
   

 

 
 

 

Writing Policies Like a Pro 
 
Date:    March 7, 2008 
Location:                Wingate Hotel and Conference Center    
    1209 N. IH35, Round Rock, TX   
Driving Directions:  Take Interstate Highway 35 north to Round Rock. Take Exit 253. 

The hotel is on the right, just after the crossover of Highway 79. 
Time: Registration starts at 11:15 a.m.  Meeting from 11:30 – 1:00  
Cost:    $20 for members; $25 for non-members 
Link to registration:  https://www.123signup.com/register?id=txtqm 

 
 

 
 
 
 
 
 
 

  

 
 
 

Jennifer Lazarow facilitates informative and interactive workshops, drawing from more than 20 years 

of training and human resource development experience.    Working with a wide range of industries, 

she has written video scripts, employee newsletters, training manuals, policy and procedure manuals, 

and on-line documentation.   She has developed managerial and supervisory training series, change 

management initiatives, safety awareness programs, customer service classes and campaigns, and 

facilitated hundreds of problem solving, quality, and focus groups. 

 
Prior to joining the PDC in 1999, Jennifer was a manager and producer for a training video production 

company, training manager for an international gaming corporation, assistant training director for a top 

ten financial services corporation, volunteer coordinator and trainer for a state-wide suicide prevention 

and crisis intervention hotline, and a college professor.  In addition to training for the PDC, she 

provides training and writing services to clients through her own company, Achieve It! 

 
Jennifer holds an M.S. in Organizational Communication and a B.A. with double majors in Technical 

Writing and Communication.   She is a certified trainer with Zenger-Miller, Achieve Global, and 

Psychological Associates and a graduate of the Dale Carnegie Human Relations course.   
 

Policies and procedures are perhaps the most important documents in any organization. Well written policies 
help both employees and supervisors increase efficiency and productivity, reduce mistakes and frustration, 
and save time and money by providing clear guidelines that are easy to find and follow. The task of writing 
these important and all-encompassing documents can seem daunting and overwhelming though.  
In this fast-paced and interactive presentation, you will get practical tips to get your policy writing project 
started and keep you writing like a pro! 
  
Objectives: 

• Know the difference between a policy and a procedure 
• Understand the legal importance of your company's policies and what the courts expect of you 
• Learn 10 tips for improving your policy writing style 
• Review a 10 point checklist for successful policies 

• Learn of free resources available to help you 

 

 

CEU CREDITS PENDING 

Plan Ahead! 
 

April 11, 2008 
 

Extended Session at RRHEC 
from 7:30-12:30! 

 

 

https://www.123signup.com/register?id=txtqm

