
 Certificate in Business Communication  
7.2019 

    

  

 

NAME:____________________________________________________________________ Month/Day of Birth: _____/_____ 

  

Organization:____________________________________________________________________________________________ 

  

Email address:_____________________________________________________ Tel#___________________________________ 

  

 

Communicating clearly and concisely in written and oral formats is critical to your professional success. This certificate offers 
instruction on crafting many of the most common business communication formats: memos, reports, brochures, proposals, 
presentations, catalogs, and websites. Topics include formal and informal outlining techniques, using email appropriately in 
an organizational setting, and revising for wordiness, unnecessary phrases, redundancy, and jargon 
 

Each of these self-paced courses offer an assortment of interactive exercises, selected readings, and self-assessments that will 
engage you and help you practice effective business communication. 
 

 

REQUIRED COURSES: 

 GRADE DATE COMPLETED     COURSE  

DELIVERY OPTIONS  

L W SP ILO GL 

    

Communicate Collaboratively   ⚫   

    

Effective Business Writing   ⚫   

    
Effective Emails, Memos, and 

Letters 
  ⚫   

    

Effective Presentations   ⚫   

    

Effective Public Speaking   ⚫   

 
  

                                     

    

L= Live      W=CFTEA Webcourse      SP= Self-paced Online     ILO = Instructor-Led Online     GL = Guided Learning  

  PLEASE CONTACT THE CFTEA OFFICE FOR CONFIRMATION OF COMPLETION WHEN APPROACHING COMPLETION OF A CERTIFICATE OR DIPLOMA  


