and effective as 

possible? How do you make your communication stand out? 

This Program is designed to equip you with models of effective written communication and 

presentation of your proposals so that you are able to set yourself apart. Effective writing is not a 

gift that you’re born with. It’s a skill that you cultivate. 

LEARNING OUTCOMES 

 Write effective letters for multiple situations 

 Write short Reports that will help in making the right decisions 

 Learn to plan, prepare and deliver professional presentations 

WHO MUST ATTEND? 

The course has been designed for first-line managers/supervisors, who are involved in shop floor 

management and facing issues in day to day management of their work and workers. 

COURSE CONTENTS: 

 Components of communication 

 Barriers to Communication 

 7 Cs of Communication 

 Organizational Plans for Letters 

 Parts of Reports and Effective Report writing 

 Preparation and delivery of Presentations 

FOR DETAILS AND REGISTRATION 

PIM, Karachi: Management House, Shahra-e-Iran, Clifton, Karachi 75600 
Voice Dir: (+9221) 9925 1718, 9925 1680, E-Mail: program@pim.com.pk 

PIM, Lahore: Management House, 70-B/2, Gulberg III, Lahore 54600. 

Voice Dir: (+9242) 9926 3137 
Mobile: 0300-8840880, 0332-4353820    E-Mail: pimlhe@pim.com.pk 

mailto:program@pim.com.pk
mailto:pimlhe@pim.com.pk


PIM, Islamabad: Plot No. 12-K, Sitara Market, Sector G-7 Markaz, Islamabad  
Voice Dir: (+9251) 9252651 -2,    E-Mail: pimisb@pim.com.pk 

mailto:pimisb@pim.com.pk

