






P A L M D A L E  W A T E R  D I S T R I C T

B O A R D  M E M O R A N D U M  

DATE: March 4, 2014 March 12, 2014 

TO: BOARD OF DIRECTORS Board Meeting 

FROM: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 6.3 – APPROVAL OF DISTRICT MEMBERSHIP 
IN GREATER ANTELOPE VALLEY ECONOMIC ALLIANCE.  

Recommendation: 

Staff recommends the Board approve District membership in the Greater Antelope Valley 
Economic Alliance (GAVEA) in the amount of $2,500.00. 

Alternative Options: 

The alternative is to not continue District membership. 

Impact of Taking No Action: 

The District will not be a member of GAVEA. 

Background: 

The District has been a member of GAVEA since 2005 and continues to benefit from the 
information, reports, and data provided by this organization. 

Strategic Plan Element: 

This work is part of Strategic Element 6.0 Financial Management. 

Budget: 

This is under Budget Item No. 1-02-4165-000 Memberships/Subscriptions. 

Supporting Documents: 

 GAVEA invoice dated 3/3/14 in the amount of $2,500.00.

AGENDA ITEM NO. 6.3





P A L M D A L E    
W A T E R   D I S T R I C T 

B O A R D   M E M O R A N D U M 

DATE: March 6, 2014  March 12, 2014 

TO:  BOARD OF DIRECTORS  Board Meeting 

FROM: Mr. Bob Egan, Financial Advisor 

RE: AGENDA ITEM NO. 7.1 – STATUS REPORT ON CASH FLOW STATEMENT  
AND CURRENT CASH BALANCES AS OF JANUARY 31, 2014 

Attached is the Investment Funds Report and current cash balance as of January 31, 2014.  The 
reports will be reviewed in detail at the Board meeting. 

AGENDA ITEM NO. 7.1



PALMDALE WATER DISTRICT
INVESTMENT FUNDS REPORT

January-14 December-13
DESCR

CASH
0-0103 Citizens/US Bank - Checking 458,642.37 1,258,328.82
0-0104 Citizens- Merchant 139,762.21 120,156.09

Bank cash 598,404.58 1,378,484.91

0-0119 300.00 300.00
0-0120 3,400.00 3,400.00

TOTAL CASH 602,104.58 1,382,184.91
INVESTMENTS

0-0110 UBS ACCOUNT SS 11469 GG 
6,219,958.02 5,582,976.73

250,000.00 250,000.00
6,469,958.02 5,832,976.73

0-1110 UBS ACCOUNT SS 11475 GG
250,000.00 250,000.00
200,400.97 200,393.18
450,400.97 450,393.18

0-0115 LAIF 11,712.80 11,705.26

0-0111 UBS ACCOUNT SS 11432 GG
250,000.00 250,000.00

77,565.15 74,557.54

Accrued interest 7,243.11 6,741.98
US GOVERNMENT SECURITIES:

ISSUE EXPIR MARKET MARKET
DATE ISSUER DATE RATE PAR VALUE VALUE

FNMA 10/26/15 1.625 500,000 511,220.00 510,925.00

FNMA 06/28/17 1.125 500,000 500,840.00 499,480.00

FNMA 07/17/17 1.2 500,000 498,510.00 496,055.00

FHLB 12/28/17 0.95 500,000 493,005.00 488,525.00

2,000,000 2,003,575.00 1,994,985.00
CD'S

1 Bank of India 05/07/14 0.50 240,000 240,028.80 239,997.60
2 Bank of Baroda 11/12/14 0.45 240,000 239,796.00 239,604.00
3 GE Capital Bank 05/01/15 0.60 64,000 63,921.92 63,861.12
4 Ally Bank 05/06/15 0.60 240,000 239,697.60 239,464.80
5 Sallie Mae Bank 11/06/15 0.85 240,000 239,978.40 239,611.20
6 Goldman Sachs Bk 11/07/16 1.00 240,000 238,982.40 239,124.00
7 CIT Bank 11/06/17 1.60 240,000 239,872.80 239,150.40
8 BMW Bank 11/15/18 2.00 240,000 239,402.40 238,903.20

1,744,000 1,741,680 1,739,716

4,080,063.58 4,066,000.84

TOTAL INVESTMENTS 11,012,135.37 10,361,076.01

UBS ACCOUNT SS 24016 Rate Stabilization Fund 480,006.00 480,000

GRAND TOTAL CASH AND INVESTMENTS         12,094,245.95 12,223,260.92

Summary:
Checking 602,105 Incr (Decr) (129,014.97)
UBS MM 6,920,359
LAIF 11,713
UBS Investment 4,080,064
Rate Stab fund 480,006 BNY Mellon

Total 12,094,246 Construction 7,488,642.96 7,772,070.99

UBS RMA Government Portfolio

TOTAL MANAGED ACCOUNT

UBS RMA Government Portfolio
UBS Bank USA Dep acct

UBS Bank USA Dep acct
UBS RMA Government Portfolio

UBS Bank USA Dep acct

January 31, 2014

PETTY CASH
CASH ON HAND



02/22/14

     Water Sales

`
Beginning Balance

    Water  Receipts
     Other
Total Operating Revenue

Operating Expenses:
     Total Operating Expenses excl GAC

Non-Operating Revenue Expensess:
     Assessments, net 
     Special Avek CIF Payment
     Interest
     Mkt adj
    Grant Re-imbursement
     Capital Improvement Fees

    DWR Refund/( payment )
     Other /Palmdale Redevel Agncy
Total Non-Operating Revenues

Capital Expenditures  
GAC
SWP Capitalized
Prepaid Insurance (paid) refunded
Bond Payments Interest
                          Principal
System Work for AVEK
Butte payments
Capital leases
Legal adjudication fees
Total Cash Ending Balance

2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014 2014
January February March April May June July August September October November December
1,649,955 1,614,000 1,693,000 1,859,000 2,005,000 2,163,000 2,302,000 2,457,000 2,505,000 2,288,000 2,076,000 1,766,000
1,649,955 1,614,000 1,693,000 1,859,000 2,005,000 2,163,000 2,302,000 2,457,000 2,505,000 2,288,000 2,076,000 1,766,000

12,223,261 12,094,245 12,051,952 10,147,900 11,638,773 11,984,571 12,055,047 11,668,155 11,677,301 9,751,945 8,777,002 9,095,577

1,955,377 1,614,000 1,693,000 1,859,000 2,005,000 2,163,000 2,302,000 2,457,000 2,505,000 2,288,000 2,076,000 1,766,000

1,955,377 1,614,000 1,693,000 1,859,000 2,005,000 2,163,000 2,302,000 2,457,000 2,505,000 2,288,000 2,076,000 1,766,000

2,060,493 1,830,000 1,830,000 1,722,800 1,952,000 1,976,400 2,171,600 2,171,600 2,196,000 2,196,000 1,830,000 1,708,000

636,921 310,800 2,500 2,036,100 634,000 6,300 311,000 145,000 237,000 2,647,000

3,782 2,083 2,083 2,083 2,083 2,083 2,083 2,083 2,083 2,083 2,083 2,083
10,554

90,000 6,667 6,667 6,667 6,667 6,667 6,667 6,667 6,667 6,667

10,079 55,833 55,833 55,833 55,833 55,833 55,833 55,833 55,833 55,833 55,833 55,833
661,336 368,717 150,417 2,100,683 698,583 70,883 375,583 209,583 64,583 64,583 301,583 2,711,583

(106,595) (61,000) (62,000) (105,000) (55,000) (53,000) (82,000) (100,000) (50,000) (10,000) (95,000) (18,000)
(216,776) (216,829) (216,829) (315,518) (43,583)

(578,181) (118,142) (142,503) (118,142) (118,141) (118,140) (578,178) (118,140) (146,976) (118,140) (118,140) (118,139)
(66,000) (35,000) (165,000)

(1,126,124) (1,118,296)
(504,974) (967,800)

(507,000) (507,000)
(460) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868) (15,868)

12,094,245 12,051,952 10,147,900 11,638,773 11,984,571 12,055,047 11,668,155 11,677,301 9,751,945 8,777,002 9,095,577 11,669,571
Budget 10,756,000

diff 913,571



P A L M D A L E    
W A T E R   D I S T R I C T 

B O A R D   M E M O R A N D U M 
 
DATE:  February 26, 2014     March 12, 2014 
TO:  BOARD OF DIRECTORS    Board Meeting 
FROM: Michael Williams, Finance Manager/CFO 

VIA:  Mr. Dennis LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 7.2 – STATUS REPORT ON 2014 FINANCIAL 
STATEMENTS, REVENUE AND EXPENSE AND DEPARTMENTAL BUDGET 
REPORTS FOR JANUARY 31, 2014   

 
Discussion: 
 
Presented here are the Balance Sheet and Profit/Loss Statement for the period ending January 31, 
2014. Also included are Year-To-Year Comparisons and Month-To-Month Comparisons for 
both revenue and expense. Finally, I have provided individual departmental budget reports for 
the month of January, 2014. 
 
This is the first month of the District’s Budget Year 2014.  The target percentage is 8.3%.  
Revenues ideally are at or above, and expenditures ideally are below. 
 
Balance Sheet: 

 Page 1 is our balance sheet on January 31, 2014.   
 Most significant change is our Assessments Receivable has decreased by $600K due to 

the payment received in this month. 
 
Profit/Loss Statement: 

 Page 3 is our profit/loss statement on January 31, 2014. 
 Operating revenue is at 6.7% of budget.  It’s early in the budget year, and January is a 

low consumption month. The percentages are usually lower than target this time of year. 
 Cash operating expense is at 8.3% of budget.  
 Three departments are over the target 8.3%.  Those are Administration, Engineering and 

Finance.  I will discuss in more detail later in the report.   
 
Year-To-Year Comparison P&L: 

 Page 7 is our comparison of January, 2013 to January, 2014. 
 Total operating revenue is about even.  
 Operating expenditures are up by $750K, or 59%.  There were three departments that 

made some budgeted expenditures early in the budget year as compared to last year. 
 Page 8 is a graphic presentation of the water consumption comparison. Units billed in 

acre feet were up by 33, or 3.5%.  Total revenue per unit sold is down $0.14, or 3.49%, 
and total revenue per connection is down $0.29, or .5%. 
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FINANCE COMMITTEE 
PALMDALE WATER DISTRICT 

VIA:  Mr. Dennis LaMoreaux, General Manager  -2-  February 26, 2014 

Revenue Analysis Year-To-Date: 
 Page 9 is our comparison of revenue, year-to-date.
 Operating revenue through January, 2014 is about even compared to 2013.
 Retail water sales are down by $11K from last year. This is an indication less customers

are exceeding their water budget allocation this month, because we sold more water this
year than last.

 Revenue for January, 2014 is at 6.76% of budget; last year we were at 7.22% of budget,
but our revenue budget number is higher this year by $1.3MM.

Expense Analysis Year-To-Date: 
 Page 11 is our comparison of expense, year-to-date.
 Cash Operating Expenses through January, 2014 are up by $750K, or 37%, compared to

2013, again due to early budget year departmental expenses.
 Total Expenses are up $718K, or 31%, for the same reasons.

Departments: 
 Pages 14 through 22 are detailed budgets of each department.  As stated earlier, three

departments are over the target percentage. Those are Administration, Engineering, and 
Finance. 

 Page 15 is Administration.  There was a payment of $590K on the Woods Settlement that
makes the percentage high early in the year. 

 Page 16 is Engineering.  There was a payment of $40K for the GIS system that makes the
percentage high. 

 Page 19 is Finance.  There were some repairs on large meters performed.  These repairs
were pending from previous year and finally completed in January. There is the 
continued expense of meter exchanges. Finally, there were beginning of the year 
purchases for supplies and forms.  Again, these purchases in the beginning of the year 
cause the percentage to show high. 

Non-Cash Definitions: 

Depreciation:  This is the spreading of the total expense of a capital asset over the expected life 
of that asset. 

OPEB Accrual Expense:  Other Post Employment Benefits (OPEB) is the recognized annual 
required contribution to the benefit.  The amount is actuarially determined in accordance with the 
parameters of GASB 45.  The amount represents a level of funding that, if paid on an ongoing 
basis, is projected to cover normal cost each year. 

Bad Debt:  The uncollectible accounts receivable that has been written off. 

Service Cost Construction:  The value of material, parts & supplies from inventory used to 
construct, repair and maintain our asset infrastructure. 

Capitalized Construction:  The value of our labor force used to construct our asset 
infrastructure. 















































AGENDA ITEM NO. 7.3





P A L M D A L E  W A T E R  D I S T R I C T

B O A R D  M E M O R A N D U M  

DATE: March 5, 2014 March 12, 2014 

TO: BOARD OF DIRECTORS Board Meeting 

FROM: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 7.4  – CONSIDERATION AND POSSIBLE ACTION 
ON CONTRACT SERVICES AGREEMENT FOR GENERAL COUNSEL 
SERVICES BETWEEN THE DISTRICT AND ALESHIRE & WYNDER 
LLP. 

Recommendation: 

Staff recommends the Board approve the Contract Services Agreement for General 
Counsel Services between the District and Aleshire & Wynder LLP. 

Background: 

With the assistance of The Mathis Group, a Request for Proposals for providing general 
legal services for the District was developed and issued. These proposals were reviewed 
by an Ad Hoc Committee, Dr. Mathis, and staff. The Board then conducted extensive 
interviews and selected the firm of Aleshire & Wynder LLP to provide general counsel 
services for the District. The attached Agreement outlines the services and fee schedule 
for Aleshire & Wynder.  

Strategic Plan Element: 

This work is part of Strategic Element 5.0 Administrative Management. 

Budget: 

This is under Budget Item No.1-02-4140-000 Legal Services. 

Supporting Documents: 

 Contract Services Agreement for General Counsel Services between the District
and Aleshire & Wynder LLP

AGENDA ITEM NO. 7.4























P A L M D A L E  W A T E R  D I S T R I C T

B O A R D  M E M O R A N D U M  

DATE: March 5, 2014 March 12, 2014 

TO: BOARD OF DIRECTORS Board Meeting 

FROM: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 7.5 – CONSIDERATION AND POSSIBLE ACTION 
ON PROPOSAL RECEIVED FROM THE MATHIS GROUP FOR 
RECRUITMENT OF PIO/CONSERVATION REVISED POSITION. 

Recommendation: 

Staff recommends the Board approve the proposal received from The Mathis Group for 
the recruitment of the PIO/Conservation revised position in the not-to-exceed amount of 
$15,560.00. 

Alternative Options: 

The alternative option is for District staff to develop a job description and recruit for a 
PIO/Conservation position. 

Impact of Taking No Action: 

If no action is taken on this item, District staff would need to develop a job description 
and recruit for a PIO/Conservation position in order to comply with recently approved 
Resolution No. 14-6. 

Background: 

Mrs. Claudette Beck, former Water Conservation Supervisor, retired in December, 2013. 
Due to the drought situation in California, the District determined that the Water 
Conservation Supervisor position is a critically needed position, and entered into a 
Temporary Employment Agreement with Retired Annuitant Claudette Beck and adopted 
Resolution No. 14-6 Authorizing an Exception to the 180-Day Wait Period Under 
Government Code Sections 7522.56 and 21221(h) for the temporary employment of 
Retired Annuitant Claudette Beck. One of the provisions of Resolution No. 14-6 is that 
the District must be actively recruiting to fill the Water Conservation Supervisor position.  

At the last regular Board meeting, staff was given direction to contact The Mathis Group 
and obtain a proposal to recruit for a Community & Government Affairs 
Coordinator/Water Conservation Supervisor position. This proposal is attached. 

AGENDA ITEM NO. 7.5
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BOARD OF DIRECTORS 
PALMDALE WATER DISTRICT       March 5, 2014 

Strategic Plan Element: 

This work is part of Strategic Element 4.0 Personnel Management. 

Budget: 

This is under Budget Item No. 1-02-4140-000 Consultants. 

Supporting Documents: 

 Mathis Consulting Group Proposal for Recruitment of PIO/Conservation Revised
Position



 

  
 

www.MathisGroup.net 1 
 

March 3, 2014 
 
 
To:   Dennis LaMoreaux, General Manager 
  Palmdale Water District 
 
From:  William Mathis, PhD.  
  Management Consultant/Recruiter 
 
RE:   Proposal for Recruitment of PIO/Conservation Revised Position 
 
 
Thank you for the invitation to provide review of recruitment of a PIO Manager and 
revisioned job description for combined PIO and Conservation Manager. 
 
Per request of President MacLaren, we are offering a proposal for merging job 
descriptions and recruitment of a new PIO and Manager of conservation efforts for 
PWD.  This position will largely supplant the current role of Conservation Manager so 
the District will see little increase in the actual employee count. 
 
Recruitment of PIO/Conservation Manager 
 
One of the conclusions from the Mathis Study 2013 recommends hiring a veteran (10 yr. 
experience) PIO manager and professional that can coordinate and lead an effective 
public outreach process for PWD and 218 process.  The re-writing of the job description 
and recruitment will ensure applicants have the skills necessary for managing 
conservation efforts and outcomes as well as a new effort of social media and public 
outreach for the District. Routine guidelines pertaining to news articles and covering 
Board and District and cities coverage will be within the position’s scope of work. A 
professional profile will be put into a brochure to ensure that the best candidate is 
recruited ASAP.  
 
Activities 
 

1. Consult with General Manager and Board on this new position with the traits 
desired. GM to provide final approval of this staff position reporting to the GM.  
 



Palmdale Water District ~ Proposal for Recruitment 
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2. Prepare and submit advertisements to 2-3 publications for an experienced PIO
(Jobs Available); to be paid by District.  Ads will be sent directly by consultant to
known and capable professionals

3. Set dates for interviewing the top 5-6 applicants who meet criteria attached in the
brochure/new job description.

4. GM and Board will provide a selection process even as the Manager works for the
General Manger. This key appointment must maintain support of Board and
Staff. Trust and competence are key indicators as well as knowing fundamentals
of public communications, social media, newsletter and general public education.

5. Mathis group will background finalist’s education, job experience and personal
credibility.

6. Dr. Mathis may assist GM in final negotiation of benefits and start dates.

Cost 

Recruitment and re-write PIO/Conservation  
Manager Position  $15,950 
(Expenses not to exceed)      3,500 

_____  
$19,450  

Client Discount 20%  $3,890 

Total Cost $15,560  

Dr. Bill Mathis 
__________________________ _____________________________ 
Dennis LaMoreaux, General Manager R. William Mathis, Management Recruiter 



P A L M D A L E  W A T E R  D I S T R I C T  

B O A R D  M E M O R A N D U M  

DATE: March 5, 2014   March 12, 2014 

TO: BOARD OF DIRECTORS  Board Meeting 

FROM: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 7.6 – CONSIDERATION AND POSSIBLE ACTION 
ON PROPOSAL RECEIVED FROM THE MATHIS GROUP FOR 
CONDUCTING ADMINISTRATIVE / EXECUTIVE ASSISTANTS 
ORIENTATION AND COACHING. 

 

 
Recommendation: 
 
Staff recommends the Board approve the proposal received from The Mathis Group for 
conducting Administrative/Executive Assistants orientation and coaching in the not-to-
exceed amount of $5,500.00. 
 
Alternative Options: 
 
The alternative option is to not conduct this orientation and coaching. 
 
Impact of Taking No Action: 
 
The orientation and coaching sessions would not take place. 
 
Background: 
 
The results of the Organizational Assessment conducted by The Mathis Group include 
recommendations to reclassify several positions. As a result, The Mathis Group has 
recommended orientation and coaching for support staff. 
 
Strategic Plan Element: 
 
This work is part of Strategic Element 4.0 Personnel Management. 
 
Budget: 
 
This is under Budget Item No. 1-02-4140-000 Consultants. 
 
Supporting Documents: 
 
 Mathis Consulting Group Proposal for Administrative/Executive Assistants 

Orientation and Coaching 

AGENDA ITEM NO. 7.6
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March 2, 2014 
 
 
TO:  Dennis LaMoreaux, General Manager 
  Palmdale Water District 
 
FROM: Janice Mathis 
  Management Consultant 
 
RE:  Administrative/Executive Assistants Orientation and Coaching 
 
 

 

 
In recognition of the new culture being created at PWD, there is clear awareness for key 
executives to delegate, clarify roles, initiate new procedures, and measure the effective 
support services into a clearly powerful asset to key managers that include GM, AGM, 
Division Managers and others designated by the GM and AGM. 
 
Activities would include: 
 

1. Interview and obtain lists of areas (initially) that the /Executive Assistant should 
expect from GM and AGM who will have new and clarified support; 
 

2. Assist current staff in developing a new orientation plan for the Executive 
Assistant/Office Manager.  This orientation should include familiarity with all 
business, production and facilities within the PWD.  The orientation will include 
meeting executive assistants to other 7-10 Districts, the Board, and special 
entities defined by the GM 
 

3. Assess with Dr. Mathis the initial negotiation areas with each key executive.  
General areas will include: 
 
 Schedule control and gate-keeping 
 Method of communication preferred by executives 
 Routine updates accomplished by? 
 Files and preparation for the work ahead 
 Direction for e-mail responding and updates for meetings, information and 

mail 
 Tracking subordinate due dates and reminders 



PWD Janice Mathis Consulting Agreement 
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 Editing quality of documents, final revisions and non-technical
communications

 Managing agenda, keep meeting preparation and coordination with PIO,
Clerk of Board, other executive Team members

 Contribute to positively improving the Administrative Culture to be positive,
rumor-free, confidential, and set a model image of professional demeanor
desired by the Executive Team.

4. Coach and problem solve with Executive Assistants and manager assistants and
support staff as needed for next 6 months to encourage professional development
and problem solving.

Cost: $5,500 (plus travel expenses – not to exceed $1,500, i.e., books/articles for 
review) and six sessions 2014 

Hourly Rate:  $150.00 

________________________________ _________________________ 
Dennis LaMoreaux, General Manager Janice Mathis, M.A. 
Palmdale Water District Management Consultant 



P A L M D A L E  W A T E R  D I S T R I C T  

B O A R D  M E M O R A N D U M  

DATE: March 5, 2014   March 12, 2014 

TO: BOARD OF DIRECTORS  Board Meeting 

FROM: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 7.7 – CONSIDERATION AND POSSIBLE ACTION 
ON RECRUITMENT FOR ONE SERVICE WORKER I POSITION.  

 

 
Recommendation: 
 
Staff recommends the Board of Directors authorize staff to recruit and hire for the vacant 
position of Service Worker I. 
 
Alternative Options: 
 
The alternative is to not approve this recruitment. 
 
Impact of Taking No Action: 
 
The recently vacated Service Worker I position would remain vacant. 
 
Background: 
 
The position of Service Worker I was recently vacated and is a needed position in the 
Facilities Department. Staff recently recruited and filled three vacant Service Worker I 
positions from a well-qualified pool of candidates. Staff hopes to be able to fill this 
position from this pool of candidates.  If not, a full recruitment process will begin. 
 
Strategic Plan Element: 
 
This work is part of Strategic Element 4.0 Personnel Management. 
 
Budget: 
 
The Service Worker I position is a budgeted position. 
 
Supporting Documents: 
 
 Organization Chart – Position Vacancy and Hiring Process Status  

AGENDA ITEM NO. 7.7



VOTERS

BOARD OF DIRECTORS

ATTORNEY AUDITOR GENERAL MANAGER FINANCIAL ADVISOR

Executive Assistant
Assistant General Manager Administrative Assistant

 = Unfunded Position
Human Resources Manager

 = Vacant Position Community & Govern. Affairs Coord.
Water Conservation Supervisor Water & Energy Resources Manager

Water Conservation Aide
Information Technology Manager

Information Technology Technician I/II

Finance Manager Operations Manager Engineering Manager Facilities Manager

Customer Service Supervisor Senior Accountant Treatment Supervisor Water Quality Supervisor Equip. Mech. Supervisor

Plant Operator I/II Lab Analyst I/II Project Manager Equip. Mechanic Senior Service Worker
Assist. Cust. Service Super. Plant Operator I/II Lab Analyst I/II Equip. Mechanic Senior Service Worker

Senior Field Service Tech. Plant Operator I/II Construction Inspector I/II Senior Service Worker
Plant Operator I/II Construction Inspector I/II Equip. Mechanic

Cust. Service Rep. II Field Service Tech. II Accounting Technician Plant Operator I/II Construction Inspector I/II Equip. Mechanic Service Worker I/II
Cust. Service Rep. II Field Service Tech. II Accounting  Assistant I/II Plant Operator I/II Administrative Tech. Cross Connection Tech. Service Worker I/II
Cust. Service Rep. I Field Service Tech. II Senior Maint. Worker Engineering Tech. I/II Warehouse Technician Service Worker I/II
Cust. Service Rep. I Field Service Tech. I Maintenance Worker Engineering Tech. I/II Warehouse Technician Service Worker I/II
Cust. Service Rep. I Field Service Tech. I Systems Supervisor Engineering Tech. I/II New Employee Service Worker I/II
Cust. Service Rep. I Field Service Tech. I Service Worker I/II
Cust. Service Rep. I Field Service Tech. I Pump Technician I/II New Employee Service Worker I/II
Cust. Service Rep. I Pump Technician I/II Service Worker I/II
Cust. Service Rep. I Electrician I/II Service Worker I/II

Service Worker I/II
Electrician I/II New Employee Service Worker I/II
Electronic Technician I/II
Electronic Technician I/II

Date

11/27/2013 Complete

11/27/2013 Service Worker I/II New Hire Complete

11/27/2013 Senior Service Worker Service Worker I/II New Hire Complete

Date: February 19, 2014 DDL

New Hire

StatusFilled By Palmdale Water District

Position Vacancy and Hiring Process Status

SUMMARY TABLE

Construction Inspector I/II

Senior Service Worker

Hiring Process Authorization

Position

Service Worker I/II

Service Worker I/II



AMERICAN WATER WORKS ASSOCIATION 
2014 CA-NV SECTION AWWA SPRING CONFERENCE 

March 24 - 27, 2014 
Anaheim, CA 

NAME: _ 

ADVANCE REGISTRATION DEADLINE: February 10, 2014 

MEALS:        YES SPOUSE:        YES  SPOUSES' TOUR:        YES 
      NO        NO        NO 

DEPARTMENTAL TRAVEL BUDGET:  

REGISTRATION: TRAVEL: 
TOTAL REMAINING BALANCE: 

PROPOSED EXPENSES: Registration:  

Transportation: 

Meals:* 

Miscellaneous: 

TOTAL: 

*DIRECTORS: Expenses are outlined in Section 4.06.1 of the District’s Rules and Regulations.
*FOR STAFF: Meal limitations are outlined on pages 30 and 31 of the District’s Employee Manual.

Please review these limitations. 

HOTEL ACCOMMODATIONS:       YES        NO  REGISTRATION DEADLINE: 
ARRIVAL DATE/TIME:       DEPARTURE DATE/TIME: 

TYPE OF ACCOMMODATIONS: SINGLE (1 PERSON) 
DOUBLE (2 PEOPLE) 
(2 PEOPLE/2 BEDS)

AIRLINE RESERVATIONS:        YES       NO 

DEPART FROM          on    at AM/PM 
(airport) (date)           (time) 

RETURN FROM     on                       at AM/PM 
(airport) (date)          (time) 

SUPERVISOR APPROVAL: DATE: 

AGENDA ITEM NO. 7.8























































































BASIC SUPERVISION SEMINAR 
April 7, 2014 

Lancaster, CA 

NAME: _ 

ADVANCE REGISTRATION DEADLINE: 

MEALS:        YES SPOUSE:        YES  SPOUSES' TOUR:        YES 
      NO        NO        NO 

DEPARTMENTAL TRAVEL BUDGET:  

REGISTRATION: TRAVEL: 
TOTAL REMAINING BALANCE: 

PROPOSED EXPENSES: Registration:  

Transportation: 

Meals:* 

Miscellaneous: 

TOTAL: 

*DIRECTORS: Expenses are outlined in Section 4.06.1 of the District’s Rules and Regulations.
*FOR STAFF: Meal limitations are outlined on pages 30 and 31 of the District’s Employee Manual.

Please review these limitations. 

HOTEL ACCOMMODATIONS:       YES        NO  REGISTRATION DEADLINE: 
ARRIVAL DATE/TIME:       DEPARTURE DATE/TIME: 

TYPE OF ACCOMMODATIONS: SINGLE (1 PERSON) 
DOUBLE (2 PEOPLE) 
(2 PEOPLE/2 BEDS)

AIRLINE RESERVATIONS:        YES       NO 

DEPART FROM          on    at AM/PM 
(airport) (date)           (time) 

RETURN FROM     on                       at AM/PM 
(airport) (date)          (time) 

SUPERVISOR APPROVAL: DATE: 



ENROLL TODAY!

One-Day Seminar

Basic 
Supervision

Required skills every supervisor must have

You’ll be able to:

• �Slash employee turnover costs
and prevent hassles by using the
best hiring and interviewing
techniques.

• �Unify employees into a smooth- 
running, productive team, despite
differences in personality, back-
ground and age.

• �Find the delicate balance neces- 
sary to effectively supervise friends
and former peers.

• �Establish supervisor-subordinate
relationship boundaries that will
be understood and respected.

• �Identify difficult employees and
handle them easily, appropriately
and swiftly.

• �Give constructive criticism that
won’t be taken personally — by
even the most sensitive employee.

• �Originate project plans and set
goals that your team will support.

• �Control absenteeism and tardiness.

• �Develop a keen sense of timing for
taking corrective action or firing
an employee — and know the legal
implications of your decisions.

• �Best of all, gain confidence and
win the respect of your boss,
peers and team members.

Online
www.pryor.com

Fax
  913-967-8842

Call 
1-800-556-2998

Mail
Fred Pryor Seminars 
P.O. Box 219468 
Kansas City, MO  
64121-9468

YOUR VIP# IS: WINQ



What is 
Your  
Role?
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As a supervisor, you’re the one in charge, but you  

know all too well your job description doesn’t even 

begin to cover the many roles you actually fill. In 

today’s world, supervisors and their teams have more 

complex relationships than ever before. A supervisor 

must be a friend, coach, boss and mediator. You’re 

responsible for:

• Delegating

• Motivating and praising

• Delivering criticism and discipline

• Working under pressure

• Meeting tight deadlines

• Training new employees

• �Organizing people, projects
and schedules

Again and again, day after day

Regardless of your supervising experience, you can   

always benefit from new ideas and skills that will keep 

you at your peak performance. Basic Supervision is a 

one-day seminar power-packed with solid skills to help 

you maximize your role as a supervisor and fresh ideas to 

motivate you and your team.

“This seminar presented new strategies to maximize 
employee performance for results.”

Carol Harris 
Director, Administrative/Labor Relations 
MTA New York City Transit

“I was very impressed at the depth of subject content at 
this seminar; it was much more than I had expected!”

Richard Land 
Area Sales Manager 
Norwest Mortgage, Inc.

“Very refreshing ideas that I feel I can incorporate in 
my supervisory role as soon as I get back to work.”

Shari Zwiebel 
Clinic Manager 
Torrington Medical Group

“Provided excellent overview of what is truly a life-long 
learning topic. Offered many positive insights and tips.”

Joe Isaacs 
Vice President 
American Hospital Association

You’ll receive a comprehensive workbook that will 
serve as a dependable reference and refresher long 
after you’ve attended the seminar. 

This valuable workbook contains:

• Indispensable planning and coaching checklists

• ��A listening awareness self-test

• ���The “Ideas-for-Action” plan

• ��The Employee Commitment Assessment

• ���The Practical Planning Checklist

• ���Charts, guidelines and other checklists to help you
continue to draw on the information you learn at
this content-rich seminar
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A Note  
From Our 

Supervisor, 
Fred Pryor

Dear Business Associate:

I’m not going to tell you just because we’re in the training  
business we never have supervisory problems. We’re all human, 
and that makes us subject to a variety of behaviors.

For much of my life, I have supervised others, and I can relate  
to what you must contend with as a supervisor today. It’s one  
of the most challenging positions in an organization, and yet, 
in my opinion, it’s the most rewarding.

Managing a happy and productive staff who work together 
smoothly to complete projects is not just a dream. It can be  
a reality for you — if you know the best way to handle  
the details.

We’ve made sure Basic Supervision gives you exactly 
what you need to be a cutting-edge supervisor. This is not 
Supervision 101 — instead, it’s an enlightening, revitalizing  
and thoroughly enjoyable course to experience! We take great  
care to develop and present our seminars to provide critical, 
career-boosting information in a format that will interest and 
motivate you.

Sincerely,

Fred Pryor, Founder

P.S.  I hope you can attend Basic Supervision. Remember, I  
personally guarantee your satisfaction. Put the techniques you 
learn in this seminar to work, and if you don’t agree they help 
you significantly, we’ll arrange for you to attend another one of 
our seminars or receive a full refund — hassle-free. That’s how 
confident we are about the quality of Basic Supervision.

Basic Supervision
Enroll Today: 
www.pryor.com
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Create the “Ideas-for-Action” plan.   
Identify the areas that need improvement in your 
workplace and within your own supervisory skill set. 
This will build the foundation for your success.

Make the transition to supervisor. Effective
supervisors know transitions come with the new title, 
and handling these changes is a predictable, normal 
part of taking on any supervisory role. Learn how to 
get the job under your total control.

�Overcome the early obstacles.  Successful
supervisors recognize early on certain challenges will 
come up. How you choose to deal with them will have 
a critical effect on your relationship with your team. 
Such challenges include:

• Supervising friends while maintaining performance

• Supervising older, experienced employees or younger,
inexperienced ones

• Steering clear of supervisory traps

Get the work out. Good, well-respected supervisors
are able to give orders and instructions that are easily 
understood and readily accepted. You can acquire this 
skill by:

• Creating a basic work plan

• Learning smart ways to set goals and assess
productivity

• Making job assignments stick — and work

• Using listening skills to your advantage

�Give it your personal best.  The style of leader- 
ship you choose depends on your employees and the 
tasks to be accomplished. Consider how you will guide 
your team through issues such as:

• Handling social/emotional relationships

• Being willing to take initiative

• Building a positive work climate

• Dealing with negative attitudes

Adjust to the inevitable changes.  Top
supervisors regularly assess employee performance and 
make changes when needed. Learn:

• When disciplinary action is needed

• How to avoid legal problems when you take
disciplinary action

• Positive ways to encourage an employee to do a
good job

This seminar  

will provide the spark 

you need to ignite a 

positive, productive day 

every day.

What  
You Will 
Learn:



Supervisors 
Who Will  
Benefit From  
This Seminar:

10 Tips You’ll Take Home
1. �How to provide meaningful praise.

2. �The best way to improve the productivity of
a worker who is upset by a past criticism.

3. �What you can do to enhance your
communication skills for first-rate effectiveness.

4. �How new supervisors can make the transition
and take charge smoothly.

5. �How to feel comfortable supervising friends
and former peers.

6. �The secret to keeping top performers at their
maximum level without burning out.

7. �How to get others to believe in your
organization and view it as more than just
a place to work.

8. �How to increase departmental planning and
decrease your hassles through scheduling.

9. �The key to solving tough people problems
and stimulating others to do their share.

10. �How to become more organized and productive
and, in turn, reduce your stress.

More benefits for you 
when you attend  
Basic Supervision

•  �Discover 6 ways to discipline and obtain
positive results.

•  �Gain 10 good habits to help improve your
listening skills.

•  �Learn 4 effective methods for giving clear-cut
instructions.

•  �Identify the 5 most common traps encountered
by new supervisors and find out how to steer
clear of them.

�New Supervisors  
You have the title. Now be sure you’ve got the  

skills to back it up and surpass the expectations 

of your boss. Learn the right skills before you  

adopt the wrong ones.

�Senior Supervisors  
You haven’t received any supervisory training in 

quite some time, and you want to brush up on  

your skills. Take with you the latest techniques  

in supervision that reflect today’s work attitudes.

�Mid-Level Supervisors  
You certainly are not new to supervising, but  

you’re not quite where you want to be, either. 

Impress your coworkers and boss with a  

supervision style that may become the benchmark  

for success in your organization.

�“Non”-Supervisors  
You are not considered a supervisor and you  

don’t have the title — yet you are often called  

upon to supervise others. Gain the leading edge  

in how to supervise by taking this course. Whether 

or not you move on to an official supervisory  

position, you’ll streamline your work with the 

valuable ideas you’ll learn.

5

Basic Supervision
Enroll Today: 

www.pryor.com



Enroll for 
Supervisory 

Success

Wouldn’t you like to:
•  �give instructions that are clearly understood?

•  �coach new employees successfully?

•  �know when and what to delegate and stop  
worrying about the results?

•  �be able to assess yourself and others for  
maximum team-building?

•  �produce more in less time?

•  �feel less stress from the many demands placed 
on a supervisor?

•  enjoy your job more?

Then Basic Supervision is for you!

10 million  
satisfied customers can’t be wrong. Fred 
Pryor Seminars, founded in 1970, is the oldest one- 
day seminar company in the United States. Through 
the years, we’ve provided useful topics in an  
interesting and informative format for working 
people in all walks of life. We take great care to 
make our programs top-notch for you and to put 
you on the path to success.
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What attending Basic Supervision  
will do:
You won’t be the only one who enjoys the benefits of your 
enhanced supervisory skills. Everyone at your organization 
will benefit — your supervisor, your team and everyone 
else who profits from the stronger leadership, improved 
productivity and fresh insight you’ll bring to the workplace.

•  ��You’ll move to the career track of success and become 
a more valuable employee — the kind of supervisor 
high-paying organizations want.

•  ��You’ll gain increased confidence about your own role 
as a supervisor while reducing the stress and negative 
aspects of your job.

•  ��You’ll take home reference information you can  
use again and again.

Curious, but not convinced?
Consider this: In one fast-paced day, you’ll gain an  
advantage that will continue to pay off for years to  
come starting the very next day.

Compare Course Content
Look closely at the key learning points on pages 4 and  
5. Compare it to any other course — you’ll see we cover 
all of the essential elements of supervision in one fast-

paced, well-designed day.

Consider Practical Benefits
Examine the direct, hands-on benefits you’ll gain from this 
course. You’ll see we are committed to delivering a full 

range of powerful tools you can benefit from every day.

Notice the Tuition Cost
We believe in quality training at a price that’s afford-
able for you. Per registrant, this seminar will pay for itself 
almost immediately. Maximize your results and send 
your entire team at a discounted rate for 5 or more  

from the same organization attending the same event.

Think About Time and Convenience  
Factors
We ensure you can attend at your convenience — we 
bring the seminar to an area near you, saving you the 
hassle, inconvenience and expense of travel. And one 

intensive day is all you need to invest.

Consider the Value of Excellent 
Reference Materials 
You’ll receive a free comprehensive workbook filled  
with charts, lists and other indispensable materials that 
will serve as a handy on-the-job reference.

Basic Supervision
Enroll Today: 
www.pryor.com



Registration Information
Enroll Today! Hurry, our seats fill 
fast. Guarantee your enrollment by 
paying your tuition today. You will 
receive a confirmation once your reg-
istration is complete. Payment is due 
before the program.

Quick Confirmation! To receive 
your confirmation within 48 hours,  
please complete the Quick Confirmation  
section of the registration form. Be 
sure to provide us with your email 
address and/or fax number.

Program Schedule
Check-in: 	 8:30 a.m. – 9:00 a.m. 
Program: 	 9:00 a.m. – 4:00 p.m.

Cancellations and Substitutions
You may cancel your registration up to 
10 business days before the program, 
and we will refund your tuition less 
a nominal cancellation fee. Substitutions 
and transfers may be made at any time 
to another program of your choice 
scheduled within 12 months of your 
original event. Please note, if you do 
not cancel and do not attend, you are 
still responsible for payment.

Please Note
• 	You will be notified by email, fax 	
	 and/or mail if any changes are made 	
	 to your scheduled program (i.e., date, 	
	 venue, city or cancellation).

• 	Walk-in registrations will be accepted 	
	 as space allows.

• 	For seminar age requirements, 		
	 please visit http://www.pryor.com/ 
	 faq.asp#agerequirements.

• Please, no audio or video recording. 

• Lunch and parking expenses are not 	
	 included.

• Dressing in layers is recommended due 	
	 to room temperature variations. 

• You will receive a Certificate of 		
	 Attendance at the end of the program.

Tax-Exempt Organizations
If you are tax-exempt, enter your  
tax-exempt number in Section 4 on  
the Registration Form. Please mail 
or fax a copy of your Tax-Exempt 
Certificate with your registration for 
payment processing. 

Tax Deduction
If the purpose of attending a Fred 
Pryor seminar is to help you maintain 
or improve skills related to employ-
ment or business, expenses related  
to the program may be tax-deductible 
according to I.R.C Reg. 1.162-5. Please 
consult your tax adviser.

Continuing Education Credit
Fred Pryor Seminars offers Continuing 
Education Credits based on program 
length and completion. Credits are 
issued according to the National Task 
Force for Continuing Education guide-
lines, and approval is at the discretion 
of your licensing board. Questions 
and concerns should be directed  
to your professional licensing 
board or agency.

Fred Pryor Seminars 
is registered with the 
National Association 
of State Boards of 
Accountancy (NASBA) 

as a sponsor of continuing professional 
education on the National Registry  
of CPE Sponsors. State boards of 
accountancy have final authority on 
the acceptance of individual courses 
for CPE credit. Complaints regarding 
registered sponsors may be  
submitted to the National Registry  
of CPE Sponsors through its website: 
www.learningmarket.org. This course 
qualifies for 6 CPE credits. To  
obtain a certificate documenting  
your CPE credits, please visit  
http://www.pryor.com/certificate. 
Certificates will be available 10  
days after your event has ended. 

Update Your Contact 
Information!
Simply make corrections to the  
mailing label on the back page of  
this brochure. Mail corrections to  
P.O. Box 413884, Kansas City, MO 
64141-3884 or fax to 913-967-8842. 
We’ll change our records for the  
very next update. Thanks! 

Copyright 2012   
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Guaranteed Results 
All of our seminars are 100% 
SATISFACTION GUARANTEED!  
We’re confident this seminar will  
provide you with the tips and  
techniques you need to successfully 
supervise people. If for any reason 
you are dissatisfied, send us a letter 
(Attn: Customer Relations) within 
30 days of your seminar attendance  
stating the reason you were not  
satisfied, and we’ll arrange for you  
to attend another one of our seminars 
or receive a full refund — hassle-free.

Get the Results  
You’re Looking For!

Bring our powerful, high-impact training 
programs to your organization and show 
your employees you’re serious about 
their professional growth and achieving 
critical organizational goals and objectives.

Choose From Over  
150 Courses!

From management development to 
customer service, our comprehensive 
library of courses provides a learning 
experience that is engaging, interesting 
and intriguing!

Tailor the Training to Meet  
Your Specific Needs!

We’ll help you choose the appropriate 
courses for your organization and tailor 
each one to address your specific goals, 
issues and scheduling concerns.

Maximize Your  
Training Budget!

On-Site Training allows you to train work 
groups, teams and entire departments for 
less than the cost of traditional public  
seminars or other training options.
Give your staff the skills, knowledge and 
confidence they need to meet tough work- 
place challenges head-on, realize their full 
potential and perform at their peak.

For a free consultation, visit us online 
at pryor.com/onsite, call us at  

1-800-944-8503 or scan the code below!

On-Site Training Solutions



To update your contact information, see page 7.

enroll today!

ID# 
910620

SEMINAR
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Seminar City:_________________________________________________________

Seminar Date:	 Event #:
YOUR
ORGANI-
ZATION

2
Organization:_________________________________________________________

Address:____________________________________________________________

City:____________________________ St:___________ ZIP:___________________

Tele:__________________________ Fax:__________________________________
□ Mr.

Approving Mgr’s Name:	 □ Ms.____________________________________________

Job Title:____________________________________________________________
□ Business

Email Address:_______________________________________________ □ Home
□ Quick Confirmation Please □ email or □ fax my confirmation to me within 48 hours.

WHO
WILL BE
ATTENDING

3
□ Mr.
□ Ms.______________________________________________________________

Job Title:____________________________________________________________
□ Business

Email Address:_______________________________________________ □ Home
□ Mr.
□ Ms.______________________________________________________________

Job Title:____________________________________________________________
□ Business

Email Address:_______________________________________________ □ Home
Please list additional names on a separate sheet.

METHOD
OF
PAYMENT

4
Important: Send your payment now. Tuition is due before the seminar.  
Make checks payable to Fred Pryor Seminars and return this form to: P.O. Box 219468,  
Kansas City, MO 64121-9468. Our federal ID# is 43-1830400 (FEIN).
Please add applicable state and local tax to your payment for programs held in  
Hawaii (4.16%), South Dakota (6%) and West Virginia (6%).

Please check one of the following: 
1.  □ Registration fee enclosed. Check #_________________ Amount $_ ___________

2.  □ Our Purchase Order is attached. P.O. #__________________________________

3.  □ Bill my organization. Attention:________________________________________

4.  □ Charge to:  □ AmEx  □ Discover  □ MC  □ Visa  Exp. Date:___________________

Card Holder’s Name:_ __________________________________________________

Acct. #:_____________________________________________________________

Tax-Exempt #:________________________________________________________
Please attach a copy of your Tax-Exempt Certificate for payment processing.

Note: If you’ve already registered by phone, by fax or online, please do not return this form.
REGISTRATION FORM — Basic Supervision

□YES! I want to be at my peak performance as a
supervisor. Enroll me today! Group  

 discounts available; see page 7 for details. 

NONPROFIT ORG.
U.S. Postage

PAID
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Enterprises, Inc.
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Basic
Supervision

Required skills every supervisor 
must have

• �Mesh people with diverse attitudes, backgrounds
and styles into solid teams.

• �Feel better about your role as a supervisor and
gain a new feeling of confidence.

• �Overcome the discomfort of becoming the boss
of a former peer.

• �Delegate the right way for total effectiveness.

Online
www.pryor.com

Fax
  913-967-8842

Call 
1-800-556-2998

Mail
Fred Pryor Seminars 
P.O. Box 219468 
Kansas City, MO  
64121-9468

YOUR VIP# IS: WINQ



BUSINESS WRITING AND GRAMMAR SKILLS MADE EASY AND FUN 
SEMINAR 

April 30-May 1, 2014 
Pasadena, CA 

NAME: _ 

ADVANCE REGISTRATION DEADLINE: 

MEALS:        YES SPOUSE:        YES  SPOUSES' TOUR:        YES 
      NO        NO        NO 

DEPARTMENTAL TRAVEL BUDGET:  

REGISTRATION: TRAVEL: 
TOTAL REMAINING BALANCE: 

PROPOSED EXPENSES: Registration:  

Transportation: 

Meals:* 

Miscellaneous: 

TOTAL: 

*DIRECTORS: Expenses are outlined in Section 4.06.1 of the District’s Rules and Regulations.
*FOR STAFF: Meal limitations are outlined on pages 30 and 31 of the District’s Employee Manual.

Please review these limitations. 

HOTEL ACCOMMODATIONS:       YES        NO  REGISTRATION DEADLINE: 
ARRIVAL DATE/TIME:       DEPARTURE DATE/TIME: 

TYPE OF ACCOMMODATIONS: SINGLE (1 PERSON) 
DOUBLE (2 PEOPLE) 
(2 PEOPLE/2 BEDS)

AIRLINE RESERVATIONS:        YES       NO 

DEPART FROM          on    at AM/PM 
(airport) (date)           (time) 

RETURN FROM     on                       at AM/PM 
(airport) (date)          (time) 

SUPERVISOR APPROVAL: DATE: 



Business Writing
& Grammar Skills
Made Easy 

Fun!&

Are your business documents as 
correct, polished and professional 
as you’d like them to be?

If not, you’ll benefit from this 
exciting two-day workshop. You’ll 
learn easy-to-use spelling shortcuts 
and punctuation pointers. And we’ll 
take the mystery out of grammar  
by showing you which rules you 
must know in today’s business 
writing and which ones you can 
safely forget!

Plus, you’ll learn how to use 
professional proofreading 
techniques as a final check to  
make sure your letters, memos  
and reports are error-free.

Presented by SkillPath® Seminars 
The Smart Choice®  •  © 1999, SkillPath® Seminars

A brand-new two-day workshop  
from SkillPath …

Dramatically improve your written communication skills in just two days!

A comprehensive two-day 

workshop for anyone who writes, 

prepares or proofreads:

n	 Business letters

n	 Reports

n	 Memos

n	 Proposals

Enroll today! Call toll free 

1-800-873-7545, 
on-line at  

www.skillpath.com

We’re 

coming 

to your 

area …



We guarantee results
If you’re not happy, we’re not happy.  

Go back to work and use the new 
knowledge and skills you learned in this 

seminar. If you’re not absolutely delighted 
with the results you achieve, write to us 
right away. We’ll issue you a refund or 

arrange for you to attend another SkillPath 
seminar without paying another penny. 

That’s our guarantee!
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Want to know more?
For the complete course 
agenda, see pages 4 and 5.

Enroll today! Call toll free 1-800-873-7545,
on-line at www.skillpath.com

The two-day way  
to business  
writing excellence

✁

Do your responsibilities include writing, preparing, proofreading or 
editing letters, memos, proposals, reports, presentations, newsletters 
or other written material?

Do others in your organization sometimes depend on 
you to catch their mistakes, polish their grammar and 
correct their misspelled words?

Whether writing or preparing correspondence is your major responsibility 
or just part of your job, both you and your company will benefit when you 
attend this intensive, skill-building workshop. It’s guaranteed to provide 
you with the skills and confidence necessary for presenting a polished, 
professional communications image.

Learn how to spot slippery misspellings and common errors in grammar. 
Pick up tips the pros use to speed through writing assignments—from  
one-page letters to hundred-page reports. Learn how to apply standards 
in style, how to use special terms and numbers appropriately, how to 
abbreviate properly and how to choose the right format for a variety 
of situations. Find out how to make the most of your PC’s or word 
processor’s automated features—what they can and can’t do for you. Plus, 
we’ll teach you proven techniques for catching the most troublesome 
usage errors.

For the small investment of just two days, you’ll reap the benefits of more 
polished, more professional, more powerful written communications than 
ever before.



To:	 Secretaries, Administrative Assistants, 

Managers and Supervisors—anyone who 

writes, prepares or proofreads business 

letters, memos, reports, proposals  

or presentations

From:	 Robb Garr

When you put words on paper, they make a powerful statement about you and your organization. Are you satisfied 

with the message your writing conveys? If not, more powerful, polished business writing is just two days away. 

We’ll show you how to present your ideas clearly and persuasively … how to select the words that fit your meaning … 

how to spot misused verbs, pronouns and punctuation … how to avoid the most common communication misfires 

that sabotage your credibility … how to set the tone and choose a format that says “professional.” 

And, because good editors make great writers, we’ll teach you proofreading and editing techniques that will help you 

make others’ words clearer and more effective than ever before and add sparkle to your own writing.

Plus, you’ll take back a comprehensive workbook that will become your valued desktop companion, complete with 

checklists, examples, lists of commonly misspelled words, guidelines for grammar and punctuation, pointers on style 

and format and suggested additional references.

Please take a moment to look at the complete outline of this workshop on pages 4 and 5. Then call us to enroll. You’ll 

gain practical, easy-to-use business writing tips and guidelines that you’ll be able to apply right away back on the job. 

Reserve your spot today by calling 1-800-873-7545, on-line at www.skillpath.com or by mailing the registration 

form on page 7. But hurry ... seating is limited and this workshop fills up fast!

See you there!

Robb Garr 
President 
SkillPath Seminars

P.S.  Even “old pros” benefit from this valuable training. It’s based on the most current guidelines and  

up-to-date practices affecting business writing today.

Special  

memorandum
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Here’s a sample of what you’ll learn:

1 How to make your writing 
easier to understand and more 

interesting to read by applying proper 
punctuation, basic grammar rules and 
guidelines to help you standardize  
your style

2 How to polish letters, memos, 
proposals and other written 

documents to make them more 
powerful and professional

3 How to use the right word  
at the right time, whether  

it’s capital/capitol, accept/except,  
affect/effect, its/it’s or dozens of other 
confusing word pairs

4 How to spot sneaky usage 
mistakes that can destroy  

your credibility

5 How to become the resident  
“Eagle Eye” who never misses a 

mistake and knows where to find quick 
answers to questions about spelling, 
grammar, punctuation and style

6 How to spell even the  
trickiest words, conquer the 

most difficult-to-remember spellings  
and win yourself the reputation of  
being a walking Webster’s

7 How to point out errors to 
others in a tactful way that  

helps eliminate repeating costly and 
embarrassing mistakes

8 How to catch mistakes  
before it’s too late by using 

professional proofreading techniques,  
a simple-to-follow checklist and tips on 
how to concentrate despite deadlines  
and distractions

And much more!  
See the course agenda on pages 4 – 5  
for an overview of the whole workshop.
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Day 1:

Getting started: Transforming a 
blank page into a bold message
•	 Freewriting: What it is and how to use it to 

produce a great first draft in half the time
•	 Are your paragraphs in a confusing,  

illogical order? Here’s how to tell and how  
to fix the problem 

•	 Great words and phrases for linking 
paragraphs together so your readers don’t 
have to stumble through your document 

•	 How to guard against the deadly mistake of 
leaving important points out because you’re 
so focused on the little stuff

Understanding the  
ground rules 
•	 Take the confidential Writer’s Discovery 

Analysis to identify areas you want to polish
•	 Understand how business writing is uniquely 

different from other types of writing 
•	 Discover your natural style—it’s the key to 

reader-friendly, interesting writing
•	 How to “do your homework”—you’ll be 

amazed at how effortlessly the words flow 
after that

•	 Put the “Know Thy Reader” commandment 
into practice and double the impact of  
your message 

Perfecting your grammar  
and usage skills 
•	 The most troublesome words in business  

and how to erase any uncertainty about 
using them

•	 When a personal, casual style is  
important—never underestimate the  
power of contractions 

•	 A concise refresher on how to correctly 
use verb tenses, subject-verb patterns and 
pronouns and their antecedents 

•	 The “best-of-the-best” desktop  
references you’ll want at your fingertips  
for quick answers 

•	 Ensure or insure? Affect or effect? Making 
the right choice between confusing words 
like these just became a whole lot easier!

•	 When it’s okay to bend the “rules” to make 
your point clearly

•	 Are abbreviations and acronyms really 
proper in business writing? This insight will 
shed light on the issue 

•	 The unwritten rules about the appropriate 
and inappropriate use of jargon

•	 BONUS: A handy reference list of 
conjugations for 120 irregular verbs!

Avoiding  
embarrassing mistakes
•	 Can’t remember if the punctuation goes 

inside or outside the quotation marks? Here’s 
how to avoid this pitfall 

•	 Follow this widely accepted guideline for 
when to spell out numbers and when to  
use figures

•	 Avoid these blunders when using 
apostrophes—they scream “Rookie!”

•	 When adding hyphens, dashes and other 
marks for emphasis … know when you’ve 
gone overboard

•	 To capitalize or not to capitalize? These tips 
will eliminate any question

•	 A refreshing overview of how to use 
punctuation marks correctly every time

•	 Your guide to international 
correspondence—follow this to the letter to 
ensure you put your best foot forward 

Spelling every word correctly 
every time
•	 An intriguing spelling technique that many 

national spelling champs secretly rely on
•	 How to stop having to look up the same 

word in the dictionary over and over
•	 Prefixes and suffixes made easy
•	 How to take the confusion out of pluralizing 

letters, abbreviations and numbers
•	 DANGER: If you think your spell-checker 

takes the place of the human eye, you’re 
asking for trouble

On-site training and  
keynote speaking …

We can  
deliver this 
workshop 
right to 

your company’s door or provide 
customized, you-pick-the-day training 
on any program pertinent to your 
organization’s training goals. Or let our 
staff of professional trainers add sparkle 
to your next corporate or association 
meeting with a stimulating keynote 
speech designed just for you. Whether 
you have 3 or 300 people to train, 
SkillPath is the answer. For complete 
details and a no-obligation quote, call 
1-800-873-7545 and ask for the on-site 
training department.

Brought to you by SkillPath—
The Smart Choice® for people 
serious about success

SkillPath trains thousands of achievement-
oriented professionals like you every 
month, from organizations of all sizes 
and all types—business, government, 
health care, education and the military. 
Our seminar leaders are a select group 
of trainers at the top of their profession—
skilled teachers with a tremendous depth of 
knowledge in their respective topic areas. 
Our commitment to providing you with the 
highest-quality learning experience possible 
has made SkillPath the fastest-growing 
training company in the world. Attend this 
seminar and experience for yourself the 
positive effect of powerful ideas,  
skillfully presented.

Enroll today! Call toll free 1-800-873-7545,  
on-line at www.skillpath.com

Course Agenda
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Expanding your  
professional skills
•	 EXCLUSIVE: How to choose a style  

manual that works for your organization
•	 Just released! The latest, most professional 

business writing formats … for letters, 
memos, proposals, reports and more 

•	 A crash course in building winning  
business proposals

•	 How to write memos and e-mail that today’s 
busy professional can digest in 60 seconds  
or less

•	 Field-tested letter-writing techniques that 
pay off in three big ways

•	 Don’t miss a single one of these six elements 
when writing a report … they’re all essential!

•	 Straight from the mouths of direct mail pros: 
Creating sales letters that bring in the orders

•	 How to write a press release that gets 
glowing coverage your company president 
will thank you for

•	 The art of writing crisp, clear instructions

Editing and proofreading  
like the pros
•	 Four amazing proofreading secrets that will 

automatically push your accuracy rate to 
99%—or higher

•	 Editing and proofreading symbols the  
pros use to simplify and speed up the 
revision process

•	 Relax … this team approach takes the fear 
out of proofing technical or financial data 

•	 How to proofread quickly and accurately 
under pressure 

•	 How to shut out phones, voices and other 
distractions when proofing in a busy office 
(It’s like sitting in an airtight bubble!)

•	 Catching typographical errors—yes, it’s 
tricky, but these tips will help shine the 
spotlight on them 

•	 Keep your sanity with this proofreader’s 
checklist that ensures perfection down to 
the very last detail

•	 Proofreading a foreign language? Here are 
helpful rules that will calm your nerves

•	 How to do a final “sanity check” before your 
document goes out the door so you can 
sleep like a baby that night

•	 Editing techniques that will work miracles  
on your document

Day 2:

Grabbing your reader’s  
attention with powerful 
openings and closings
•	 The “bible” on how to write openings that 

reel readers in
•	 How to construct a closing so  

action-oriented it’s like a shot of  
adrenaline to your reader

•	 Real-world insight into humor and when— 
if ever—it should be used in business

•	 How to avoid the trap of wordy opening 
paragraphs that leave the reader  
wondering “Huh?”

•	 Tough but necessary questions to ask 
yourself after you’ve written the  
opening paragraph

Persuading, influencing  
and convincing for results
•	 Super techniques that give you powerful 

psychological leverage over your reader
•	 The proven connection between the use 

of personal pronouns and the results your 
business writing gets 

•	 Undeniably effective tips for winning the 
reader over to your way of thinking

•	 How to make a strong and logical written 
argument without coming across like  
a bulldozer

•	 Stop! If you want to avoid a negative reaction 
from the reader, take this precautionary step

Projecting credibility  
and professionalism
•	 The 12 most damaging blunders in business 

writing—sidestep these at all costs 
•	 How to curb the use of worn-out business 

clichés and what to say instead
•	 Hard-and-fast rules when working with a 

team on a writing project
•	 How to develop a sixth sense for damaging, 

biased and sexist language so you can make 
absolutely sure your writing is “clean”

•	 Get a firm grip on how to deliver bad news  
in writing—without a doubt, you will need 
this someday

Another great reason  
to attend …

Program hours: 
9:00 a.m. to 4:00 p.m. 
each day

Your trainer Suzanne Povey,  
Tia Black or Chad Prewett
Suzanne, Tia and Chad are established 
professional writers and experts in every 
aspect of business writing—including 
spelling, grammar, usage, punctuation  
and structure.

In this fun and empowering session, 
they’ll dig deep into their extensive writing 
backgrounds to teach you how to produce 
the professional documents critical in 
business today. From the simplest memo 
to the most complex proposal, you’ll learn 
their hard-won secrets to writing top-notch 
documents faster, more easily and with 
greater impact.

These highly motivating trainers know 
firsthand about the fears and “I-can’t-do-it” 
attitudes that prevent many businesspeople 
from “sparkling” on paper. They’ll dispel 
your doubts, one by one, in this technique-
packed session that builds strong, confident 
writers—from the inside out.

It’s no wonder these writing pros receive 
the highest marks from attendees—they’re 
applauded for their keen insight into the 
writing challenges they face on the job and 
for their welcomed solutions.

Spend two days in this unforgettable 
training session and you’ll walk out an 
effective, confident and powerful business 
communicator—thanks to the priceless 
support, knowledge and training savvy of 
these true masters of the written word.

Just two fascinating 

days—that’s all it 

takes to gain these 

practical new skills



Registration information
Your tuition is tax deductible. Even the government smiles on professional 
education. All expenses of Continuing Education (including registration fees, 
travel, meals and lodging) taken to maintain and improve professional skills 
are tax deductible according to Treasury Regulation 1.162-5 Coughlin vs. 
Commissioner, 203 F2d 307.

This SkillPath seminar qualifies for 10 contact hours (1 CEU) in 
accordance with guidelines set forth by the International Association 

for Continuing Education and Training—Authorized Provider number 3307. 
You must attend the entire program to qualify for CEUs. Many national, state 
and local licensing boards and professional organizations will grant Continuing 
Education credit for attendance at our seminars (save this brochure and 
your Certificate of Attendance). You may want to contact your own board or 
organization to find out what’s required.

SkillPath is registered with the National Association of State Boards of 
Accountancy (NASBA) as a sponsor of continuing professional education on 
the National Registry of CPE Sponsors. State boards of accountancy have final 
authority on the acceptance of individual courses for CPE credit. Complaints 
regarding registered sponsors may be addressed to the National Registry  
of CPE Sponsors, 150 Fourth Avenue North, Suite 700, Nashville, TN  
37219-2417. Web site: www.nasba.org. This seminar qualifies for 12 CPEs. 
Previous work experience and/or background knowledge should be  
obtained before attending this seminar. Program level: Intermediate.  
For more information regarding administrative policies such as complaint  
and refund, please contact our offices at 1-800-873-7545. 

SkillPath’s continuing support
We don’t just stand behind our seminars, we stand behind you. If, after 
attending the seminar, you’re faced with a business writing or grammar question 
and don’t know where to turn—try us. Just send a brief description of your 
particular problem or question and one of our specialists will promptly respond. 
Where else can you find that kind of support? Nowhere but with SkillPath.

Important information
Our registration table opens at 8:15 a.m. on the first day. When you arrive 
at the hotel, please check the directory for the exact location of the seminar. 
Our registrars will greet you, assist you with your registration (or collect 
your Express Admission Ticket), hand you your seminar materials and direct 
you toward your seat. You’ll also want to take the opportunity to meet other 
professionals from your local area. Introduce yourself! You may meet a new 
friend. Plan to be registered and ready to go by 8:50 a.m.

We begin each day at 9:00 a.m. on the dot and wrap up at 4:00 p.m. Lunch is 
on your own from 11:45 a.m. to 1:00 p.m. Why not invite another participant to 
dine with you? You can share information, review the morning and make each 
day even more enjoyable.

Parking. We do our best to find seminar facilities that have all the pluses we 
look for: Convenient location, great meeting rooms, courteous staff and plenty 
of free parking. However, some facilities have paid parking only. You may want 
to check with the facility personnel to determine parking fees—often they can 
direct you to free parking just around the corner.

Tape recording. Our programs—both what you see and what you hear—are 
fully copyrighted by SkillPath. No audio recording or videotaping, please.

Still haven’t picked up the phone?
Five more good reasons why you will want to attend this program …

1.
	 Our trainers are the best … period. We choose only the pros who have 

a proven track record of training effectiveness, professionalism and 
expertise. And what’s more, they’re exciting communicators who’ll 
provide you with two of the most interesting days you’ve ever spent.

2.
	 We give you only the most important, important information. There’s a 

lot of information out there that could take you years to gather on your 
own. In two fast-paced days, we’ll give you what we believe is the best, 
most important information to help you be the best you can be.

3.
	 Practicality is emphasized. You will leave this seminar with specifics 

you can apply immediately. And you won’t go home empty-handed. 
You’ll leave this workshop with a Certificate of Attendance; a soundly 
researched, unabridged workbook; and step-by-step guidelines for using 
the information you’ve just learned. We promise you’ll get results your 
very next day back at work.

4.
	 The value is unbeatable. Not only is our enrollment fee among the lowest 

you’ll find, when four or more enroll from the same organization, you’ll 
enjoy a significant discount.

5.
	 Our guarantee is unconditional, straightforward and the very best in the 

industry. How can we be so confident? Because we work hard before the 
seminar to make sure you’re happy after the seminar. Pertinent, up-to-date 
information you can really use, a convenient meeting location, seminar 
registrars who are courteous and helpful and a trainer who grabs your 
attention and takes you on an exciting journey full of fun and facts. We 
believe you’ll love every minute of it. Millions of satisfied participants from 
around the country are sold on SkillPath seminars. Why not join them?
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What others say about this 
SkillPath workshop …

“This seminar provided me with all of the essential tools on how 
to write better business-related documents. I really enjoyed it 
and the instructor was very knowledgeable.”

—Margaret Afonso 
Administrative Assistant 

Sandvik, Inc.

“I learned some things about writing that will be very useful.  
It changed the way I think about business writing.”

—Rose Duarte 
Engineer Designer 

Collins-Pina Engineering

“The seminar was very useful to me. The information  
about basic writing gave me some tools for my job and new 
business opportunities.”

—Frances L. Moffett 
Office Specialist II 

Adult and Family Services

“The seminar brought me up to date with current business 
writing trends. Things have changed since college. Plus, it’s 
always good to get a fresh outlook on style and grammar issues 
that may differ from office opinion.”

—Melissa Schneider 
Marketing Coordinator 

Illinois Bankers Association

Enroll today! Call toll free 
1-800-873-7545, 

on-line at www.skillpath.com

America’s top 500 companies can’t be wrong
Top-notch trainers, comprehensive materials and our guarantee 
of satisfaction ensure that a quality learning experience awaits 
you at every SkillPath program—three of the reasons that all 500 
of the Fortune 500 companies choose us to train their people. 
We hope you will too. After all, when you need training, why 
settle for less than the best?
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Registration information   Please note: If you’ve registered by phone and paid with a credit card, it’s not necessary to return this form.

______________________________________________________________________Title_ _________________________________________

E-mail Address______________________________________________________________________(Program  #________________________ )

______________________________________________________________________Title_ _________________________________________

E-mail Address______________________________________________________________________(Program  #________________________ )

______________________________________________________________________Title_ _________________________________________

E-mail Address______________________________________________________________________(Program  #________________________ )

______________________________________________________________________Title_ _________________________________________

E-mail Address______________________________________________________________________(Program  #________________________ )

Please list additional registrations on a separate sheet and attach.

______________________________________________________________________Title_ _________________________________________  
  Approving Supervisor

Organization__________________________________________________________________________________________________________

Mailing Address________________________________________________________________________________________________________

City, State, ZIP_ ________________________________________________________________________________________________________

Telephone____________________________________________________________________________Ext.______________________________

Fax____________________________________________________________________________________________________________________

Mailing information   Please fill in the spaces below with the information that appears on your mailing label.

Your Preferred Customer Number:_ _____________________________________________________________________________________

Your VIP Number:______________________________________________________________________________________________________

Payment information  (Please pay before the seminar):
Please add applicable state and local tax to your payment for programs  
held in Hawaii, South Dakota and West Virginia.

h	Confirming phone registration: #__________________________ 	 h Charge to:	 h MasterCard	 h Visa	
h	Check enclosed payable to: SkillPath Seminars			   h Discover	 h AmEx
	 Mail to: SkillPath Seminars, P.O. Box 804441, Kansas City, MO 64180-4441

	 Check #_________________Check amt.______________________	 Card number__________________________________________

h	Purchase order attached: #________________________________ 	 Expiration date_________________________________________
h	Invoice my organization 

	 Attention:_ ______________________________________________	 Signature______________________________________________

Enroll now—limited space available!

SkillPath’s FREE e-newsletter—get it today! Our monthly e-newsletter brings some of the greatest ideas from  
SkillPath’s most popular courses right to your desktop or laptop. It’s easy, it’s free—and it has something for everyone in 
your organization: Skill-building articles, software tricks, seminar schedules and monthly specials. Subscribe yourself—
and all the key members of your staff—today at www.skillpath.com.

Locations  
& Dates …
h	 Check the box next to the city  

where you’ll attend
4

Mr. 
Ms.

Mr. 
Ms.

Mr. 
Ms.

Mr. 
Ms.

Mr. 
Ms.
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4	By phone: 1-800-873-7545  
	 or 1-913-677-3200

4	On-line: www.skillpath.com

4	By e-mail: enroll@skillpath.com

4	By fax: 1-913-362-4241

4	By mail: 
Complete and mail enrollment form to:

SkillPath Seminars • P.O. Box 804441 
Kansas City, MO 64180-4441

Cancellations and substitutions. Cancellations 
received up to five working days before the seminar 
are refundable, minus a $25 registration service 
charge. After that, cancellations are subject to the 
entire seminar fee, which you may apply toward a 
future seminar. Please note that if you don’t cancel 
and don’t attend, you are still responsible for 
payment. Substitutions may be made at any time.

Yes, I can’t wait to attend …

Business Writing
& Grammar Skills
Made Easy 

Fun!&
A comprehensive two-day 

workshop for anyone who 

writes, prepares or proofreads:

n	 Business letters

n	 Reports

n	 Memos

n	 Proposals

Enroll today!

Please fill in the city and date 
where you'll attend

Workshop city:_ ___________________

Workshop date:____________________

Workshop city:_ ___________________

Workshop date:____________________

Workshop city:_ ___________________

Workshop date:____________________

Workshop city:_ ___________________

Workshop date:____________________
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An exciting new way  
to learn the guidelines 

and “how-to’s” of  
today’s business English

a division of the Graceland College Center for 
Professional Development and Lifelong Learning, Inc. 

SkillPath Seminars
6900 Squibb Road
P.O. Box 2768
Mission, KS 66201-2768®

Dramatically improve your written 
communication skills in just two days!

Are your business documents as correct, polished  
and professional as you’d like them to be?

If not, you’ll benefit from this exciting two-day 
workshop. You’ll learn easy-to-use spelling shortcuts 
and punctuation pointers. And we’ll take the mystery 
out of grammar by showing you which rules you must 
know in today’s business writing and which ones you 
can safely forget!

Plus, you’ll learn how to use professional 
proofreading techniques as a final check to make sure 
your letters, memos and reports are error-free.

Business Writing
& Grammar Skills
Made Easy 

Fun!&
Enroll today! Call toll free 1-800-873-7545

A brand-new two-day  
workshop from SkillPath …

ABWG2 #09091
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