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 Government Training Academy 

Custom training division of Los Rios Community College District 

The Los Rios Government Training Academy is the largest provider of
customized training to public agencies in the greater Capital Region. 
Los Rios is the region’s leader in creating effective, innovative 
workforce development solutions and programs. 

Our expert trainers and consultants have decades of proven 
experience creating and delivering innovative courses that engage 
learners and assure employee success and value to the 
organization. You will find the Government Training Academy’s 
solutions to be cost-effective, flexible and include proven methods 
for assuring that the training has a positive impact and the value of 
training can be measured. 

Bruce Winner 
(916) 563-3232 
WinnerB@losrios.edu

mailto:winnerb@losrios.edu
http://www.losrios-training.org/


 Reflect more positively the mission, vision, and 
professionalism of their agency and incorporate 
these in the planning and composition of their 
written materials. 

 Create documents that target specific and 
diverse audiences. 

 Produce concise, courteous, and cosrrect 
documents with increased speed and 
confidence. 

 Reduce internal and external errors and 
misunderstandings caused by writing. 

Improved 
writing in an 
agency results 
in better 
collegial 
relationships, a 
more 
professional 
image and 
increased client 
satisfaction. 

The Government Training Academy is currently delivering writing programs and series to 
agencies including The California DMV, Department of Social Services, CALSTRS and CalHR. 
All courses can be customized to meet the individual needs of each agency. Customization 

results in performance improvement. 

Call or email 

Bruce Winner 
(916) 563-3232 
WinnerB@losrios.edu 

www.LosRiosTraining.org

What Will
GTA Writing

Do 
for You? 

mailto:winnerb@losrios.edu
http://www.losrios-training.org/


The Los Rios 
Government 
Training 
Academy 
wants to be 
your partner to: 

• Facilitate real
learning that 
matters 

• Develop
employee skills 
and assure their 
application to 
organizational 
needs 

• Use learning and
application to 
improve agency 
performance 

• Solve critical
issues 

How are custom writing 
programs developed? 
The Government Training Academy 
(GTA) writing staff: 
 Works with your agency or department to 

identify writing needs, issues and problems 
 Reviews participants’ writing (memos, 

reports, issue papers…) 
 Conducts pre-assessments (optional — more 

information and examples available) 
 Incorporates agency documents, guidelines, 

and issues into the customized training 
material 

 Delivers writing training via lecture, 
discussion and exercises in an engaging 
manner that encourages participation and 
growth 

 Conducts post-assessments (optional — 
more information and examples available) 

Many examples of customized courses and 
performance results are available. Call for a 
presentation or demonstration at your training 
site. 



Writing Skills for the Public 
Agency Employee (1-3 days) 
Course Description 
Writing is a vital skill for public sector employees — and 
increasingly identified as a challenge by management. 
Many writers produce unclear, confusing, and jargon-filled 
documents that are difficult to understand. Management 
wants plain, straightforward language that avoids jargon 
and uses easily understood technical terms. 

Writing for Public Agency Employees teaches participants 
how to become more competent and confident writers. 
Using the WRITE® process, the course provides a simple 
straightforward method to create an orderly document. 

Course Outline 
 Course Overview 
 The WRITE® Process 
 Grammar Refresher (as needed) 
 Apply the WRITE® Process to a public 

agency document 
 Consider your audience 
 Professional writing style 
 Concise writing skills 
 Apply the WRITE® Process to other 

government documents 
 Correct common grammar errors 
 Active voice 
 Parallel structure 
 Graphics 

Employee 
Benefit 
Become a more 
competent and confident 
writer 
Make points quickly, 
eliminate unnecessary 
words and avoid the most 
common writing errors 
Effectively plan for 
audience, purpose, 
message and tone 
Organize and edit content 
for clarity, conciseness, 
and correctness 

Agency Benefit 
Written documents that 
are complete, clear and 
concise 
Developing a staff at all 
levels in the agency who 
show an increased ability 
to write in a way that saves 
time, promotes readership 
and builds credibility 



Writing Skills for Analysts 
(2 Days) 
Course Description 
An analyst’s work product needs to be clear, concise,  
logical and correct. The first step in meeting these 
requirements is to plan effectively before writing — the best 
planners are the best writers. This course will help you 
analyze and organize your writing project, as well as help 
you choose the most effective way to present completed 
staff work to your audience. Writing Skills for Analysts helps 
participants learn how to become more competent and 
confident writers, overcome writer’s block, employ critical 
thinking and communicate using clear, concise and correct 
language. This course builds on completed staff work and 
focuses on how to write specific types of analyst 
documents, including proposals, white papers, evaluations, 
etc. Participants in the course are asked to bring  
completed staff work writing samples from the workplace. 
The course leader uses these materials, and engaging 
writing drills and exercises, to improve the performance of 
all participants. 

Course Outline 
 Introduction and course overview 
 Grammar refresher 
 Correcting common grammar/writing errors 
 The WRITE® process 
 What is my purpose? 
 Randomly generate ideas 
 Impose order 
 Try a first pass 
 Evaluate and finalize 
 Incorporate critical thinking in documents 
 The Thinking Map®

 Business writing style 

Employee 
Benefit 
Make points quickly, 
eliminate unnecessary 
words and avoid the most 
common writing errors 
Organize thoughts and 
write with purpose and 
conviction 
Effectively plan for 
audience, purpose, 
message and tone 
Organize and edit content 
for clarity, conciseness and 
correctness 

Agency Benefit 
Create and retain analysts 
who interact successfully 
with others to obtain, 
process and disseminate 
information essential to 
meeting agency goals 
Improved inter and intra 
agency communications 
and productivity 



 

 

Writing Excellent Letters, 
Memos and E-mail (1 day) 
Course Description 
As with any type of writing, the best letters, memos — even 
email — take planning. This course helps participants to 
identify and consider the needs of their audience and 
make sure that their tone, style and language are 
appropriate. This course also includes tips on formatting 
different types of communications and how to manage 
email effectively. 

Course Overview 
 The WRITE® Process 
 Apply the WRITE® Process to a letter or 

memo 
 Apply the WRITE® Process to an email 
 Consider your audience 
 Standard, professional formats for letters 

and memos 
 Graphics 
 Better emails 
 Benefits and risks of using email 
 Etiquette: Acceptable tone and word usage 
 The three toughest email challenges and 

how to address them 
 The four “musts” before hitting “send” 

The WRITE® Process 
Follow a proven path to writing excellence 

W — What is my purpose? 

R — Randomly generate ideas 

I — Impose order 

T  — Try a first pass 

E — Evaluate and finalize 

 
Employee 
Benefit 
Write in a way that saves 
time, promotes readership 
and builds credibility 

Agency Benefit 
Staff that produce writing 
in all formats that is 
professional and 
appropriate in tone, word 
usage and appearance 



 

 

  

 
Employee 
Benefit 
• Learn to eliminate 

common grammatical 
errors that distract from 
the intended message 

• Properly apply rules for 
correct word choice and 
punctuation usage 

• Write in a way that saves 
time, promotes 
readership and builds 
credibility 

Agency Benefit 
Staff that produce writing 
in all formats that is 
professional and 
appropriate in tone, word 
usage and appearance 

Professional Business 
Grammar -- 1 Day 
Course Description 
Common grammar and punctuation mistakes can lessen
participant’s credibility with the reader. This course will
help participants write more professionally and effectively. 
It will help them identify and fix common grammar and
punctuation errors and utilize correct sentence structure. 

Course Outline 
Course overview 
Sentence structure 
Parts of speech 
Run-on sentences 
Subject-verb agreement 
Correcting common writing errors 
Word usage 

 
Rules of grammar vs. personal style/ 
preference 



Writing Technical Documents 
(2 days) 
Course Description 
Technical writing is the process of transmitting technical 
information so that people can understand it easily and use 
it effectively. This course will introduce participants to such 
types of communication as processes, description of 
mechanisms, proposals and reports. Upon completion of 
this two-day course, participants will be able to: 
•Explain the difference between technical writing and

expository writing 
•Apply effective document design and graphics in

technical writing 
•Make technical adjustments in style, punctuation and

other grammar elements 
•Integrate appropriate visual elements into a user

manual 

Course Outline 
 Technical vs. non-technical writing 
 Technical style and grammar 
 Punctuation, capitalization, use of 

numbered and bulleted lists, use of “you,” 
use of the active and passive voice and use 
of the future tense 

 The Technical Writing Process 
 Reports and proposals 
 Technical instructions and user manuals 

Employee 
Benefit 
Clear, concise publications 
that capture the reader’s 
interest 

Agency Benefit 
Staff that produce writing 
in all formats that is 
professional and 
appropriate in tone, word 
usage and appearance 
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Employee 
Benefit 
Feel comfortable in writing 
and presenting executive 
or board reports. 

Agency Benefit 
Staff that can 
comfortably present to 
executives in a 
professional, appropriate 
manner. 

Writing for Presenting to 
(2 days) Executives 

Course Description 
Writing and presenting are unique skill sets, each requiring 
competence in communication-and confidence. However, 
even people experienced in both can feel some dread 
knowing they’ll eventually be evaluated and questioned by 
an executive team. 
 
This course will help you feel comfortable with business 
writing, including drafting an executive report. In this two-
day course, participants will: 

• Understand what the executives value. 
• Review business writing basics. 
• Identify components of executive/board report. 
• Learn a process to apply to all writing projects, giving 

consistent outcomes. 
• Spot annoying habits and know what to replace them 

with. 
• Understand what the audience wants and know how 

to effectively give it to them. 
• Practice presenting. 

Course Outline 
 Business writing basics 
 Writing as a process 
 What is an executive report (or a board 

report)? 
 Transform report to a presentation 
 Know your audience and identify a call to 

action 
 PowerPoint essentials 
 Presentation tips 
 Field questions effectively and how to handle 

when you don’t know 
 Real-life practice 
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Employee 
Benefit 
How to communicate 
effectively through 
different means and for 
different purposes. Know 
when and how to say what 
is necessary 

Agency Benefit 
Staff that communicate 
effectively by knowing 
what to say and when to 
say it. Reduce the 
amount of 
communication 
confusion. 

Business Writing That Builds 
(1 or 2 days) Relationships 

Course Description 
Students develop writing and thinking skills that build professional 
relationships. They discuss and write emails, texts, and other 
messages while applying relationship-building communication 
principles to routine situations and those that require special care 
and sensitivity.  
 
The course will help participants 

• Recognize how to communicate in ways that build 
relationships on the job 

• Apply specific methods to compose diplomatic, respectfully 
written messages. 

 

Course Outline 
 Add “heart” to writing 
 Risky email behaviors to avoid 
 Writing powerful thank-yous 
 Communicate positive feedback in writing to 

strengthen performance and relationships 
 Write sincere and meaningful congratulation 

notes 
 Introduce yourself to a stranger 
 How and why to write sincere, productive 

apologies 
 Communicating bad news 
 The “no-message”  
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Editing Business Documents 
(1 Day) 
Course Description 
After putting pen to paper (either literally or figuratively) 
comes the important task of editing; it’s a skill set related 
to, but different from, writing. Equipping ourselves to edit 
our own work, as well as the writing of others, is the 
foundation of this course. Participants will learn how to 
approach their own documents with “fresh eyes” and 
overcome the temptation to change (as opposed to edit) 
another person’s document. We’ll learn how to avoid the 
common pitfalls that inhibit a reader’s ability to understand 
what we’ve written, as well as look at samples of common 
business documents – both good and bad. 

Course Outline 
Introduction and course overview 
Results of bad writing / lack of editing 
Sentence structure 
Basic editorial marks 
Editing for clarity and meaning 
Eliminating emotional language and adding 
objective phrasing 
Transforming informal and conversational 
language to business appropriate choices 
Practice editing different manuscripts such 
as business letters, issue memos, staff 
reports and ema

 
Employee 
Benefit 
Become a more thorough 
editor and a better writer 
Reduce employee 
frustration over multiple 
revisions 

 
 

Agency Benefit 
Eliminate the need for 
multiple re-writes 
Produce less ambiguous, 
more concise documents 
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Rates 
Effective July 1, 2018 to June 30, 2019 

Client pays an hourly rate for course delivery or customization Per Hour 
Rates 

Per Hour 
Rates 

Leadership $375 $3,000 

All other courses including Analyst, Supervisory, Project 
Management, Interpersonal Skills, Software Application, 
and assorted soft skills… 

$345 $2,760 

Example: 
Full-day (eight-hour) Analytical Course at $345 per hour: Investment $2760 
The per-student investment for a full-day course for 25 participants is $110.40 per 
student. 

Low Materials Cost 
You pay at or near cost for course materials (duplication, binders, collation, 
covers). We own the rights to most of the materials we use, so cost typically 
runs less than $10 per student per day. 

Compare to most fee-based courses! 
• You save money
• Receive a course customized for your agency and needs
• Course delivered at your site
• Many additional options available
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 Powerful 
Options for 

“Making 
Training 
Stick” 

Option 1 — Course Customization 
Course customization is a cos-effective 
means to get maximum performance 
improvement or impact. 
Course customization includes case 
studies, exercises, and examples that 
relate to your agency. The result—
performance improvement. 
Course customization is available at $345 
per hour (identical to course delivery) and 
the number of hours is approved by client 
prior to customization being done. You are 
always in control of cost. 

Option 2 — Coaching 
Have the trained experts at the Los 
Rios Coaching Group: 

Work with your best 
managers and supervisors 
to maximize performance 
Address difficulties before 
they affect organizational
performance 
Maximize performance by 
tapping the intrinsic motivation 
of your team- members 

Option 3 — Measure the 
Impact of Training (next two 
pages) 

Imagine being able to prove, 
qualitatively and 
quantitatively, the value of 
your training and training 
department to your agency’s 
management. 
When training departments 
are able to show improvement 
in performance, based on 
training delivered, they see 
increased management 
satisfaction and funding for 
their departments. 

Option 4 — Transfer of Training / 
Drive Application of Training 

Consider using one of our
customized application 
models. These models get 
results. 

 

•Course 
Customization 

•Coaching 
from The Coaching 
Group 

•Measuring the 
Impact of Training 

•Transfer of Training 
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Measuring Training Impact 
What’s in it for Your Organization? 

The Levels of Measurement 
[HIGHEST Level of Measurement] 
Level 5 / Return on Investment – The monetary or monetized performance 
improvement exceeds the investment in the training program or intervention. 

Level 4 / Organization Impact – The performance improvement, which is the 
result of the intervention, impacts quality, cost, output or time (QCOT) (e.g., a 
large-scale writing improvement program results in far less rework for writers 
and their supervisors and the organization realizes associated time and cost 
savings). 

Level 3 / Application – Participants demonstrate a measurable change in 
behavior or performance on the job (e.g., participants are measurably more 
cooperative with colleagues or sales associates model superior sales 
techniques). 

Level 2 / Learning – Participants increase their knowledge or skills (e.g., 
supervisors learn to use two additional supervisory tools or analysts 
understand how to conduct an assessment using a fishbone diagram). 

[LOWEST Level of Measurement] 
Level 1 / Reaction – Participants rate their reaction, response, or 
satisfaction with the training. This is the evaluation level with which most 
businesses are familiar. Something often missed at this level is whether the 
participant believes they will be able to apply what they have learned. 

Level 5 – Return on Investment 
Level 4 – Business Results 
Level 3 – Application 
Level 2 – Learning 
Level 1 – Satisfaction with the Training 

In order to gauge whether any performance 
improvement has occurred, we use and 
recommend the use of the Return on Investment 
Model. We can perform this measurement for you 
or assist you to design a program yourself. 
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What can designing and measuring a 
training Program (using the ROI  
Model) do for an organization? 

• Real and tangible payoff for the organization. 
• Alignment with an organization’s strategic goals. 
• Analysts will apply the right skills and apply them in a 

way that has the most positive impact for the 
organization. 

 

How do we know we can measure the results of training? 
Because we: 

Start by identifying the outcomes sought. 
Build a system of program measurement from the beginning. 

We have the proof – call for a demonstration. 
 

Building a Training Program using a 
Return on Investment Planning and Measurement Model 

 

 
Diagram adapted from the book, “The Value of Learning,” 
Patricia and Jack Phillips, 2007,The ROI Institute,   Inc.
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Customized Programs 
All programs can be customized for your agency 

Customized training reflects the needs, culture and 
specific issues of the agency and has been proven to 
improve 

post-course performance 

Customization can include: 
 Addition, deletion or modification of topics or days devoted to 

specific training issues 

 Tailored assessments that identify your specific agency needs 

 Case studies, anecdotes and examples drawn from your workplace 
 Data sets and other quantitative examples from your agency or 

organization 

 Exercises, scenarios and other interactive means to engage learners 
and reinforce learning 

 Contracts, orientation sessions, accountability programs and other 
means of maximizing the training program to engage employees, 
improve performance and achieve positive and measurable impact 
on the organization including: 

• Time savings
• Improved quality
• Decreased costs
• Increased output
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Biographies: 
Developers & Trainers 
Bruce Winner 
Trainer/Developer/Training  Manager 
Bruce Winner is the Director of the Government Training Academy and 
the Training Source, within the Los Rios Community College District. 
Bruce is a gifted trainer and program designer/developer who has 
created a series of programs that leverage evidence-based findings 
from the behavioral and cognitive sciences to improve workplace 
performance. His specialties include measuring the value of training 
and training based on using empirical findings from the social and 
behavioral sciences. He has worked closely with CALHR, CalSTRS, DGS, 
DMV, and a dozen other California state agencies over the last 20  
years using training, consulting, coaching, and ROI evaluation to 
improve organizational performance. 

Bruce was the founder and president of the American Brewers Guild, the nation’s first brewing school 
for the brewpub and micro-brewing industry and worked for several years for University Extension, UC 
Davis managing training initiatives in business, food science, and agriculture. Bruce began his training 
career in West Africa and spent six years there as an agricultural extension agent and project   
manager for the Peace Corps and USAID where he promoted oxen as an intermediate technology 
development solution. Bruce has an MBA from the University of California, Davis. 

Steve Abeyta 
Steve Abeyta combines his experiences as a government analyst and 
college instructor to provide training through the Los Rios Government 
Training Academy. With the Training Academy, Steve’s main focus is to 
provide interactive and engaging courses to help analysts achieve their 
fullest potential. Steve also teaches English composition and critical 
thinking for the Los Rios Community College District where he employs a 
variety of teaching strategies to meet the diverse needs and abilities of his 
students. 

Steve also works as a Senior Information Systems Analyst for the State of 
California. In his service with the state, Steve draws upon his 29 years of experience in program 
and project analysis to develop and deliver project management training to both analysts and 
managers. Steve holds a Bachelor of Science with a double major in Economics and Finance and a 
Master of Arts in English Literature from California State University, Sacramento. 
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Biographies: Developers & Trainers 

Scott Gardner 
Layne (Scott) Gardner has 35 years of experience in learning and 
development (facilitating and developing material for courses), 
extensive experience as a shift supervisor and manager in an 
industrial setting, conflict management, project management and 
continuous improvement. He believes that to effectively facilitate 
courses one must start with relevant material, add engaging 
exercises that mirror the workplace and end with an energetic 
delivery. Scott believes this approach results in the positive 
application of training on the job. Scott believes his supervisory 
experience taught him the three most important traits for a 
supervisor are the ability to respect others, to listen effectively and 
connect with people’s hearts, before asking for their hands. He has taught extensively for the 
Los Rios CCD Government Training Academy for the last three years and his training topics 
include problem solving, decision making, analytical roles and responsibilities, conflict 
management, relationship management, writing and many others 

Allison Horak 
Allison Horak is an independent training consultant and works extensively 
with the Los Rios Community College District’s Government Training 
Academy as a trainer, project consultant, and ROI Coordinator. She is a 
member of the California and Oregon State Bars. While working as in-house 
counsel for an Oregon corporation, she handled litigation matters, as well as 
training and educating corporate members on various legal issues. Since 
coming back to California in 1998, she has worked as a solo practitioner, 
managing various transactional, litigation, and probate matters for clients. 

One of Allison’s passions is writing. She is a published author (legal articles, 
and even a poem) and enjoys books about writing, grammar, and the use of 
language. Her experience in the legal profession and her interest in words 

and linguistics provide her the expertise necessary to convey the basics of Business Writing, 
Grammar, and Critical Thinking. 

Allison has a B.A. degree in Communication from University of California, San Diego, and attended law 
school at Lewis & Clark College in Portland, Oregon. Additionally, Allison is a DDI certified instructor. 
. 
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Biographies: Developers & Trainers 

Dennis Wade 
Dennis Wade has been involved in educating employees of private and 
public-sector organizations for over 20 years. His experience managing 
employees at Intel Corporation and teaching students at Chapman 
University prepared him as an independent consultant and trainer. He 
has worked with Robert Mondavi, Affymetrix, Alpha Fund, CalPERS, 
Caltrans, UC Davis Health System, RagingWire and other Northern 
California organizations in the areas of change management, team 
development, customer service, management/leadership, conflict 
management, and structured on-the-job training. 

A graduate of UC Davis, he also holds a Master’s degree in Organization 
Development from the University of San Francisco. He is certified in Kouzes/Posner’s The 
Leadership Challenge, GovOp’s Lean White Belt, Bob Mager’s Criterion Referenced Instruction, 
William Bridges’ Transitions, Jeffrey Nelson’s Expert OJT, Government Training Academy’s 
Professional Coaching, and Achieve Global’s Leadership for Results. 

Dennis firmly believes that training is not the only answer to employee development. It is a major 
component in a systematic approach that includes coaching, on-the-job training, feedback, and 
connection to specific organizational objectives. 

Tyler Wade
Tyler Wade has 20 years of experience in government policy, politics, program 
management, and training. He spent almost nine years in the no-holds-barred, 
“win-lose” world of California politics. Eventually, seeking a collaborative, “win- 
win” environment, Tyler went to work for the federal government managing 
training programs in workforce development and employee education. He is 
now an employee development consultant and facilitator with a focus on 
public organizations at the state, federal, and local levels. He understands 
government, its challenges, and the great possibility that times of immense 
change can bring. 
Tyler worked at Intel Corporation, managed training and education programs 

at the VA Greater Los Angeles Health System, and served in positions of leadership in the California 
Assembly and Senate. 

Tyler takes great pleasure in teaching and coaching the people at all levels of organizations, helping 
staff to see the big picture and “manage up” while helping leaders influence the teams they lead for 
greater results. 

Tyler is an Everything DiSC and 5 Behaviors of a Cohesive Team authorized partner. He also served 
on the local board of the American Society for Training and Development, including a stint as 
president in 2012. Currently, he is a committed den leader and cubmaster for his sons’ cub scout 
troop. Tyler has a master’s degree in Public Policy from Pepperdine University.
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The Government Training Academy 

The Government Training Academy (GTA) is the custom training 
division of the Los Rios Community College District. They specialize 
in partnering with government to design, deliver, and measure the 
impact of performance solutions. 

For details about our services and catalogs describing our training programs, or to 
discuss performance solutions from the GTA, please contact: 

Bruce Winner 
(916) 563-3232 
WinnerB@losrios.edu 

www.LosRiosTraining.org 

Performance Solutions Include: 
Assessment 
Customized Training Programs 
Driving the Application of Training on the Job 
Coaching 
Measurement of the Value of Performance Solutions 
Other value-added Services to Assure that
Training has a Real and Measurable Impact 

mailto:winnerb@losrios.edu
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Government Training Academy 
Custom training division of Los Rios Community College District 

The Los Rios Government Training Academy is the largest provider of 
customized training to public agencies in the greater Capital Region. Los 
Rios is the region’s leader in creating effective, innovative workforce 
development solutions and programs. 

Our expert trainers and consultants have decades of proven experience 
creating and delivering innovative courses that engage learners and assure 
employee success and value to the organization. You will find the 
Government Training Academy’s solutions to be cost-effective, flexible and 
include proven methods for assuring that the training has a positive impact 
and the value of training can be measured. 

Bruce Winner 
(916) 563-3232 
WinnerB@losrios.edu 

www.LosRiosTraining.org 

mailto:winnerb@losrios.edu
http://www.losrios-training.org/
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