C.W. HINES and Associates, Inc.

344 Churchhill Circle, Sanctuary Bay
White Stone,  VA  22578

Office:  (804) 435-8844       Fax: (804) 435-8855

Website:  www.cwhinesassociates.org
Email:  turtlecwh@aol.com 

GSA SCHEDULE 874 MOBIS  PRICELIST:
	Contract Number:
	GS-10F-0561P

	Length of Contract:
	September 1, 2004 to August 31, 2014

	DUNS:
	#105219872

	Category:
	Small and Disadvantaged Business / Woman Owned, Minority Owned, Veteran Owned

	Geographic scope of contract:
	FOB Destination “Domestic and Overseas Delivery” the exact delivery time to be specified on Individual Delivery/Tasks Order.


Schedule of Items:


Sin 874-1  -           Consulting Services

We provide expert advice, assistance, guidance or counseling in support of agencies’ management, organizational and business improvement efforts.  These services include studies, surveys, analyses and reports, consultative and/or implementation recommendations.  Examples of consulting services offered by C. W. HINES and Associates, Inc. include:
●   Strategic, business and action planning

●   Systems alignment

●   High performance work

●   Leadership systems

●   Performance measures and indicators

●   Process and productivity improvement

●   Organizational assessments

●   Program audits and evaluations

●   Executive Coaching

Sin 874-2 -           Facilitation Services

C.W. HINES and Associates, Inc. provides facilitation and related decision support services to agencies engaging in collaboration efforts, working groups, or integrated product, process, or self-directed teams. 

Specific facilitation services include:

●   Problem solving techniques

●   Dispute resolution

●   Drafts for permanent record

●   Defining and refining agenda

●   Logistical meeting/conference support when performing technical facilitation

●   Recording discussion content and focusing decision-making

●   Debriefing and overall meeting planning and leading large and small group briefings and discussions

●   Preparing draft and final reports for dissemination

Sin 874-3 -           Survey Services

C.W. HINES and Associates, Inc. provides expert consultation, assistance, and deliverables associated with all aspects of surveying within the context of MOBIS.  We may assist with, and/or perform all phases of the survey process to include:

●   Planning survey design

●   Defining and refining the agenda

●   Determining proper survey data collection methodology

●   Sampling, survey development

●   Survey database administration

●   Administering surveys using various types of data collection methods

●   Pretest/pilot surveying

●   Assessing reliability and validity of data

●   Analyses of quantitative survey data

●   Production of report

874-4 -           Training Services (Full Catalog of Training Services included) 

C.W. HINES and Associates, Inc. provides off-the-shelf or customized off-the-shelf training packages to meet specific agency needs related to management, organizational, and business improvement services including, but not limited to:

●   Benchmarking

●   Career Development

●   Change Management

●   Coaching and Counseling Skills for Managers and Supervisors/Performance Management

●   Conflict Management

●   Customer Service

●   Dealing with Angry Parties

●   Dealing with Difficult People

●   Effective Listening

●   Effective Writing

●   Employee Motivation

●   Ethical Behavior

●   Executive Coaching/Executive Interviewing

●   Fundamentals for Managers and Supervisors

●   Getting Past Impasse

●   Interviewing Skills

●   LifeStyle Planning

●   Mediation Skills for Managers and Supervisors

●   Negotiating Successfully

●   Office Management for Administrative Professionals

●   Overcoming Negativity/Managing Stress

●   Personality Type

●   Presentational Speaking

●   Process Improvement

●   Professionalism/Office Etiquette

●   Sexual Harassment

●   Strategic Planning

●   Strategic Thinking/Emotional Intelligence

●   Team Building

●   Telephone Techniques

●   Transformational Leadership

●   Wheel of Life/Balance

●   Workforce Diversity

Sin 874-5 -           Support Products – Off-the-Shelf  (non-production)  

C. W. HINES and Associates, Inc. provides support of services offered in SINS 874:  1-2-3-4-5-7-8.
These support services include:

●   Workbooks

●   Training manuals

●   Slides

●   State-of-the-art computer based training

●   Audio cassette tapes

●   Videotapes

●   Overhead transparencies

●   Interactive training services

●   CD-ROMs
●   Advanced presentation media

●   Assessment/survey instruments

●   Satellite or internet broadcast media

	Minimum Order Quantity:
	$300.00

	Maximum Order Limitation:
	$1,000,000.00

	Prompt Payment Terms:
	2% 10 days Net 30 days.

	Industrial Funding Fee:
	Prices include Industrial Funding Fee

	Ordering information:
	Orders should be made out to the contractor and called in, faxed, emailed or mailed to:

	
	    (804) 435 -8844 (Phone orders) 

	
	    (804) 435-8855 (Faxed orders)

	
	    Email:  turtlecwh@aol.com  

	
	    Attn:  William Hines

	By mail:
	C.W. Hines and Associates Inc.

	
	    Attn:  William Hines

	
	    344 Churchill Circle, Sanctuary Bay

	
	    White Stone,  VA  22578
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Consulting Services:

Sin 874-1

	
	

	Category:
	GSA Rate with discount:

	
	Per Hour

	Senior/Lead Consultant/
Executive Coach
	$265.82

	
	

	Program Developer
	$200.20 

	
	

	Program Manager
	$221.52 

	
	

	Researcher
	$127.92 

	
	

	Technical Area Expert
	$276.64 

	
	

	Development  Associate
	$67.60 

	
	

	Financial/ Contracts Manager
	$121.84 

	
	

	Staff Consultant / Executive Coach
	$221.52 

	
	

	Administrative Officer
	$43.68 

	
	

	Administrative Assistant
	$32.24 

	
	


Facilitation Services:

Sin 874-2

	
	

	Category:
	GSA Rate with discount:
Per Hour

	Lead Facilitator/Team Coach
	$276.64 

	
	

	Co-Facilitator/Team Coach
	$252.72 

	
	

	Data Recorder
	$67.60 

	
	

	Researcher/Analyst
	$127.92 

	
	

	Technical Area Expert
	$276.64 

	
	

	Administrative Officer
	$43.68 

	
	

	Administrative Assistant
	$32.24 

	
	


Survey Services:

Sin 874-3

	
	

	Category:
	GSA Rate with discount
Per Hour:

	Technical Area Expert
	$276.64 

	
	

	Lead Consultant
	$265.82 

	
	

	Research Developer
	$127.92 

	
	

	Project Manager
	$221.52 

	
	

	Administrative Officer
	$43.68 

	
	

	Administrative Assistant
	$32.24 

	
	


TRAINING SERVICES: C. W. HINES AND ASSOCIATES, INC.

SIN 874-4

	Format 6 –

SIN 874-4
	CAREER DEVELOPMENT
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Broaden understanding of the principles of career development

♦    Apply the rules of successful goal setting to career planning

♦    Establish more focused individual development plans 

♦    Identify mentors and coaches to assist in career development
♦    Study the FORMULAS for SUCCESS and THE NEW WORK RULES for application to career development plans
♦    Expand views of professionalism and organizational politics and their influence on success
♦    Review the principles of organizational politics and organizational culture on career success          

	
	
	
	
	
	


	Format 6 –

SIN 874-4


	COACHING and COUNSELING SKILLS for MANAGERS and SUPERVISORS/PERFORMANCE MANAGEMENT
	Length of Course
(# of Hrs/Days):
	3 Days

	GSA Price with Discount:
	$15,468.75


	Minimum Number of Participants:
	25

	Price Per Participant
	$589.00


	
	

	Commercial Price:
	$20,625.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Understand the difference between coaching, counseling, and performance management

♦    Determine when coaching and counseling may be needed to support the change process for improving work performance

♦    Use the FACE-TO-FACE model for more successful coaching,
conflict resolution and for facilitating problem solving

♦    Address “attitudes” and “feelings” for more positive outcomes

♦    Improve both internal and external customer servicing

♦    Learn and practice coaching techniques 



	
	
	
	
	
	

	Format 6 –

SIN 874-4
	COMMUNICATING in a DIVERSE WORK ENVIRONMENT
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Increase knowledge and practice of valuing diversity 

♦    Understand the impact of communications on their success in building positive working relationships

♦    Enhance communication effectiveness and sensitivity around issues related to gender, race, ethnicity, and individual perspectives.  (Participants will know exactly what sexism, racism, and other “isms” beyond race and gender are, and learn specific skills for moving through tensions associated with these “isms” beyond race and gender are, and learn specific skills for moving through tensions associated with these “isms”)

♦    Apply seminar learnings to building more effective teams

♦    Discuss specific terms and definitions recommended for creating more cultural understanding


	
	
	
	
	
	


	Format 6 –

SIN 874-4


	CONFLICT
MANAGEMENT

COMM. 600,ADVANCED COMM. SKILLS
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Apply techniques of “word crafting” and “reframing” for positive outcomes, especially when asking for ideas, and opinions, and moving through tension

♦    Complete the Interpersonal Influence Inventory and understand the differences between assertive, passive, concealed aggressive, and open aggressive communication styles and the consequences of each

♦    Apply the skills of “constructive commenting” in delivering and receiving criticism, and in DEALING with DIFFICULT PEOPLE

♦    Use the “revisit-update” approach for relationship building and follow-up

♦    Understand the relationship of conflict management to work success, especially productivity and to both internal and external customer servicing

♦    Learn and practice the strategies of assertive/intentional communication to include body language, neutral listening and CARING COMPETENCIES™
♦    Practice a problem-focused conflict management model that can be used immediately for critical thinking, facilitation and team effectiveness



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	PRESENTATIONAL SPEAKING
	Length of Course
(# of Hrs/Days):
	3 Days

	GSA Price with Discount:
	$15,468.75

	Minimum Number of Participants:
	15

	Price Per Participant
	$904.00


	
	

	Commercial Price:
	$22,600.00
	Maximum Number of Participants:
	25

	Description of Class (Objectives)

♦   Increase skill and comfort in presentational speaking

♦   Learn 5 powerful techniques for successful presentations

♦   Practice mental models and relaxation techniques

♦   Review the top 10 mistakes that speakers make and how to avoid them

♦   Apply the principles of research and preparation to presentational speaking

♦   Become more adept at managing audiences of any size

♦   Prepare presentations using various media applications

Each participant will be video-taped and receive an interview quality tape of their presentation



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	CUSTOMER SERVICE
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Identify the basics of exquisite customer service, its relationship to leadership and its impact on morale and motivation

♦    Assess current skills in dealing with the public in direct contacts and by telephone

♦    Understand the concept of internal and external customers especially in addressing the “political nuances” and leadership needs of the organization

♦    Review the elements of leadership and professionalism and their links to customer service and establishing a caring culture

♦    Practice effective communication skills to respond to complaints, suggestions and requests in a knowledgeable, clear and polite manner


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	BENCHMARKING
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,025.00


	Minimum Number of Participants:
	35

	Price Per Participant
	$150.00


	
	

	Commercial Price:
	$7500.00
	Maximum Number of Participants:
	50

	Description of Class (Objectives)

♦   Review the history and benefits to the organization of benchmarking

♦   Determine which areas of organizational development to focus for benchmarking applications

♦   Learn the protocols of benchmarking 

♦   Decide who should be involved in benchmarking initiatives and why

♦   Select the organizations to benchmark and where to focus “best practices”


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	DEALING with DIFFICULT PEOPLE
	Length of Course
(# of Hrs/Days):
	2 Day

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Identify the more common kinds of difficult people

♦    Examine personal motives for managing relationships with difficult people in helpful ways

♦    Understand what makes people feel defensive and resistant

♦     Learn the difference between destructive and constructive conflict

♦    Complete a Conflict Style Inventory and determine areas for professional development

♦    Review and practice RESPONSING (more responsible) skills for positively dealing with difficult people



	
	
	
	
	
	

	Format 6 –

SIN 874-4
	DEALING with ANGRY PARTIES
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Assist angry parties in surfacing tensions in helpful ways

♦    Apply 5 techniques for helping angry parties to move through anger states.  These techniques include:

♦    Productive Spacing; Sanity Talking; The Revisit-Update

♦    The Feel-Felt-Found approach; Key Questions

♦    Journaling

♦    Help angry parties understand the difference between productive and counterproductive anger

♦    Provide approaches for avoiding the “blame-shame” game

♦    Teach angry parties how to cope with the anger of others, especially in avoiding “red-flag” words

♦    Use the A-L-E-R-T technique for constructive approaches to anger situations


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	EFFECTIVE LISTENING


	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$4,725.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Determine your current LISTENING skill development needs through assessment instruments

♦    Learn and practice LISTENING techniques to include how to identify and avoid “hot buttons”

♦    Review the benefits of improving your skill at LISTENING in the work environment and in your personal life

♦    Identify how the four key elements of good LISTENING apply to professional development

♦    Set specific goals for getting better and better at LISTENING



	
	
	
	
	
	

	Format 6 –

SIN 874-4
	EFFECTIVE WRITING
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives) 

♦    Get better results through written communications

♦    Enhance overall productivity and customer service

♦    Increase professional credibility  

♦    Improve confidence in writing

♦    Write the right message

♦    Avoid the 10 most common grammatical errors

♦    Apply the principles of email etiquette

Participants will learn the history of “gobble-de-gook” and how to avoid it.


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	EMPLOYEE MOTIVATION
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Identify major motivators and de-motivators associated with today’s workplace

♦    Apply motivational skills of clarifying communication, recognition and rewards, performance expectations and performance coaching

♦    Complete the Motivation and Morale Analysis Survey and apply those learnings to improving the work environment

♦    Conduct Work Environment Surveys effectively


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	ETHICAL BEHAVIOR
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	15

	Price Per Participant
	$304.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	25

	Description of Class (Objectives)

♦    Review the organization’s Ethics policy; refine and clarify as necessary

♦    Examine current ethical dilemmas and what may be promoting unethical behavior

♦    Apply the principles of ethics to navigating corporate culture

♦    Discuss the 10 most common ethical mistakes that employees make

♦    Compare current ethical and legal similarities

♦    Study current real case studies for workplace applications


	
	
	
	
	
	


	Format 6 –

SIN 874-4


	EXECUTIVE COACHING/EXECUTIVE INTERVIEWING
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    5 coaching techniques that will positively influence the manager/direct report relationship

♦    How to apply techniques to improve getting results through others, especially through the techniques of style reconciliation

♦    How to set performance goals for personal and professional development (coach for improved performance)

♦    How to coach managers and employees through difficult situations

♦    How to apply team development skills to management relationships

♦    How to reduce the complexity associated with managing managers and expand the mentor role

♦    How not to make the 22 biggest mistakes managers make



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	EXECUTIVE INTERVIEWING
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$304.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Identify the principles of successful interviewing

♦    Learn the purpose of 3 different kinds of interviews

♦    Review interview preparation techniques

♦    Study the major mistakes that interviewees make and how to avoid them

♦    Align interviewing skills with the Executive Core Qualifications


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	FUNDAMENTALS for MANAGERS and SUPERVISORS
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount::
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Recognize motivators and de-motivators in the work environment

♦    Identify and better understand the roles and responsibilities of supervisors

♦    Understand how communication styles impact supervisory effectiveness

♦    Enhance their effectiveness in the following fundamentals:

-- Listening; Delegation; Morale; Managing diversity

-- Managing conflict and grievances; Problem solving 

-- Performance management; Meeting management

-- Personal power and organizational politics; Ethics and legal issues

-- Managing problem employees



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	GETTING PAST IMPASSE
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Identify workable approaches to help others become more aware of their mental models and self-defeating behaviors and identify win-win impasse points

♦    Teach and provide skill application of the following techniques

♦    Impasse Charting

♦    PODS (Points of Departure)

♦    Relational Listening

♦    Left Column Analysis

♦    Appreciative Inquiry

♦    Apply a decision based forgiveness model for moving through 

impasse toward positive relationship building

♦    Assist parties in setting BIGS (“Beyond Impasse Goals”) 



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	INTERVIEWING SKILLS
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	15

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	25

	Description of Class (Objectives)

♦    Identify the principles of successful interviewing

♦    Learn the purpose of 3 different kinds of interviews

♦    Review interview preparation techniques

♦    Study the major mistakes that interviewees make and how to avoid them



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	LIFESTYLE PLANNING™
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Complete the WHEEL of LIFE:  Achieving Balance™, a planning document designed to provide the framework for follow-up to LifeStyle™ Planning and;

♦    Assess readiness for career transitioning as it relates to work, wellness, wealth, and relationships

♦    Examine the concept of RE-CAREERING™ in view of current and projected workplace/worklife trends

♦    Complete a LifeStyle™ Planning worksheet for specific planning elements that contribute to smooth transitions

♦    Formulate a series of goals and action plans for implementing a comprehensive and enjoyable approach to LifeStyle™ Planning


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	MEDIATION SKILLS for MANAGERS and SUPERVISORS
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Practice techniques for dealing with angry parties and getting past impasse

♦    Learn and practice CARING COMPETENCIES, to include wordcrafting, success planning, tension surfacing, constructive venting, and non-evaluative listening

♦    Apply performance questions to improve workplace behavior

♦    More effectively address diversity related issues, problems or concerns

♦    Use a relationship enhancement model to help employees (empower them) to more effectively manage their own interpersonal conflicts

♦    Utilize the principles of mediation to build more effective teams

♦    Improve their coaching techniques in the application of mediation skills



	
	
	
	
	
	

	Format 6 –

SIN 874-4
	NEGOTIATING SUCCESSFULLY
	Length of Course
(# of Hrs/Days):
	2

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Learn the basic concepts and skills necessary for successful negotiations

♦    Complete The Art of Negotiating Checklist and apply those learnings to improved negotiations effectiveness

♦    Practice effective communication techniques that will manage the stress and minimize the surprises associated with negotiations

♦    Identify the types of negotiating environments and how to prepare for them by completing Negotiations Workcharts

♦    Review “etiquette” and “protocols” necessary for successful negotiations



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	OFFICE MANAGEMENT for ADMINISTRATIVE PROFESSIONALS
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Better manage administrative requirements, taking charge of the office, demonstrating initiative, and becoming more effective and efficient

♦    Learn 5 powerful time management techniques through “power planning” and eliminating harmful and time robbing stressors

♦    Redefine and reaffirm the importance of professionalism and its impact on the role of the administrative professional

♦    Improve coordination and facilitation for getting things done through the use of assertive/intentional communication skills

♦    Gain appreciation for “making your boss and others look good”

♦    Understand and apply the concept of “Multiple Teams of Two”


	
	
	
	
	
	


	Format 6 –

SIN 874-4


	OVERCOMING NEGATIVITY/

MANAGING STRESS
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$217.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Understand the root causes of negativity and stress

♦    Review the differences between descriptive and dysfunctional negativity

♦    Learn and practice 5 powerful skills for overcoming personal negativity and helping others to overcome their negativity

♦    Learn 10 stress management techniques

♦    Complete a personal assessment and set 3 goals for sustaining behavior change in overcoming negativity and better managing stress



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	PERSONALITY TYPE
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	15

	Price Per Participant
	$152.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	50

	Description of Class (Objectives)

♦    Apply learnings from the Myers-Briggs Type Indicator and other personality instruments to interpersonal skill building

♦    Link the MBTI to the Interpersonal Influence Inventory for

understanding self and others

♦    Practice communication skills designed to build on understanding and valuing style differences

♦    Use personality type awareness to build effective teams and enhance personal and professional success in interpersonal relationships


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	PROFESSIONALISM/

OFFICE ETIQUETTE
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$152.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	50

	Description of Class

♦    Learn 6 professionalism and office etiquette factors that contribute directly to career and personal success

♦    Define and understand the differences between “unprofessional behavior” and professional behaviors in the workplace

♦    Recognize organizational culture and the influence of office politics

♦    Review the “Dirty Dozen” professionalism mistakes that contribute to derailing careers

♦    Set goals for improving the office environment



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	SEXUAL HARASSMENT
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount::
	$5,625.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$152.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	50

	Description of Class (Objectives)

♦    Define and describe sexual harassment as a productivity issue

♦    Understand the historical development for addressing sexual harassment issues from both a legal and ethical overview

♦    Review the links to sexual harassment and legal issues

♦    Broaden understanding of what is and is not sexual harassment

♦    Discuss employer and individual liability 

♦    Describe the impact of sexual harassment on employee morale 

♦    List ways of preventing sexual harassment

♦    Learn and practice skills for confronting sexual harassment


	
	
	
	
	
	


	Format 6 –

SIN 874-4


	STRATEGIC THINKING/

EMOTIONAL INTELLIGENCE/

CHANGE MANAGEMENT
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount::
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Expand understanding of STRATEGIC THINKING and EMOTIONAL INTELLIGENCE and their applications to leadership and career success

♦    Review the purpose of STRATEGIC THINKING

♦    Complete a strategic mindset evaluation and EMOTIONAL INTELLIGENCE assessment

♦    Learn the major principles of STRATEGIC THINKING and EMOTIONAL INTELLIGENCE with links to impacting environments and people in constructive ways

♦    Practice critical “mental models” necessary for successful application of STRATEGIC THINKING

♦    Improve personal and professional effectiveness in applying the practices of EMOTIONAL INTELLIGENCE

♦    Learn the principles of managing change and how to apply both STRATEGIC THINKING and EMOTIONAL INTELLIGENCE to successfully managing change


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	TEAMBUILDING
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	10

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Establish more effective teams

♦    Provide clearer guidance for teamwork

♦    Transfer team development skills to work environments

♦    Apply conflict management skills based on CARING 

COMPETENCIES to teamwork

♦    Facilitate more effective outcomes related to teamwork

♦    Model more effective teamwork skills

♦    Define and clarify team member roles

♦    Complete the Team Effectiveness Profile and set goals for becoming an even more successful team



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	TELEPHONE TECHNIQUES
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$152.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	50

	Description of Class (Objectives)

♦    Assess current skills in telephone applications

Identify the 5 basic rules of telephone responsiveness

♦    Differentiate between internal and external telephone customers and when to apply flexibility

♦    Practice effective telephone communication skills (CARING COMPETENCIES) for responding to complaints, accents, suggestions, requests, and particularly irate customers in a knowledgeable, clear and polite manner

♦    Learn how to use the telephone as a problem-solving tool

♦    Apply customer service standards to professionalism and teamwork


	
	
	
	
	
	


	Format 6 –

SIN 874-4
	TRANSFORMATIONAL LEADERSHIP
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	25

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Understand how transformational leadership, power, and influence contribute to business success, especially in supporting change, team facilitation, critical thinking, conflict resolution, customer servicing, and quality applications.

♦    Increase competencies in leadership through focus on vision, mission, values, and guiding principles

♦    Define the characteristics of the transformational leader, differentiating between leadership and management

♦    Develop transformational leadership vision focus and supporting icons for communicating more assertively 

♦    Identify elements and sources of personal power and political savvy



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	WHEEL of LIFE/BALANCE
	Length of Course
(# of Hrs/Days):
	1 Day

	GSA Price with Discount:
	$5,625.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$152.00


	
	

	Commercial Price:
	$7600.00
	Maximum Number of Participants:
	50

	Description of Class (Objectives)

As a result of attending this intensive professional development seminar, you will be more able to focus your energies in the 5 major areas requiring balance so that you are:

♦    Doing professionally rewarding WORK

♦    Exhibiting more effective COMMUNICATION SKILLS in building POSITIVE RELATIONSHIPS

♦    Experiencing the joy of HEALTH and WELLNESS in mind and body

♦    Seeking and understanding the SPIRITUAL context of life

♦    Achieving FINANCIAL FITNESS
You will complete THE WHEEL of LIFE, a life-career planning document designed to provide the framework for follow-up to this program and to assist you in meeting your professional development goals.



	
	
	
	
	
	


	Format 6 –

SIN 874-4
	WORKFORCE DIVERSITY
	Length of Course
(# of Hrs/Days):
	2 Days

	GSA Price with Discount:
	$10,650.00


	Minimum Number of Participants:
	20

	Price Per Participant
	$405.00


	
	

	Commercial Price:
	$14,200.00
	Maximum Number of Participants:
	35

	Description of Class (Objectives)

♦    Increase knowledge and practice of understanding and valuing diversity based on the AWARENESS-CHOICE-CHANGE Model

♦    Understand the impact of workforce diversity on success in building positive working relationships

♦    Examine current and future workforce trends that impact diversity

♦    Enhance communication effectiveness and sensitivity around issues related to gender, race, ethnicity, and individual perspectives.  (Participants will know exactly what sexism, racism, and other “isms” are beyond race and gender, and learn specific skills for moving through tensions associated with their “isms”)

♦    Apply seminar learnings to building more effective teams

♦    Increase success in problem solving

♦    Align workforce diversity initiatives with organization mission, vision and values


	
	
	
	
	
	


SUPPORT PRODUCTS  - OFF-THE-SHELF (NON-PRODUCTION):

Sin 874-5

	
	

	Category:
	GSA Rate with discount:

	Workbooks
	$11.25 each

	
	

	Training manuals
	$13.50 each

	
	

	Slides
	$4.50 each

	
	

	State-of-the-art computer based training
	$1,196.25

	
	

	Audio-cassette tapes
	$11.25 each

	
	

	Videotapes
	$1,196.25

	
	

	Overhead transparencies
	$3.00 each

	
	

	Interactive training services
	$731.25

	
	

	CD-ROMs
	$6.75 each

	
	

	Advanced presentation media
	$446.25

	
	

	Assessment/survey instruments
	$48.75 Package

	
	

	Satellite or internet broadcast media
	$5,625.00

	
	


SUPPORT PRODUCTS  - CUSTOM-DESIGNED:

Sin 874-6

	
	

	Category:
	GSA Rate with discount:

	
	

	Workbooks
	$33.75 each

	
	

	Training manuals
	$40.50 each

	
	

	Slides
	$13.50 each

	
	

	State-of-the-art computer based training
	$3,588.75

	
	

	Audio-cassette tapes
	$33.75 each

	
	

	Videotapes
	$3,588.75

	
	

	Overhead transparencies
	$9.00 each

	
	

	Interactive training services
	$2,193.75

	
	

	CD-ROMs
	$20.25 each

	
	

	Advanced presentation media
	$1,338.75

	
	

	Assessment/survey instruments
	$243.75 Package

	
	

	Satellite or internet broadcast media
	$22,500.00
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