ADVANCED BUSINESS WRITING FOR EXPLORATION 
AND PRODUCTION  SPECIALISTS
Instructor: Dr. Judith Lentin
11 – 13 April 2012, Hotel Santika Bali
Most 'Writing' courses are presented by individuals from outside the oil industry. This one is different because it gives practical instruction rather than theory. The course is based on the presenter's extensive experience of reporting for international oil companies and consulting companies. Dr. Lentin has published more than 50 peer reviewed papers and 13 books in addition to many hundreds of “in-house” reports.

DAY ONE

8:30 AM
12 Secrets of Good Business Writing

9:30

Pinpointing Writing Problems

10:30

Basic Rules -Writing clear, concise reports and proposals (formats)




The Business Letter




The Fax




The Office Memo

*


E-mail




Cover Letters




Resumes




Employment Letters

11:15

Creating an Audience Analysis Grid & a Needs Assessment

12:30

LUNCH

1:30

Corporate Policy and International Partnerships

2:30

Corresponding with Colleagues




Business Greetings




Letters of Request




Letters of Thanks

*


Letters of Congratulations




Letters of Refusal




Letters of Personal Concern

4:15

Corresponding with Vendors or Contractors




Hiring Vendors or Contractors




Placing and Receiving Orders




Day to Day Contact with Vendors or Consultants




Problem Situations




Letters of Thanks

5:00-5:30

Edit: Tips from the Wall Street Journal

*  At convenient times in the morning and afternoon the session will break for tea/coffee/smokes. 
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DAY TWO 
8:30

Review of Day One

9:00

PROPOSALS Writing clear, concise proposals (formats)





Types of Proposals 




Components




Ethical Issues




Overview of the Proposal Writing Process




Compliance Checklists




Identify the Clients Key Issues




Developing a Strategy

*


Write an Outline




The Executive Summary




Team Writing - Storyboarding




Logos, Ethos and Pathos - Theme Establishment




Planning the proposal design




Effective Resumes and Organizational Charts




Using Graphics Appropriately

1:00

LUNCH

2:00

WRITING REPORTS & STUDIES




Communicating Factual Information




Determining the Audience and Purpose




Defining the Central Question




Developing a Schedule and Document Specification




Components of a Formal Report




Direct and Indirect Approaches




Developing Ideas

*


Editing for Tone, Consistency and Completeness




The Ethics of Rhetorical Choice




Editing Unnecessary Passive Voice, Sentence Variety




Overuse of Acronyms and Abbreviations




Specific Design Techniques




Use of Figures, Tables and Mathematical Equations




Ethical Presentation: Slanting Statistics and Visual Information




Tips for International Communications

4:00 – 5:00

REVIEW - Q & A – Select Teams & Assign overnight project
*  At convenient times in the morning and afternoon the session will break for tea/coffee/smokes. 
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DAY THREE (Half day)
8:30 – 11:30 
Presentation of overnight assignments by individual teams.

12:00

Photo.

WHO SHOULD ATTEND 
Any Exploration or Production specialist or manager in the oil company, consultancy/service or research sector. This is not a basic English language course so attendees should have a reasonable command of the language. Even native English speakers are surprised at how many new ideas this course contains. If relatively new to the industry you will learn that 'commercial' technical writing requires a non-traditional approach. Experienced team leaders or supervisors will gain additional skills to help to co-ordinate or review the reporting of multidisciplinary integrated studies. 
HIGHLY EXPERIENCED INSTRUCTOR 
Dr. Lentin has published in excess of 50 peer-reviewed scientific papers, books and monographs. She has worked in the development of new oil companies in Russia, Kazakhstan and Ukraine, in the former Soviet Union and has evaluated numerous oil and gas plays for IPOs in Canada. As an experienced project manager, she has worked on international projects in the oil and gas industry leading teams of geologists, geophysicists and engineers in evaluations. She has taught courses on both highly technical topics within her area of scientific specialty and other more generalized topics to oil company specialists in the US, Canada, China and the former USSR.  She has organized, designed and taught management courses. She has designed Needs Assessment instruments designed specifically for staff and management within oil companies in the former Soviet Union. As head of THE MENTORS she performs training Needs Assessments, helps design new Mentoring programs in international joint venture companies and designs training materials and organizes the training schedules for 79 contract trainers within THE MENTORS.  She authored a manual on Mentoring for APEGGA and subsequently wrote a book to help individuals find their own mentors, The book is available through THE MENTORS web site: www.thementors.com.

ENROLLMENT
In order to allow sufficient time for arranging travel plans, early enrollment is recommended.  Registration will be closed on March 8, 2012. Late enrollment may result in course cancellation.

CANCELLATION, SUBSTITUTION & REFUND

The tuition fee will be refunded (less US$ 100 registration fee) only if notification of cancellation is received at least 10 days prior to the commencement.

Non payment of tuition fee does not constitute automatic cancellation of participation.  Substitution may be made at any time for those enrolled.

TUITION FEE

Tuition fee at USD 2,250.00 + 10% VAT per delegate is due and payable upon confirmation of enrollment. The fee is excluded accommodation. Payment should be settled at the latest on March 8, 2012.  Any bank charges in connection with payment in US Dollars must be added to payment.  Tuition fee includes admittance to the course, course materials, daily refreshments and full lunch.

Payment can be made to PT. Geoservices 

Bank Central Asia

Chase Plaza Building

Jl. Jend. Sudirman - Jakarta

Account No: 035.3070.964 (US$)

