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Welcome to NDA's monthly email newsletter for August 2006 and a big ‘thank you’ to
everyone who completed our annual client survey. The winner of the draw for the $500
Myer voucher is Lise Plunkett of Medicare Australia and all respondents receive a $50
discount on their next training course (booked within three months). Congratulations Lise.
This month’s hot topic is writing skills.

Kind regards

Nigel Davies
Director, NDA

Writing skills seminar

| had an enjoyable time with 20 school bursars last week discussing writing skills. Our
customised half-day seminar reviewed business correspondence, e-mail, report writing,
proposal writing and grant applications. The audience was particularly interested in some
of the time saving features of Outlook and Word.

A similar customised seminar might be an effective way to help your staff re-examine how
they write and their use of writing technology — call 1300 13 1983 for more information.

Write more clearly

How can you write to be understood? — a large state government department is currently
dealing with this issue. Microsoft Word can help to assess the clarity of your writing:

1. Choose Tools, Options, Spelling & Grammar, switch on Show readability statistics
and choose OK.

2. Choose Tools, Spelling and Grammar to run a spell check.

At the end of the spell check Word displays reading ease scores. One measurement,
Flesch Reading Ease, scores the readability of your text out of 100, based on the number
of syllables per word and words per paragraph. A score of 60 to 70 is recommended (this
section of text scores 63.2) — but you still have to say what you mean!

Fee schedule July — December 2006

You can download our fee schedule for the current period here.

Stand by rates

NDA is now able to release the following courses for Stand-by enrolment, most at
significant discounts on standard rates (to obtain the discount, please mention this email
when making bookings):

Hobart — IT courses

MYOB Time Billing 28 July — 10% discount $158.40 (standard rate $176)

Publisher 2 August — 15% discount $195.50 (standard rate $230)

Office XP Conversion 4 August — 20% discount $184 (standard rate $230)

Project 8/10 August — $460

Outlook 10 August — 15% discount $195.50 (standard rate $230)

Access Introductory/Intermediate 14/16 August — 10% discount $414 (standard rate $460)
Word Basics 15 August — 10% discount $207 (standard rate $230)

Word Intermediate 17/21 August — $460

Access Advanced 18/22 August — 10% discount $414 (standard rate $460)

MYOB Payroll 21 August — 20% discount $220 (standard rate $275)

Powerpoint 24 August — 10% discount $207 (standard rate $230)

Hobart — Business Skills courses

Time Management 3 August — 15% discount $233.75 (standard rate $275)

Superior Customer Service 11 August — 20% discount $220 (standard rate $275)
Conflict Resolution & Assertiveness 15 August — 15% discount $233.75 (standard rate
$275)

Writing Convincing Reports 17 August — 20% discount $220 (standard rate $275)
Business Writing Skills 22 August — 10% discount $247.50 (standard rate $275)
Training Delivery 24/25 August — 15% discount $467.50 (standard rate $550)

Launceston — IT courses

Designing Simple Websites 4 August — 10% discount $207 (standard rate $230)
Project 8/10 August — 10% discount $414 (standard rate $460)

Word Basics 15 August — 15% discount $195.50 (standard rate $230)

Launceston — Business Skills courses

Time Management 3 August — 10% discount $247.50 (standard rate $275)

Conducting Successful Meetings 9 August — 10% discount $247.50 (standard rate $275)
Superior Customer Service 11 August — 10% discount $247.50 (standard rate $275)
OH&S In The Workplace 16 August — 10% discount $247.50 (standard rate $275)
Writing Convincing Reports 17 August — 10% discount $247.50 (standard rate $275)
Business Writing Skills 22 August — 10% discount $247.50 (standard rate $275)
Training Delivery 24/25 August — 15% discount $467.50 (standard cost $550)

Call NDA on 1300 13 1983 for more information or make a booking here. Existing
bookings may not be amended but where at least one person is already enrolled at full
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price, additional people from the organisation may be enrolled for 50% of the standard
course fee. These discounts may not be used in conjunction with any other offer.

Our privacy policy

NDA's privacy statement is published in full at http://www.nda.com.au/Privacy.htm. If you
do not wish to receive the NDA newsletter, please click here.

Contact details

HOBART LAUNCESTON DEVONPORT

Level 3, Trafalgar Centre, Level 1, The Roberts Building,
110 Collins St 65 St John Street 23 Stewart St

Hobart TAS 7000 Launceston TAS 7250 Devonport TAS 7310
Phone: (03) 6224 2660 Phone: (03) 6334 4910 Phone: (03) 6423 4547

Email: Hobart@nda.com.au Email: Launceston@nda.com.au Email: Devonport@nda.com.au
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