NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
GRAMMAR SKILLS WORKSHOP




VENDOR
Lausanne Institute, Kennett Square, PA




DATES/LOCATION
7-8 June 04 @ APG, MD                                          10-11 Aug 04 @ APG, MD




LENGTH
2 Days (16 Hours)




START/END TIMES
0830-1600




COST
$215 




REGISTRATION DEADLINE
3 Weeks Prior to Class Start Date Call the Course Manager if you have missed the deadline; spaces may be available.




COURSE MANAGER
Jacklyn Laroche, DSN 458-0220, Comm (410) 306-0220. Send an email message to the Course Manager if you are interested in taking this course: jacklyn.laroche@cpocner.apg.army.mil 




COURSE DESCRIPTION





This course thoroughly reviews basic English Grammar and how to effectively communicate as a result of the proper use of words, sentences, phrases, and construction.  In view of the multitude of letters written by government and business employees, writing effective communication – memos, emails, letters, reports, minutes – is extremely important. Many times though written messages do not communicate effectively. Some are wordy and the message is obscure. Others are not well organized and the message is misinterpreted. This course is designed to teach you to write clearly, simply, and responsively, using commonly accepted grammar and punctuation. The step-by-step approach and activities enhance understanding, retention, and application of information and concepts to enable clear, concise and complete written communication, as it applies to government and business. 

After successfully completing this course, the attendee should be able to write effectively; use grammar more correctly; implement the stages of writing; apply various formats; proofread more effectively; and edit consistently.  Topics covered in this course include:

· Developing your message in the pre-writing stage 

· Defining your main point 

· Planning and organizing the communication in a clear and concise outline 

· Analyzing your readers and writing for them 

· Using the pyramid approach to writing 

· Selecting power of words in the world of government and business 

· Mastering the one-page memo 

· Writing powerful introductions that capture a reader's attention 

· Organizing paragraphs effectively around topic sentences 

· Developing a visual approach to writing 

· Putting power in your conclusions 

· Learning the elements of letters and reports 

· Knowing your objectives and how to accomplish them 

· Writing letters to vendors and suppliers 

· Developing request letters 

· Applying quality control skills 

· Overcoming "writers block" 

· Creating powerful persuasive letters 

· Responsibility of the writer to the reader 

· Researching the report to be written

· Guide to grammar basics 

· Using commas correctly 

· How improper use of grammar may cause conflict with peers, subordinates, superiors 

· Defeating those dangling modifiers 

· Rules and principles of grammar 

· Pronouns and antecedents; subject and verb agreement 

· Sentence construction and flow 

· Using parallelism in your paragraphs 

· Fine points of punctuation 

· Keep it simple 

· Simplifying words and sentences - less is more 

· Eliminating jargon and buzzwords 

· Creating a conversational style 

· Proofreading and editing 

· The 3-step approach to proofreading 

· The best time for editing 

· Editing on the computer 

· Effective e-mail 







WHO SHOULD ATTEND/PREREQUISITES





If you need to improve your grammar, punctuation and writing this is an ideal skill-building course.  

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Lecture, discussions, case studies and practical written exercises and a review of participant's writing with overall constructive critique.





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible, but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. If you are paying by Government IMPAC VISA Credit Card, please include the Card Holder's Name, Phone Number, and FAX Number in Block 37. The Course Manager will call the Cardholder for the Card Information once the course has been contracted.  Charges are referenced to the Standard Document Number that you put in Block 8 of the DD 1556.  The Vendor will FAX the Cardholder a receipt(s) for the charge(s) to be used for end-of-month-reconciliation of the card statement. 





