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In such an environment, employees who can write
clearly, concisely and professionally may well give
you a competitive advantage in your market.

Inside you'll find information about the many ways
Helen Wilkie can help your employees, at all levels,
improve this critical skillset.

A study by The National Commission on Writing
found:

•  The average executive spends four hours a day reading
letters, e-mails and reports. 80% of executives surveyed say much
time is wasted trying to understand and absorb the meaning of
poorly written materials.

• Poorly written messages not only waste time and money,
but can damage a company's image or reputation.

• Many important ideas never see the light of day because
those who have them don't have the ability to advocate them in
writing.

Do employees’ writing skills
really matter?



Helen's 9 Rules for Better Business Writing:
a 60-90 minute program suitable for an in-house
Lunch and Learn program or a conference workshop.

The program includes such topics as
• how to write for your reader
• the value of simple words
• how to cut out ‘fluff’
• using gender-neutral language
• the importance of grammar and syntax
• using the right word in the right place
• injecting vigor into your writing, and
• how to untangle complicated sentences.

If your people need to learn about writing in a limited
time span, this program is the answer.

Effective Business Writing: the one-day workshop

This is small-group learning at its most practical. The
program identifies the main barriers to communication
and provides techniques to eliminate them.

In examining the three units of writing (the word, the
sentence and the paragraph) as well as overall
message structure, the emphasis is always on writing
as a tool to communicate business messages.
Participants bring samples of their writing, which are
used in a facilitated group editing exercise—often
cited as the most beneficial part of the workshop.

This workshop includes a unique follow-up program,
consisting of a series of e-mails sent to each participant
over the course of a year following the event. This
helps them stay on track with the new learning and
avoid backsliding to their old ways.

Because of its interactive nature, this workshop is
limited to ten participants.

Six-part Business Writing Course:
for those who want more in-depth content, with time
for practice and implementation.

The course consists of six weekly 2-hour sessions,
each building on the previous sessions. Assessments
and self-monitoring instruments are included, and
group editing using participants' own work forms a
part of all sessions except the first. The course also
includes individual e-mail follow-up for twelve months
after the course ends.

A breakdown of the content is available on request.

Get to Grips with Grammar:
a non-technical approach

Rather than take participants through the complex
rules of grammar (which would take much too long in
any case), this program teaches grammar usage
through examples. It is upbeat and lively, and
participants have reported not only learning rules and
guidelines they never knew before, but also having
fun in the process!

This topic can be adapted to several timeframes.

Hidden Profit Center Writing:
a practical use of applied communication,
as discussed in Helen's book, "The
Hidden Profit Center."

The message of the book is that poor
communication (not just in writing but in
all its forms) is very expensive for
organizations of all kinds. This half-day
writing program therefore focuses on
writing quickly and with purpose, reducing
the need for rewriting and clarification.
This not only reduces stress, but also
saves large amounts of money through
more efficient use of time.

General Business
Writing Programs



Writing to Influence:
a half-day workshop in which participants learn to
write persuasively, whether in promotional materials
or everyday business communication.

The content includes how to establish credibility, shift
to the reader's perspective, frame the message and
make ideas stand out. At the end of this session,
participants will know how to persuade skeptics,
overcome resistance and even motivate those who
don't really care about the message.

This is a fascinating, yet practical, exercising in how
to apply the psychology of persuasion in writing.

Helen's 9 Rules for Publishable Prose
a 60-90 minute program suitable for an in-house Lunch
and Learn program or a conference workshop.

This program is for professionals in any field who want
to showcase their expertise and raise their profiles by
writing and publishing articles.

The program has a dual focus: how to structure and
write articles that please editors as well as readers,
and how to work with publications to get the words into
print—or onto the Internet.

As an option, this session can be followed by individual
or small-group sessions to coach participants through
various aspects of the process so that they actually do
publish their articles.

Many firms demand that their professionals publish
articles, but seldom help them learn how to do it. This
program was created for them.

Promotional Copywriting:
a half-day, hands-on workshop for those whose jobs
entail writing client newsletters, advertisements, public
relations or promotional materials.

The workshop includes
• the elements of effective copy
• headlines that make people want to read on
• tailoring the information for different audiences
• the use of emotion in copy, and
• differences between promotional writing and
  ordinary business writing.

The program concludes with a hands-on exercise in
which participants write copy to promote a specific
product through various media.

Special-Purpose
Writing Programs



The Business Writing Course on CD

Consisting of ten separate modules, this multi-media
self-study course makes use of screen capture video
technology to create a learning experience each user
can adapt to his or her own needs. Each module begins
with a brief live action videoclip in which Helen introduces
the topic. It then moves into a PowerPoint presentation
with detailed lesson commentary by Helen. The
experience is very similar to taking part in one of Helen's
training programs, but at the participant's own computer,
on his or her own schedule.

To sample the course, visit
http://www.business-writing-course-on-cd.com
and watch Module 1 in its entirety. Order the course
online at the same site or call 416-966-5023 for quantity
discount information.

101 Grammar Gaffes and How to Correct Them

This popular little book takes a non-technical approach
to the most common grammatical mistakes Helen sees
in the workplace.

For each of the 101 points there are three parts: the
gaffe, the problem, the fix. Illustrating the points through
examples eliminates the need for long, involved
explanations of the rules of grammar—a great relief
for most busy readers!

Order the spiral bound printed book or a downloadable
e-book in pdf format at
http://mhwcom.com/pages/101grammargaffes.html
or call 416-966-5023 for quantity discount information.

“Focus on...”

Helen has produced a growing number of short reports
under the general title of "Focus On...", two of which
focus on aspects of writing.

In “Focus On...The Anatomy of a Business Letter” she
discusses the components of a letter: opening, body
and close. She explains how to write each piece
effectively, and then illustrates with practical examples.

In “Focus on...E-mail” she looks at the two vital aspects
of e-mail: how to write it and how to manage it.

Order both reports online at
http://www.mhwcom.com/pages/bookslearningtools.html

Products and
Learning Tools

Helen’s Twice-weekly Writing Tips

This is a free service, in which two brief writing tips
are delivered by e-mail every week. Some focus on
grammar, others on usage—all are practical and
useful.

Subscribe at http://www.writingandgrammartips.com

Helen’s 9 Rules for Better Business Writing
on CD

Helen conducted a teleseminar on this very popular
“9 Rules” program. The CD contains a live recording
of the program in MP3 format, as well as a complete
transcript—ideal for those who like to listen or those
who prefer to read.

Order at http://mhwcom.com/pages/9ruleswriting.html

Helen Wilkie has been helping people improve their writing skills since 1990. Her clients include corporations, associations, legal
and other professional firms, and government. Her range of writing topics, programs and learning tools continues to expand in

response to client needs and requests.

Sample Helen’s platform style and audience response by visiting http://www.mhwcom.com and viewing the videoclips.

To discuss your organization’s training needs in the area of business writing (or indeed other aspects of communication), please
call Helen at 416-966-5023 or e-mail hwilkie@mhwcom.com to explore how she can help.

MHW Communications, 90 Warren Road, Suite 202, Toronto, Ontario, Canada M4V 2S2
http://www.mhwcom.com


