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Business Writing Boot Camp for Bankers
Including Submission of Writing Samples
9 a.m. - Noon

Presentation Skills & Executive Presence:
Communicating Poise, Power and Professionalism in Bank Presentations, Committee Meetings and Speeches

1 - 4 p.m.

Business Writing Boot Camp for Bankers:  Including Submission of Writing Samples : 9 a.m. - Noon
Effective business writing is an essential skill for customer communications, career advancement, and business success. Your 
ability to write powerful, persuasive documents that command your readers’ attention, communicate your bank’s messages, 
and convey your leadership skills can help boost your bank’s bottom line and polish your professional reputation. Whether 
you are an entry-level employee embarking on a new career, a mid-level manager who is being groomed for leadership, or an 
executive communicating with decision makers, effective business writing is integral to success. 

Don’t let ineffective writing muddle your messages, confuse your customers, or derail your career. Designed for those who seek 
real and immediate improvement in their business writing, this interactive, entertaining, instructional program delivers. You 
will return to your office armed with the skills and strategies necessary to write clear, compelling, correct business documents 
and effective email messages. A must for anyone who writes on the job, this program is an investment in your career and your 
bank’s assets, reputation, and future. 

Join Writing Coach Nancy Flynn, founder of the Business Writing Institute, professional business writer, and author of books 
including Writing Effective E-Mail, The Social Media Handbook, and The ePolicy Toolkit, as she shares tips and techniques for the 
creation of well-written, legally compliant, effective business documents.

SUBMISSION OF WRITING SAMPLES
At the program’s conclusion, participants will have developed a system-
atic approach to writing so that they can write effectively and persua-
sively. Participants will also have a better understanding of grammar 
rules and will be provided with a complete set of desk materials for 
future reference. 

PRE-PROGRAM QUESTIONNAIRE 
Registrants will be asked to complete an online pre-workshop ques-
tionnaire, designed to elicit comments about participants’ writing 
strengths, challenges, questions, and concerns.  Completed questionnaires should be returned to Writing Coach Nancy 
Flynn, nancy@epolicyinstitute.com, by February 10.

INTENDED AUDIENCE: 
This informative session is a must for bank executives, managers, emerging leaders, marketing professionals, HR managers, 
PR directors, staff—anyone who writes on the job.

Directions to hotel: http://www.sheratonframingham.com/directions
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PROGRAM HIGHLIGHTS
• Write in a clear, convincing, conversational tone.
• Write logically, incorporating effective sentence, paragraph, and document structure.
• Write more effectively, quickly, and confidently.
• Understand audience needs, communicate hot-button benefits, grab & hold attention.
• Write for results, persuading audiences to take the desired action.
• Communicate dry facts effectively: Deliver your message without boring your reader.
• Master tricks for starting quickly and capturing reader attention from the first sentence.
• Overcome fears, apprehensions, and insecurities about business writing.
• Write with purpose and precision, creating strategic, stylish business documents, email, and presentations that really work.
• Grammar rules for business writers.
• Manage tone and language to win cooperation from readers who may not share your financial/technical experience, 

expertise, education, or enthusiasm.
• Eliminate jargon, legalese, insider terms, and other turn-off language.
• Streamline the research & writing process: Focus on message, analyze audience needs, and use 

writing shortcuts.
• Understand and adhere to your unofficial contract with the reader. As a writer, it’s not 

about you; it’s about your reader.
• Clarify messages with the five Ws: Who, what, when, where & why should the 

reader care?
• Apply the ABCs: Accuracy, brevity & clarity.
• Write effective, business-appropriate email.
• Create email that complies with the law and regulators—and com-

municates with readers.
• Adhere to the rules of netiquette, electronic etiquette.
• Proofread and edit for results.
• Enhance your professionalism and the bank’s credibility by producing strategic, accurate, on-target business docu-

ments, email messages, and presentations.  

TESTIMONIALS FROM PAST PARTICIPANTS
“I use the knowledge I gained from Nancy Flynn’s Business Writing Boot Camp every single day.”   

“Nancy Flynn has a gift, a natural ability to translate her knowledge of effective business writing. Her writing tips and 
tricks are immediately applicable the minute your walk away from the training room.”  

“Valuable and enlightening. Old grade school writing myths dispelled. Management is very impressed with the immedi-
ate impact your class had. Noticeable improvement in the effectiveness of communications skills of all who attended.” 

“Just excellent. You know your stuff. Thank you for helping us become better writers We are all much better off for it.”

NANCY FLYNN
Nancy Flynn, founder and president of Nancy Flynn Public Relations, Inc. and its Business Writing Institute™ division, is an 
in-demand business writing & presentation skills trainer and coach with clients worldwide. A professional business writer, 
Nancy Flynn is the author of 13 books including Writing Effective E-Mail; The Social Media Handbook; The ePolicy Toolkit; The 
e-Policy Handbook; E-Mail Rules; Blog Rules; Instant Messaging Rules; E-Mail Management; The $100,000 Writer; and Network-
ing for Success. Her books are published in six languages: English, German, Spanish, Russian, Vietnamese, and Chinese.

A noted business writer, she has written hundreds of presentations, annual reports, brochures, whitepapers, and other 
content for a client roster that includes Fortune 500 companies and technology leaders among others. 

A popular media source, Nancy Flynn has been interviewed about business writing, email, policy, and compliance by thou-
sands of media outlets including The New York Times, Time, Newsweek, Businessweek, Fortune, Forbes, Wall Street Journal, 
US News & World Report, USA Today, Readers’ Digest, NPR, CBS Early Show, ABC World News with Diane Sawyer, CNBC, 
CNN Headline News, CNN Anderson Cooper, Fox Business News, NBC, and the BBC among others.  



Afternoon Session: 1– 4PM
Presentation Skills & Executive Presence: Communicating Poise, Power & Professionalism in 
Bank Presentations, Committee Meetings & Speeches
Bank executives, managers, and emerging leaders are regularly called upon to speak on behalf of the institution. From 
one-on-one conversations to committee meetings and formal presentations, bank professionals must know how to com-
municate verbally with presence, poise, and power. 

Attend this session and learn how to communicate executive presence in presentations, 
large and small, formal and informal. Learn to create strategic, stylish presentations that 
really work for the bank, your department, and your career. Learn how to effectively engage 
and clearly communicate with internal and external audiences. 

You’ll gain an awareness and understanding of the important role polished speaking plays 
in the development and careers of bank executives. Learn to recognize, understand, and 
meet the communication needs of audiences. Learn how to speak for results, ensuring 
that your message is clear, convincing, and compelling. Learn to enhance communication 
effectiveness by speaking in plain English; choosing the right words to communicate with diverse audiences; keeping 
sentences simple; focusing on audience needs; using gender-neutral language and otherwise maintaining sensitivity to all 
people and cultures. Overcome fears, apprehensions, and insecurities about public speaking and one-on-one interactions.

Join Presentation Skills Coach Nancy Flynn as she shares tips and techniques for creating and delivering strategic, stylish 
bank presentations.

PRE-PROGRAM QUESTIONNAIRE 
Registrants will be asked to complete an online pre-workshop questionnaire, designed to elicit comments about par-
ticipants’ presentation skills, challenges, questions, and concerns. Completed questionnaires should be returned to 
Presentation Skills Coach Nancy Flynn, nancy@epolicyinstitute.com, by February 10. 

PROGRAM HIGHLIGHTS

INTENDED AUDIENCE
This informative session is a must for anyone required to make formal presentations, hold informal discussions, or meet 
one-on-one with internal and external parties on behalf of the bank. 

TESTIMONIALS FROM PAST PARTICIPANTS
“This course should be mandatory for anyone in a leadership role.”

“The workshop was excellent. Ms. Flynn’s knowledge of the subject made questions and answers helpful to the entire group.”

“I’ve had eight-hour seminars in the past. You hit the main topic in a more concise manner. Great refresher!”

“Excellent! Might be beneficial to increase the length of the program. That’s how valuable this training is. A wealth of 
great information.”

• Master tricks for starting strong and capturing audience 
attention from the first to the last word.

• Become a credible, professional spokesperson for the 
bank.

• Increase comfort level when presenting to leaders, peers, 
and external audiences.

• Develop and deliver effective, professional, persuasive 
PowerPoint presentations.

• Anticipate and respond to challenging questions or op-
position to presentations.

• Develop skills necessary to communicate professional-
ism & executive presence.

• Create and deliver on-target, results-oriented presenta-
tions.

• Learn to identify, develop, and deliver key messages.

• Speak with purpose, passion, poise, and professionalism.

• Deliver presentations with precision and self-confidence.

• Speak in a clear, compelling, and conversational tone.

• Inject sincerity, openness, and warmth into presentations.   



Please print or type:

Institution _____________________________________________________________________________________

Billing Address _________________________________________________________________________________

City  __________________________________ State _____________ Zip Code ____________________________

Telephone ______________________________________ FAX __________________________________________

Please register the following persons:
Name                        Corporate Title Email Session(s)

_____________________________________________________________________________________________   

_____________________________________________________________________________________________   

_____________________________________________________________________________________________  

Member cost: $255 for one course* $295 for both courses**
Nonmember cost:  $375 for one course* $450 for both courses**

*Registration includes author’s book Writing Effective E-Mail - 3rd Edition, and Continental Breakfast (AM only) and 
coffee breaks. 

**Registration includes lunch and all of the above. 
  
  Amount Enclosed $ __________

Two ways to register:

1. Fax: Complete the registration form and fax credit card payments to our secure fax line: 617-249-0441. PCI Compliance 
mandates that payments made by credit card  form be faxed, do not email.

2. Mail: Send this form with a check to:

Massachusetts Bankers Association-PDS16
One Washington Mall, 8th Floor, Boston, MA 02108-2603

Credit Card Information:

 MasterCard    Visa    American Express     Discover

Card Number ________________________________________________________________________________________

Expiration Date __________________________Signature ___________________________________________________  

New cancellation and refund policy: A  $75 per person cancellation fee will be charged. No refunds for cancellations made within three business 
days of the program, whether you register online, FAX, E-Mail or mail your registration. Substitutions from your bank are encouraged if you are 
unable to attend. Please note that if you don’t cancel and don’t attend, you are still responsible for payment, however seminar materials will be sent 
to you. If you FAXed or E-mailed your registration and cancel within three days of the program, you will be invoiced.

To assist us in planning, registrations should be received no later than February 22, 2016. Please direct inquiries or cancellation information to Pat 
Tabolsky, registrar, ptabolsky@massbankers.org.

For faster registration, register on-line at www.massbankers.org. Payment by check must be received by the Association, on or before the seminar 
date, either by mail or hand-carried to the seminar.
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