SENDING CLEAR SIGNALS IN WRITTEN DIRECTIONS
How to Write Policies, Procedures and Task Outlines
August 17 and 18, 2011

Mountain View Commons, 1925 Blaine St., Port Townsend

Speaker:   Jordan Peabody
Organizations across the country – including law enforcement agencies, cities, counties, state and federal agencies, universities and several well known private sector companies - have transformed their policy manuals using the principles taught in this course. This is an opportunity to change YOUR organizational policies and procedures for the better!   

This two-day session provides proven solutions to outdated, ineffective policies and procedures.   Course instructor Jordan Peabody's approach to the topic is relevant, thoughtful, engaging and often humorous!  Writing Policies and Procedures is the most popular policy-writing course for public sector agencies in the northwest.  

The course tackles ALL of the most pressing policy-writing challenges.  In two days, it will train your writers to:

•  Avoid the most common policy-writing mistakes.
•  Understand the differences between policy, procedure, and task.
•  Develop reader-friendly formats for policies, procedures, and task outlines that are also simple to maintain.
•  Create an easy to use numbering system.
•  Decide whether to write and what to write about. 

Managers who need written directions that work AND writers who need techniques to improve those directions should attend this course.  
Appropriate for administrative and command staff.

Don’t miss this opportunity!
Sessions begin at 9:00 a.m. and conclude at 4:30 each day with a one hour break for lunch on your own.     Class size is limited to 30 participants so please register as soon as possible.    Receipt of completed registration form will reserve your place.    Registration fee must be received by August 1.

Sponsored by the Olympic Regional Municipal Clerks Association

Course has been pre-approved for 3 CMC or MMC education points.
REGISTRATION FORM 

“Sending Clear Signals in Written Directions – How to Write Policies, Procedures and Task Outlines”   Presented BY Jordan Peabody

Two day class - August 17 and 18 

Mountain View Commons, 1925 Blaine Street, Port Townsend

9:00 a.m. – 4:30 p.m. 

Name: ___________________Title: ____________________Phone:  __________

Agency/Institution: __________________________E-Mail: __________________


Address: __________________________________________________________

Registration Fee:    $150.00 includes both class days and workbook

Mail or e-mail completed Registration Form and forward payment to:

Olympic Region Municipal Clerks 

Bobbie Usselman, CMC (Make checks payable to ORMCA)
City of Sequim

152 West Cedar St.

Sequim  WA   98382                busselman@ci.sequim.wa.us
Please send in registration form as soon as possible to reserve your place.   Payment must be received by August 1.

For municipal clerks, this session has been approved for three CMC education or three MMC education points by the International Institute of Municipal Clerks (upon completion of written exercise).

