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Effective Business Writing
“Effective communication is essential to career success”
November 1, 2016 
–or–
November 14, 2016
Middlesex Training Center, Westborough
9:00 a.m. - 4:00 p.m.

EFFECTIVE BUSINESS WRITING
This one-day seminar is designed for all banking professionals who are looking to improve their written communication skills.  
Poor organization, incorrect grammar, spelling, and usage make a bad impression and affect credibility.  This seminar will help 
participants better understand the fundamentals of good writing through a combination of lectures and hands-on exercises.  
Participants will learn and practice a disciplined, four-step approach to writing.  In addition, participants will practice grammar 
and punctuation learning on how to avoid the most common writing mistakes.

LEARNING OUTCOMES
At the program’s conclusion, participants will have developed a systematic approach to writing so that they can write effectively 
and persuasively. Participants will also have a better understanding of grammar rules and will be provided with a complete set 
of desk materials for future reference. 

Edit: Editing is more than using spell check

• High Skim Value (HSV)

• Brief, clear, concise

• Grammar, punctuation, commonly-confused words

Application Exercises and Practice

• Grammar and usage

• Active versus passive voice

• Types of sentences

• Brevity, Clarity, and Conciseness – avoiding linking verbs 
and compound prepositions

• Writing with numbers

• Building high-quality graphs and charts

• Document writing

COURSE CONTENT
The Four-Step Process for Good Writing

Research:  Writing is easier when you have something to 
write about
• Listening and Observation
• Thoughtful questions
Organize and Plan:  Planning reduces indecision and rework
• Sequence points – direct versus indirect approach
• Bucket evidence – how to tell the story
• Illustrate with supporting evidence
• Use facts, numbers, ratios, charts
Write:  Writing should express, not impress
• Getting started – tips for overcoming writer’s block
• Words, Sentences, and Paragraphs

• Words:  connotative meanings, abstract and concrete, 
powerful and familiar

• Sentences create rhythm: active voice, simple, com-
pound, complex, compound-complex

• Paragraphs:  topic sentence, supporting sentences, 
transitions

• Evidence – writing about numbers



Margaret Ake
Margaret Ake is a partner at Herter Associates and an instructor for the 
Corporate Learning Division of Harvard Business Publishing, a subsidiary of 
The Harvard Business School.  Herter Associates offers customized training 
courses for financial analysts and relationship managers at commercial 
and investment banks worldwide. 

Margaret Ake joined Herter Associates after a 14-year career in teaching 
at Endicott College in Beverly, MA.  At Endicott College, Ms. Ake taught a 
variety of courses in the general business curriculum including:  Economics, 

Statistics, Finance, Accounting, Organizational Behavior, Business Writing, and 
Strategy.  Ms. Ake also taught a series of corporate financial training seminars 
delivered through the Graduate and Professional School. She directed the Case 
Writing Program and has had eight business education case studies published 
in a variety of business journals. She also has experience as a Research Analyst 
for Fidelity Investments.

Currently, Ms. Ake serves on the Board of Governors of The Woods Hole Golf Club,  
Treasurer and Chair of the Finance Committee, and is on the Board of Directors 

of the Northeast ARC as fundraising chairperson. In addition, Ms. Ake regularly travels 
internationally with Operation Smile working as a medical records, statistical reporting, and 

data outcomes volunteer. Ms. Ake has participated in medical missions to Cambodia, India, Peru, Ghana, Mexico, and 
the Philippines.

Directions
Driving from North of Rt. 9: Take 495 South to Route 9 West (Exit 23B). Follow approximately 3/10 mile to Computer 
Drive Exit. At top of ramp make left at traffic light onto Computer Drive. Stay in the right hand lane. Computer Drive 
becomes New Flanders Road as it loops over Route 9. (You will see Piccadilly Pub at set of lights). Stay straight through 
lights at Piccadilly.Continue south on New Flanders Road. New Flanders turns into Flanders Road. Follow to 120 Flanders 
Road. Make a left into the park, then first right into the MSB Parking Lot. Total mileage from Piccadilly Pub to 120 Flanders 
is approximately 1.2 miles. Follow the parking lot around to the right.  The Training Center entrance is on the right side 
of the building (2nd floor).  Note: if wheelchair access is needed, enter through the front of the building.  The elevator 
is located in the front lobby.  Follow the signs to the Training Center on the 2nd floor.

Driving from South of Rt. 9: Take 495 North to Route 9 West (Exit 23B).Follow approximately 4/10’s mile to Computer 
Drive Exit. At top of ramp make left at traffic light onto Computer Drive. Stay in the right hand lane.  Follow as above.

Qualifying financial institutions can receive reimbursement up to 50% for employees who wish to 
take this course. The Workforce Training Grant Express Program assists companies with 100 or fewer 
employees to address their employee training. To receive the grant, banks need to complete a short, 
on-line application to request grant funds for this course. A financial institution whose request has 
been approved will be reimbursed for up to 50% of the actual cost of training. You may only request 
reimbursement for training individuals who are on your company’s payroll and work in Massachusetts. 

The deadline to apply for a grant for this course is six weeks before the course begins. 

For more information or to apply, visit: http://web.detma.org/WTF/Express/ep1.asp
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November 1, 2016  ~or~ November 14, 2016
9:00 a.m. - 4:00 p.m.
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Please print or type:

Institution _____________________________________________________________________________________

Billing Address _________________________________________________________________________________

City  __________________________________ State _____________ Zip Code ____________________________

Telephone ______________________________________ FAX __________________________________________

Please register the following persons:
Name                        Title Email Session: November 1 or 14

_____________________________________________________________________________________________   

_____________________________________________________________________________________________   

_____________________________________________________________________________________________  

Member cost: $250.00 

Nonmember cost:  $500.00   
  
  Amount Enclosed $ __________

1. Online at www.massbankers.org

2. 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. Emailed credit card informtion will not be 
accepted.

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

Massachusetts Bankers Association-EBW16
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, email 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 emailed 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 October 25 or November 7, 2016, respectively. Please direct inquiries or 
cancellation information to Pat Tabolsky, registrar, 617.523.7595 or 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.


