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THE 4 DISCIPLINES OF EXECUTION® OPERATING SYSTEM

¢ Helps leaders implement a clear, repeatable, and proven
formula for execution.

¢ Most valuable for organizations experiencing an execution
gap and that need a disciplined process for achieving their
priority goals.

THE 4 ESSENTIAL ROLES OF LEADERSHIP™

e Develop leaders who can think big, adapt quickly, and translate
strategy into meaningful work. (]

e Most valuable where leaders can make a difference by inspiring
trust, creating vision, executing strategy, and coaching potential.

THE 5 CHOICES TO EXTRAORDINARY PRODUCTIVITY"
* Helps people master time management for the 21st century. PY

¢ Most valuable for people who need to make the highest-impact
choices about where to invest time, attention, and energy.

THE 6 CRITICAL PRACTICES FOR LEADING A TEAM™

* Equips first-level leaders with the essential skills and tools to get
work done with, and through, other people. ()

¢ Successfully transition new first-level leaders from individual
contributors to leaders of others.

THE 7 HABITS FOR MANAGERS”®

* Develops essential mindsets, skillsets, and toolsets to get work
done with and through others. (]

e Most valuable when needing to build the leadership pipeline at
the frontline-leader level.

THE 7 HABITS LEADER IMPLEMENTATION: COACHING YOUR TEAM TO
HIGHER PERFORMANCE

¢ Helps leaders model the 7 Habits and create conditions where P
their team members work together more effectively.

¢ Most valuable for teams and organizations that want to build a
culture of effectiveness.

THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE® FOUNDATIONS
e Builds the fundamentals of personal effectiveness.

* Most useful when people need an introduction to increasing [
emotional intelligence, including self-management and
interpersonal skills.
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THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE": SIGNATURE EDITION 4.0
e Increases personal effectiveness.

» Most useful for organizations/individuals who want to increase o o
emotional intelligence, interpersonal communication, and
teamwork.

CREATE A SHARED VISION AND STRATEGY™
¢ A stand-alone module that is part of the new 4 Essential Roles of

Leadership suite. o
* Clearly define where your team is going and how they are going

to get there.

EXECUTE YOUR TEAM’S STRATEGY AND GOALS™
* A stand-alone module that is part of the new 4 Essential Roles of

Leadership suite. ()
* Use disciplined processes to consistently achieve results with,

and through, others.

o

FIND OUT WHY™: THE KEY TO SUCCESSFUL INNOVATION
e Helps individuals and leaders at every level understand why

customers make the choices they do. (]
* Design solutions that deliver what customers are looking for—

their “Job to Be Done.”

FranklinCovey

excelerators

FRANKLINCOVEY EXCELERATORS®
¢ Self-paced versions of FranklinCovey’s most popular courses. PY P

¢ Each one-hour eLearning module includes videos, animation,
assessments, exercises, and downloadable toolkits.

FRANKLINCOVEY INSIGHTS”
e Video-based, 10- to 20-minute, single-point lessons.

* Any passholder can easily use these short and compelling videos o [
in everyday work situations to reframe, provoke ideas, build
relationships, and teach or reinforce skills.

HELPING CLIENTS SUCCEED®: CLOSING THE SALE"®
« Sell with the intent to achieve win-win outcomes.

e Skillfully create the conditions for good decision-making in every
client meeting.

HELPING CLIENTS SUCCEED"®: FILLING YOUR PIPELINE®

¢ Helps salespeople increase the quality and quantity of their
sales pipeline.

¢ Most useful for creating a customer-focused culture and
increasing sales accountability.
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HELPING CLIENTS SUCCEED": QUALIFYING OPPORTUNITIES®

e Quickly identify real opportunities and decrease pipeline friction
by eliminating weak ones.

* Creates a specific call plan that addresses key client issues—
nothing more and nothing less.

INSPIRE A CULTURE OF TRUST™

¢ A stand-alone module that is part of the new 4 Essential Roles of
Leadership suite.

* Be the credible leader others choose to follow—one with both
character and competence.

ntzadtiction o
THE 4ESSENTIAL ROLES
OF LEADERSHIP™

INTRODUCTION TO THE 4 ESSENTIAL ROLES OF LEADERSHIP™

* A stand-alone module that is part of the new 4 Essential Roles of
Leadership suite.

e Introduces leaders to the core framework for leadership
effectiveness.

Jhana

A FRANKLINCOVEY® COMPANY

JHANA

* Bite-size content and learning tools for managers and leaders.

» Just-in-time, “topic-specific” leadership and management
content, as well as best practices and tips, in an easily
digestible format.
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LEADERS@CHANGE
¢ Helps leaders successfully guide their teams through change.

¢ Most valuable for people and organizations that are suffering
from an overload of new initiatives and unexpected events.

Leadingat the &

SPEED
- TRUST

LEADING AT THE SPEED OF TRUST"

* Helps leaders increase their personal credibility, practice specific
behaviors that increase trust, and improve organizational trust.

* Most valuable in organizations that need to create a measurable
culture of high trust.

LEADING CUSTOMER LOYALTY"®

* Helps leaders increase employee engagement and provides tools
and processes to continuously improve customer experiences.

* Most valuable for organizations that seek to create a culture of
loyalty with employees and customers.

MANAGING MILLENNIALS

¢ Helps managers unleash the creativity and potential of the
Millennial generation in the workplace.

* Valuable for organizations experiencing challenges retaining
Millennial talent.

© Franklin Covey Co. All rights reserv
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Workshop Learning & Application Outcomes

SECTION OUTCOME

Leading Change

Organizations Don’t
Change, People Do

See * Do * Get
Your Roles as a Manager

and Leader

The Change Model

Change Model Overview

The Zone of Status Quo

FranklinCovey

Understand and avoid the common reasons why change initiatives fail.

Focus on how each member of your team might react to change and apply the four
typical responses to change.

TEAM TOOL: Use the “For and Against” team tool to understand who on your team is
working for, and against, the change and decide on what steps to take.

Learn about a model for understanding what drives behavior and results and
integrate “seeing” into your decisions about what to work on and what results you
and your team will pursue.

Understand the traditional approaches to change management and their weaknesses.

Clarify your own critical role as a manager in the change and the approach the
workshop will take to help you “meet them where they are.”

Understand a simple, powerful model for predicting, diagnosing and improving you
and your team’s results from change.

Walk through the Zone of Status Quo, including how to know you are there,
diagnosing problems in this zone and how to best prepare for changes.

Predicting: Learn how to analyze signals that change may be coming, or what change
may be needed.

Preparing: Understand how to get ready for change by improving your team’s
readiness and brainstorming potential consequences..

TEAM TOOL: Use the “Knowing What’s Coming” tool to investigate changes that may
be coming and what those changes could mean for you or your team.
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The Zone of Disruption

The Zone of Adoption

The Zone of Innovation

Make Change Worth It

Using the Change Model
With Your Team

{j} FranklinCovey

THE ULTIMATE COMPETITIVE ADVANTAGE

OUTCOME

Walk through the Zone of Disruption, including how to know you are there,
diagnosing problems in this zone and how to quickly move through it.

Understand how to move past the Point of Decision and what specific steps to take
to help a team member.

Break the Barriers: Become aware of what stands between your team and the change
you are pursuing, and discuss how to overcome those barriers.

TEAM TOOL: Use the “Hurdles, Quicksand, and Brick Walls” tool to identify what
obstacles are in your path, which ones you can eliminate, move past, or avoid, and
which ones you can't.

Walk through the Zone of Adoption, including how to know you are there, diagnosing
problems in this zone and how to quickly move through it.

Adjusting: Identify the new ground rules the change created and set new goals to
adjust.

Prioritize: Understand that all change adds to your workload and make decisions
about what new things to start doing, what to continue doing and what to stop doing
in order to succeed at the change.

TEAM TOOL: Use the “Kill it or Keep it” tool to identify what actions, procedures or
behaviors are no longer needed and which ones remain important.

Walk through the Zone of Innovation, including how to know you are there,
diagnosing problems in this zone and how to make the most of it.

Discover the common obstacles to the Zone of Innovation and evaluate which of
those obstacles might be present for your team.

Imagine it, Plan it, Do it: Explore what an ideal outcome from the change would
look like and capture all the elements that you can realistically see coming from the
change, then make a plan of attack.

TEAM TOOL: Use the “Scorecard” tool to decide what the elements of success are for
your team and how you will measure them.

Understand the real cost of change and that “getting back to normal” is often a losing
scenario.

TEAM TOOL: Use “Calculating the Cost” to determine what the costs of changing will
be and calculate the potential R.O.l. (Return on Investment) for your change.

Understand how to use the Change Model to diagnose where an individual is on the
curve and how to help based on where they are.

TEAM TOOL: Use the “Change Model” to plot where each member of your team
might be and what specific actions you can take to help them move forward.

© Franklin Covey Co. All rights reserved
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5 Key Elements of Change

Vision

Communication

Alignment

{j} FranklinCovey

OUTCOME

* Begin to create a clear, compelling picture of what the change could lead to by
understanding what’s changing and why.

* Understand what “Vision” problems look like and how to address them.

* Build on the See « Do * Get model by becoming clear on what you would like people
to think and feel about your vision for the change.

« TEAM TOOL: Use the “Hurdles, Quicksand, and Brick Walls” tool to identify what
obstacles are in your path, which ones you can eliminate, move past, or avoid, and
which ones you can’t.

* Understand what communication is and what it isn’t, and how to check to see how
well a message has been received and how well your team understands the vision.

* Participate in the Word Game to understand how communication failures happen.

« TEAM TOOL: Create “A Case for Change” that outlines your vision and Moving From
and Moving To in a way that targets what you would like people to think and feel
about the change.

* Prepare to answer questions from your team by brainstorming a list of likely
guestions and what your responses will be.

* Create a communication plan that clearly spells out your Case for Change, allows for
two-way interaction and provides an opportunity to measure how well the message
was understood.

« TEAM TOOL: Use “What You Really Think” in a group discussion to explore how well
people really understand what’s changing and why, and how big of an impact they
think the change will have on them.

* Understand the concepts of Unity and Direction and how to diagnose Alignment
problems in your team.

* Participate in the “Win As Much As You Can” game to understand how alignment can
influence everyone’s results.

e Understand how behaviors, achievements and results can be used for Key Objectives
(K.O.s), and create a set of 4-7 specific K.O.s that you and your team will work to
accomplish from the change.

« TEAM TOOL: Use the “What’s My Alignment” tool to explore the goals of the change
for your organization, your department, your team and you. Examine how well the
goals line up with each other and whether adjustments need to be made.

THE ULTIMATE COMPETITIVE ADVANTAGE
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Engagement

Accountability

The Team Process

Meeting People Where
They Are

Working with Your Team in
an Ideal World

Case Studies and
Application

Work Session

OUTCOME

Understand how to win your team members by identifying the ideal conditions they
would need to truly succeed at the change.

TEAM TOOL: Learn how to analyze the “Change Assessment” results to see how well
people are engaged in making the change happen as well as their change readiness
and overall skill development related to change.

Understand the concepts of Measurement and Visibility and how they create
accountability for your team.

Diagnose accountability problems and plan on how to address them.

TEAM TOOL: Create a “Scorecard” for each team member that lists the 4-7 KOs
with a range of measurement for each for meeting, exceeding or failing to meet
expectations.

Determine a review and feedback process that you can use with each team member
to measure actual performance, provide feedback, and tune and update K.O.'s moving
forward.

Understand how to use the Change Model dynamically to diagnose where each team
member sits and know what needs to happen to move them forward.

Become familiar with each of the team tools and how and when to use them with
your team to address problems.

Learn about how a sequential approach to use with your team when you have the
opportunity to work on a change from the beginning or to introduce a change with
your team.

Session 1: Introducing what’s changing and why, measuring understanding and
creating a way forward.

Session 2: Building Key Outcomes to the change.
Learn how to measure and adjust course moving forward.

Use the 5 Key Elements with the Change Model to solve real examples from case
studies of managers in other organizations (or your own organization for customized
programs).

Use the Change Model and 5 Elements to work on a specific change by identifying
the needs for your team, working with your Case for Change, creating the Key
Objectives for your team and creating a plan of action.

For more information about FranklinCovey’s Managing Millennials, contact your client partner or call 1-888-705-1776.

{j} FranklinCovey
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MANAGING MILLENNIAL

Workshop Learning & Application Outcomes

SECTION OUTCOME
Pre-Work

Customized Case Studies * Gather stories from partlmpahts albout challenges they are facing with Millennial
employees to use during the session.

The Millennials

* Understand what defines a Millennial (including range of birth dates, common traits,

What's a Millennial etc.) as well as the reasons that Millennials are important in the workforce.

e Learn about the influence Millennials will hold as the workforce shifts and how the
sizes of different generations will play a role.

* Understand the three perceptual positions and practice seeing any given situation

Perceptual Position from each of the three perspectives.

Understanding Each Generation

What Defines a * Learn about the factors and influences that create differences in perspectives
Generation? between generations.

The Builders * Born between 1926 and 1945; influences, characteristics, values and work-ethic.
The Baby Boomers * Born between 1946 and 1964; influences, characteristics, values and work-ethic.
Generation X * Born between 1965 and 1982; influences, characteristics, values and work-ethic.
The Millennials * Born between 1983 and 2001; influences, characteristics, values and work-ethic.

Manager Skills

Vision Skills: * Show Millennials the big picture when assigning tasks to help them see the larger
Help Them See connections to what they do.

e Connect the dots between the activity at hand to something the Millennial employee
values to help them engage.

* Include the details when needed and avoid assumptions about aspects of a job some
people may take for granted.

{j} FranklinCovey

THE ULTIMATE COMPETITIVE ADVANTAGE





SECTION OUTCOME

Communication Skills: .
Be Heard
Adapting Skills: .

Play to Their Strengths

Case Studies

Moving Forward

Using the Skills

Build a professional and authentic relationship with the Millennial employee to gain
credibility with them.

Be positive when correcting the Millennials to avoid defensiveness and conflict.

Separate themselves from the often harsh-seeming communication style of the
Millennials and not take things personally.

Harness the considerable imagination of the Millennials to solve problems and keep
them engaged.

Create the right rewards for a generation that has been recognized for every
achievement large and small.

Be flexible to allow for different working styles and focus more on results (what) than
how things are done.

For each of the three sections, practice applying the skills on case studies gathered
from actual situations managers face in your organization.

Understand how the skills build on each other and practice applying them to
challenging situations in the workplace.

Review a skill grid and learn to use it to apply the skills to specific issues with
Millennials.

For more information about FranklinCovey’s Managing Millennials, contact your client partner or call 1-888-705-1776.

{j} FranklinCovey

THE ULTIMATE COMPETITIVE ADVANTAGE
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MEETING ADVANTAGE™
.M ‘ tj _ . ¢ Helps leaders and teams optimize the time and energy invested
eetin in meetings by providing clear guidelines on what to do before,
4 Advant:ige ) during, and after each meeting. ® ® ®

el
EFFECTIVE

* Most valuable for organizations where meetings are perceived as
“wasteful” or “unproductive.”

MILLENNIALS@WORK
e Helps Millennials navigate the world of work and understand how

to be successful through their lens of the world. () (] o
* Most useful for organizations that want to engage Millennials and

leverage their creativity and potential.

MULTIPLIERS®: HOW THE BEST LEADERS IGNITE

EVERYONE’S INTELLIGENCE

¢ Helps leaders harness all the energy and capability of P P
their teams.

¢ Enables leaders to prompt deep learning and growth in others
and achieve better results together.

PRESENTATION ADVANTAGE"
¢ Helps people communicate effectively, whether with one or

one hundred people. PY P PY
¢ Most useful for people and organizations that seek to better

inform, influence, and persuade others in today’s knowledge-

based world, live or virtually.

aceSETes ™

-

PROJECT MANAGEMENT ESSENTIALS FOR THE UNOFFICIAL

PROJECT MANAGER"®

e Helps today’s knowledge workers learn how to master informal
authority with project teams and implement a disciplined process () o o
to complete projects with quality results.

¢ Most valuable in organizations that need to improve
effectiveness of everyday, cross-functional project work.

SPEED OF TRUST® FOUNDATIONS
¢ Helps individuals build strong foundations of self and
relationship trust. [ ) o
¢ Most useful for organizations that seek to improve open
communication, creativity, and engagement.

UNCONSCIOUS BIAS: UNDERSTANDING BIAS TO UNLEASH POTENTIAL™

UNCONSCIOUS » Recognize the impact of bias on behaviors, decisions,

BIA and performance. ® o ®
o * Explore bias and create ways to face bias with courage, ensuring

everyone is respected, included, and valued.

UNLEASH YOUR TEAM’S POTENTIAL THROUGH COACHING™
Sl T allal » A stand-alone module that is part of the new 4 Essential Roles of
: Leadership suite. () o
* Unleash the ability of each person on your team to improve
performance, solve problems, and grow their careers.

© Franklin Covey Co. All rights reservec
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Meeting——

—Advantage

TOOLS FOR HIGHLY
EFFECTIVE COMMUNICATION

TAKE YOUR BUSINESS COMMUNICATION SKILLS TO THE NEXT LEVEL

Meeting Advantage

“When a team
becomes more aligned,
a commonality of
direction emerges, and
individuals’ energies
harmonize. There is
less wasted energy. In
fact, a resonance or
synergy develops, like
the coherent light of
a laser rather than the Challenge:
incoherent and scattered

light of a light bulb.”

—Peter Senge

FranklinCovey’'s Meeting Advantage Workshop

1. Individuals learn how to initiate, plan, and define the meeting’s purpose.

2. Individuals develop skills for effectively managing a productive meeting.

3. Individuals learn how to implement effective follow-through and produce results.
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o
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Do your organization’s meetings eftectively bring
teams together to propel your business forward?

In many organizations, employees spend up to 40 percent of their time preparing for and
participating in meetings. As a result, it is mission-critical to your organization that meetings

be productive and profitable. With poor planning and unclear agendas, meetings lose focus and
strain resources. This sets a stage where people show up late for meetings or leave early, no one
takes the lead, decisions are delayed, and worst of all, people don’t take action after the meeting.

{1} FranklinCovey





TAKE YOUR BUSINESS COMMUNICATION SKILLS TO THE NEXT LEVEL

Effective Meetings Propel Your Organization Forward

Ineffective meetings can swallow up time, energy, and most important

of all, money. The trouble is that meetings are a key component of day-to-
day business. In order to propel your organization forward, meetings need
to be prepared effectively, proceed productively, and end with a clear plan
of action. With the right training and skills, you can ensure that meetings
will be followed through with the kind of commitment and accountability
that improves interpersonal skills and increases productivity.

The Solution:
The FranklinCovey Meeting Advantage Workshop

In a business world driven by results and performance, you have to

make meetings work to your advantage. FranklinCovey's Meeting Advantage
workshop teaches you how to plan effectively by frontloading before a
meeting, focusing productively during the meeting, and following through
successfully after the meeting. When your meetings are relevant and
tightly focused, you can navigate all of the challenges your business faces.

Whether it's managing a large project across teams, improving
communication, or addressing difficult situations, you can give

your employees the skills to increase accountability and productivity.
This workshop is based on proven principles of effective communication
and is designed to sharpen the written, verbal, and interpersonal skills
of each member of your organization, building a solid foundation of
organizational excellence.

The FranklinCovey Meeting Advantage workshop is taught as a one-day,
facilitator-led program where participants will learn how to:

e Use the “Meeting Focus” tool to define mission-critical data.
e Practice the steps to frontload high-focus meetings.
e Select appropriate meeting methods to accomplish objectives.

e Develop and use meeting ground rules.

Use the “Meeting Advantage Planner” to time-activate follow-through.

Review the meeting for improvements.

'y Frontload

E; Focus

AN

i

Follow Through
5

Focused meetings don't just happen;
they are the result of a well-designed
process that includes the following
steps: Frontload, Focus, Follow Through.
This three-step process serves as an
outline for the entire workshop. Use it
to get an edge—a meeting advantage.

Give your team members the knowledge and tools they need to take your business communication skills

to the next level.

For more information about FranklinCovey's Meeting Advantage workshop, contact your FranklinCovey Client Partner or call 1-888-705-1776 to be put in

touch with someone in your local area who can answer any questions.

{j} FranklinCovey
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Workshop Learning & Application Outcomes

SECTION OUTCOME
What’s a Millennial and Why Does It Matter?

What's a Millennial? * Understand what defines a Millennial (including range of birth dates, common traits,

) etc.) as well as the reasons that Millennials are important in the workforce.

*« Become aware of common perceptions about Millennials that managers of older
generations may have, and why these perceptions may become obstacles for
Millennials.

Older Generations and
Potential Roadblocks

» Understand the three perceptual positions and practice seeing any given situation

Perceptual Position from each of the three perspectives.

Understanding Each Generation

What Defines a e Learn about the factors and influences that create differences in perspectives
Generation? between generations.

The Builders * Born between 1926 and 1945; influences, characteristics, values and work-ethic.
The Baby Boomers * Born between 1946 and 1964; influences, characteristics, values and work-ethic.
Generation X * Born between 1965 and 1982; influences, characteristics, values and work-ethic.
The Millennials * Born between 1983 and 2007, influences, characteristics, values and work-ethic.

» Create a picture of what qualities an ideal manager would have, and what a manager

Your Ideal Manager might look for in an ideal employee.

The Seven Skills

* Take initiative for building a better working relationship with your managers
Build a Relationship and leaders by changing perceptual position, showing appreciation, matching
communication and actively listening.

* Actively seek direction on the work you're responsible for. Ask who, what, when,

Ask for the Details where and how, as well as seek out examples of what good work looks like.

e Increase your organizational awareness by tapping into the experience and expertise
See the Big Picture of your managers, mentors and peers. Ask why a task or process exists and identify
its impact on the organization.

{f} FranklinCovey
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SECTION OUTCOME

Know When to Focus

Go for Feedback

Be Accountable

Recognize Your Value

Moving Forward

Using the Skills

Balance your ability to do several things at once by concentrating your energy,
attention and enthusiasm on each important project or outcome. Be aware of
distractions when communicating.

Improve your performance by getting direct, honest feedback from your leaders,
mentors and peers. Actively listen and avoid being defensive, then consider your
response or next step. See all feedback as an opportunity.

Show that you can be counted on by taking ownership of the results you are
responsible for. Identify who will be affected by your work, agree on how you will
measure success and avoid making excuses or placing blame.

Avoid making assumptions about your value to the organization. Align your abilities
and expectations with those of your organization in order to make the right
contribution for the right reward.

Understand how the seven skills build on each other and practice applying them to
challenging situations in the workplace.

Review a case study with a common challenge Millennials face and create a plan to
address the situation using the seven skills.

For more information about FranklinCovey’s Managing Millennials, contact your client partner or call 1-888-705-1776.

{j} FranklinCovey
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WHAT THE CEO WANTS YOU TO KNOW: BUILDING BUSINESS ACUMEN™
* Helps people easily understand the mechanics of their
organization’s money-making model.

* Most useful for helping people understand the story financials
tell and how they contribute to the bottom line.

yemm WRITING ADVANTAGE™

* Helps people express ideas and critical messages clearly
and concisely.

* Most valuable for organizations that want consistently high
standards of written communication for greater actions
and results.

9 Franklin Cove

Co. All rights reserved
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Writing——

—Advantage

TOOLS FOR HIGHLY
EFFECTIVE COMMUNICATION

TAKE YOUR BUSINESS COMMUNICATION SKILLS TO THE NEXT LEVEL

Writing Advantage

“Your writing skills will

improve irnrnediately | 2 FranklinCovey's Writing Advantage Workshop

when you implement g 1. Individuals learn how to organize initial ideas around a clear purpose.
standards that underline = 2. Individuals structure a prototype based on solid writing standards.
quality Writing. You g 3. Individuals evolve their prototype into a draft document.

may already be aware A 4. Individuals review and refine the draft against formal standards.

of those standards but 5. Individuals produce a final and collaborative edit of their draft.

face challenges applying
them consistently.”

—Unknown

Challenge:

Does your organization produce written
communication that conveys your intended message
with professional quality, clarity, and accuracy?

Many professionals spend up to three hours each day attempting to express themselves in writing.
Unfortunately, this time is wasted when the information they deliver is misinterpreted or even
ignored. With poor structure and muddy language, most written communication gets lost in today’s
information clutter. Consider the effect of an unclear press release or unorganized marketing plan.
Poorly-crafted documents can cause misunderstanding, hamper collaboration, create errors, and
threaten your professional credibility—and your business results.

FranklinCovey





TAKE YOUR BUSINESS COMMUNICATION SKILLS TO THE NEXT LEVEL

Clear, Accurate Writing Impacts Your Bottom Line

In today’s competitive business environment, your written communication
must make your point with power and clarity. In order to succeed, your
organization must empower all team members, especially key employees,
to express ideas and critical messages clearly—without leaving anything
open to misinterpretation or misunderstanding. Increasing the power

of your organization’s written communication will increase productivity,
resolve issues, reduce errors, and increase credibility.

The Solution:
The FranklinCovey Writing Advantage workshop

To stay ahead in business, you have to cut through the information clutter
and communicate clearly. FranklinCovey’s Writing Advantage workshop
teaches how to set quality writing standards that will help you increase
productivity, resolve issues, avoid errors, and increase credibility.

This workshop teaches how to make your written communication clear
and memorable. This skills-based workshop will help your organization
set writing standards that will have an impact on business results.

The FranklinCovey Writing Advantage workshop is taught as a one-day,
facilitator-led program where participants will learn how to:

e Define a document’s purpose, the readers’ needs,
and the desired response.

e Define and manage the document’s scope and related
writing assignments.

e Apply the principles of organization using the “Four-Box Format.”
e Use writing fundamentals to structure a well-written document.
e Use and apply the FranklinCovey Style Guide.

e Use a collaborative three-stage revision process.

This workshop also includes the following tools:
e A writing guidebook with reference information and writing exercises

e An easy-to-use “Document Planner” tool that fits the Franklin
Planner, along with an electronic version that allows you to
automatically draft e-mails and documents

e The award-winning FranklinCovey Style Guide

e A FranklinCovey Style Guide companion CD-ROM

EFFECTIVE WRITING PROCESS

® Reduces stress

* Saves time

e Increases effectiveness

Plan

* Focuses on customer

Design

Draf

Customer’s
Needs

Revise

Give your team members the knowledge and tools they need to take their business communication skills

to the next level.

For more information about FranklinCovey's Writing Advantage workshop, contact their FranklinCovey Client Partner or call 1-888-705-1776 to be put in

touch with someone in your local area who can answer any questions.
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