McClory, Michael R. /DBA Write Smart – GS-02F-0069S
27-400 Instructor Led Training

How to Write Right:  Focus on the Fundamentals

How do skilled professionals in America’s publishing industry use the fundamentals of grammar, sentence structure, and punctuation to communicate clearly and concisely?  Instead of sitting through a tiresome rehash of “rules and exceptions,” participants will learn new and interesting ways to produce reader-friendly documents – and how to catch embarrassing grammar goofs that may undermine confidence in your organization’s credibility.

· Getting started.
· Getting to the point.
· Framing your message in a simple, unifying structure that’s easy to follow.

· Understanding why strong action verbs engage the reader – and why cumbersome passive verbs confuse the reader.

· Choosing the right word – watching out for more that 200 frequently misused words:  who vs. whom, which vs. that, affect vs. effect, ensure vs. insure, continual vs. continuous, etc.
· Using consistent, time-tested punctuation techniques.

· Developing good writing habits: survival strategies they don’t teach you in high school or college.

· Sharpening editing and proofreading skills.

· Correcting common mistakes that your computer’s spell-check and grammar-check will miss.

· Making every word count.

The Write Right program includes 9 hours of instruction (three 3-hour classes or two 
4.5-hours classes) review of job-related writing, textbooks, and all related materials.

(See 27-500 below.)
27-400 Instructor-Led Training 
Writing That Works: Shaping the Message to Fit the Reader

Why is the typical magazine article interesting and easy to follow, while so many government reports (letters, proposals, regulations, technical manuals, etc.) tend to be tedious and muddled?
Get results: letters that spark the reader’s interest, legal and technical documents that are easy to follow, proposals that win approval, reports that earn respect and get things done.  In this lively, interactive program, participants will learn how to apply the techniques that top professional writers and editors use to create a polished, persuasive style:

· Translating information into communication.
· Presenting ideas in language that people can understand easily and respond 
to quickly.

· Relying on the sentence patterns that most professional writers and editors use most of the time.
· Creating smooth transitions to keep the reader involved.

· Saying what you mean in plain English – not stale jargon, not tired clichés.

· Eliminating ambiguous language and dull, rambling sentences.

· Communicating successfully with people at different levels within the organization.

· Curbing the tendency toward overwriting and over-explaining.

· Coming up with strong introductions and solid conclusions.

· Applying professional writing and editing techniques to on-the-job writing assignments.

· Thinking and writing clearly under pressure: short cuts to help you get the job done – on time.

The Writing that Works program includes 20 hours of instruction (four 5-hour classes or five 4-hour classes) review of job-related writing, textbooks, and all related materials.  Depending on the needs of your organization, this training can be designed to focus on one or more specific areas: reports, proposals, regulations, manuals, technical writing, legal writing, newsletters, speeches. (See 27-500 below.)
27-500 Course Development, Test Administration

As an editorial consultant, Michael McClory has worked with people at all levels of business, government, and education.  Mr. McClory’s work has received recognition in the national media, including The Washington Post, the Federal Times, Legal Times, NBC’s Today show, and CNN’s Larry King Live.  He edited the Department of Veterans Affair’s FY 2000 Annual Performance Report – ranked first by the Mercatus Center at George Mason University among all Federal Government submission.  The report earned high marks for transparency (clear, concise, easy to follow) and leadership (strong, direct, persuasive).  He also has extensive experience in editing IG reports, legal documents, technical manuals, and articles for publication.
Summary of GSA Offerings and Prices
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27-200

Prepared Printed Instructional Materials

ABZs Manuals

$24

  
    25%

$18

27-300

Prepared Audio & Visual Materials / Multimedia Program Kits

ABZs VHS cassettes
$115
 
  
    25%

$86

27-400 Instructor-Led Training:

Write Right

10 to 29 participants
$280 per participant
    20%

$224

30 or more participants
$280 per participant
    30%

$196

Writing That Works 

10 to 29 participants 
$340 per participant
   20%

$272

30 or more participants
$340 per participant
   30%

$238

27-500

Course Development, Test Administration

Technical writer/editor
$120/hr
    
  
     25%

$90/hr

