LAVACH AND ASSOCIATES

100 Edgewood Lane, Williamsburg, VA 23185

(757) 229-8757 FAX # 229-2903

COURSE SCHEDULE & DESCRIPTIONS
Lavach & Associates conducts several training classes on Fort Monroe, Building 82 (hospital), Room 262 - 2nd floor. All classes begin at 0800 hours. To enroll, FAX 1556's directly to Lavach & Associates (757) 229-2903. Additional information is available by calling (757) 229-8757 or via e-mail at pwlava@widomaker.com. 
 

24 August 2004        Plain Language in Government Writing    ($75)

26 August 2004        Powerful Proofreading Skills    ($75)

31 August 2004        Common Mistakes in English Usage    ($75)

15-16 Sep 2004        Effective Writing    ($140)

21-23 Sep 2004        Effective Oral Presentations ($195)

COURSE DESCRIPTIONS
 

POWERFUL PROOFREADING SKILLS (One Day) Fee:  $75.00

Description:  This one-day course replaces the course entitled Proofreading and Editing.  The course reviews basic proofreading guidelines, strategies, and tips.  Proofreading exercises reinforce the techniques covered.  A text is provided.

 

PLAIN LANGUAGE IN GOVERNMENT WRITING (One Day) Fee: $75.00

Description: This one-day course presents the basic guidelines for writing effective government documents as outlined in the June 1, 1998, memorandum from The White House. As stated in the memo, plain language documents have logical organization, easy-to-read design features (e.g., bullet formats and headings), and use --

--Common, everyday words, except for necessary technical terms

--”You” and other personal pronouns

--The active voice

--Short sentences

Participants will have an opportunity to apply these basic principles through individual and small-group writing exercises. Additionally, suggested timeframes for implementing the plain language guidelines will be discussed.  

Audience: Anyone who is responsible for writing or reviewing letters, memorandums, forms, notices, or instructions.

Maximum enrollment: 20 Minimum enrollment: 6 

 

COMMON MISTAKES IN ENGLISH USAGE (One Day) Fee:  $75.00

Description:  This one-day course reviews the most common errors in English usage including subject and verb agreement; pronoun agreement; consistency of tense; consistency of first, second, and third person; parallel construction; idioms; and words often misused (affect-effect).  A text is provided.

 

GRAMMAR FOR BUSINESS PROFESSIONALS (Two Days) Fee: $140.00

Description: This course is designed as a three-volume video training program which teaches how to avoid common grammar and usage problems. Among the topics covered are sentence and paragraph structure, common sentence problems (e.g., fragments, run-on sentences, misplaced modifiers), punctuation, plurals and possessives, commonly confused word pairs (e.g., affect/effect and accept/except), capitalization, spelling and usage, and number style. Each participant will receive a workbook which accompanies the video, as well as additional pre-and post-viewing exercises which further enhance the video training.

Audience: Anyone who is responsible for editing, proofreading, or writing government documents or general correspondence.

Maximum enrollment: 20 Minimum enrollment: 5

 

EFFECTIVE ORAL PRESENTATIONS (Three Days) Fee: $195.00

Description: The ability to speak in front of an audience is one of the most important professional skills an individual can develop. This three-day course reviews the step-by-step process used for preparing and presenting information in an effective manner. Techniques for controlling nervousness will be discussed, and guidelines for handling question/answer sessions will be provided. Additionally, the selection and use of visual aids will be discussed. Practice presentations will be videotaped and participants will have the option of keeping individual tapes for further review.

Audience: Anyone who is new to the process of making presentations, or anyone who would like to use this basic course as a refresher.

Maximum enrollment: 15 Minimum enrollment: 5

 

EFFECTIVE WRITING (Two Days) Fee: $140.00

Description: Effective written communication is critical to establishing and maintaining credibility. This two-day course focuses on the fundamentals of clear, concise writing including the use of the active voice, parallel structure, appropriate tone, and brevity. Both individual and group exercises will be utilized to emphasize these, as well as other, basic principles.

Audience: Anyone who is responsible for composing and editing written correspondence; also beneficial for those who wish to use the course as a refresher.

Maximum enrollment: 20 Minimum enrollment: 5

