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Writing 103

Government and Public Service Writing

A training course devised primarily for Territory, State and Federal public servants
seeking to enhance and improve specific written skills.

This course focuses on writing briefs, ministerials, policy documents, question time briefs
(QTBSs), possible parliamentary questions (PPQs), questions on notice, memos, minutes
and other public service and government documents.

A must for those in government departments and agencies.

Topics include:

e Understanding government writing requirements and style guides
Planning and preparing documents of differing length and style
Ministerial, parliamentary and question time documents
Writing memos, emails and correspondence
Proofreading and editing

To book =

Please fax completed form to 02 6295 7066.
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Course Name: Writing 103 — Government and Public Service Writing
(full-day course)

Date of Course: Friday, 2 March, 2012 (9.00am — 5.00pm)

Venue: Canberra
Organisation..............ccciiiiiiiiiiiiei i e
Name of Attendee e-mail Phone Cost Credit Net Cost
card
fee 5%
$770.00 | $38.50
Total Cost:
Please Note:

+ In booking this course you are agreeing to the Terms and Conditions as stated on our website.
www.publicaffairs.com.au/course/cs terms&conditions.html
. Payment will be processed once minimum numbers have been reached.

Payment Options (please tick one of the following payment options)

0 Payment by Direct Debit: Please pay into St George Account:
Payment Date: / /

Account Name: TPARC Business Trust
BSB 112-908
Account No. 153 265 392

O Payment by Credit Card: (Please note a credit card processing fee of 5% applies)
L] Visa ] MasterCard

*The following information is required for credit card payments and authorisation

caor T T TTTTTTITTTITITTTITT]
Name of Card Holder: Expiry Date: /|
Signature of Card Holder: Phone No:

Invoice Amount $ plus processing fee of 5% $ Total Amount $

a Payment on Invoice: (Please note immediate payment is required upon receipt of invoice.)

Send Receipt/Invoice to:
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Please fax completed form to 02 6295 7066.
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