PACKERLAND CHAPTER

INSTITUTE OF MANAGEMENT ACCOUNTANTS

Professional Development Seminar

Tuesday, October 24, 2006

12:45pm-4:45pm

Howard Johnson Inn & Conference Center
 2580 S Ashland Ave, Green Bay, WI   (920) 499-5121)
Business Communication:

How to Say What You Mean and Get What You Want

Overview:
We are living in the information age.  Yet we spend precious little time preparing the information coming from our mouths, memos and e-mails.  Brilliance and technical excellence can only take you so far.  Today, the people who excel in the business world are those who can communicate their ideas and expertise to others.

Take your writing and presenting skills to the next level by joining us for this afternoon program.

Goals:
You will learn how to:

· Organize your memos for clarity, conciseness and clout

· Write e-mails that get results

· Give effective and engaging presentations

Some of the key skills you’ll learn:

· Using e-mail subject lines for maximum effect

· Choosing the best mode of communication

· Interacting smoothly with your audio visuals

· Creating effective PowerPoint presentations

· Developing an interesting voice

Presenter:

Wendy Warren Grapentine is a former newscaster at the ABC affiliate in Madison, Wisconsin.  After twelve years of anchoring the evening news, she transferred her communications skills to the business world.  She now teaches business writing and presentation skills through the Executive Education department of the University of Wisconsin-Madison and her own company, “Straight to the Point-Business Communication for a Busy World”.

Who Should Attend:

         Any employee, supervisor or manager of all ages, experience or occupations.

For Additional Information Contact:

         Dale J. Ducat, CPA


(920) 954-8288
dducat@new.rr.com

         Jim H. Kiekhaefer, CPA, CMA

(920) 621-3001
jimk@netnet.net
Registration:

          Seating is limited.  Last day to register is October 17, 2006.

          Mail registration form and a check for $125 payable to IMA-Packerland Chapter to:

          Dale J. Ducat, CPA, PO Box 1934, Appleton, WI  54912-1934

REGISTRATION FORM

________________________________________________________________________

Participant’s Name and Title

Company Name

Address, City, State and Zip

________________________________________________________________________

Telephone and E-Mail

Agenda

12:45pm-4:45pm

12:45-1:15

Program overview and introductions

1:15-2:00

Creating Effective Memos

· Organization

· Format

· Tone and Image

2:00-2:15

Break

2:15-3:00

E-mail

· When and how to use it

· Organization

· Subject lines

3:00-3:15

Planning a presentation

3:15-3:30

Break

3:30-4:15

Tips and techniques for strong presentations

· Organization

· Vocal variation

· A/V variety and interaction

4:15-4:45

Power Point

· Content

· Structure

· Squint Test

