[LETTERHEAD]
[Date]

[Title] [First Name] [Last Name]

[Job Title]

[Company]

[Address1]

[Address2]

[City],  [State]   [Postal Code]

You are invited to the Growing Companies Forum

Dear [First Name],

In order to be successful in today’s challenging business environment you have to be in a growing market, have the right product or service, and build powerful relationships with your employees.  The Growing Companies Forum was specifically designed to allow smaller, entrepreneurial based companies to develop a personnel management system that will not only drive productivity and job satisfaction but also reduce turnover and legal exposures.

The Growing Companies Forum is a year-long process requiring the attendance of you or one of your managers for two hours each month.  The program works on a rotating basis.  A new subject matter is focused on every month during the year.  Each session is completely guaranteed – if participants do not feel they have received full value then they do not have to pay for it.

Where appropriate, each learning module will contain an extensive report, forms, checklists, agreements, audit, survey, suggested resources and other tools to help put the learning to immediate use.  Each session begins promptly at 8:00 a.m. and finishes promptly at 10:00 with a 10-minute break at the mid-point.  All participants will be given a three-ring binder to maintain the program material as well online access to audits, surveys, reports, forms, and other tools designed to better manage your company.

Subject matter areas we will address include:

1. How to Find and Hire the Best – Business owners and managers tell us their one of their biggest issues is finding quality employees.  In this session we will focus on this never-ending challenge.

2. How to Keep Great Employees – Now that you’ve got ‘em, how do you keep ‘em? Learn cost effective retention strategies that work. 

3. Performance Management – How do you manage when you can’t control?  Learn how to “break all the rules” when it comes to employee performance.

4. Discipline and Termination – Sometimes employees “just don’t get it”.  If you can resurrect an employee’s performance then you should.  If you can’t, then they should be fired.  We will explore how to discipline and fire an employee without getting sued in the process.

5. Preventing Discrimination and Harassment Claims – There’s no question that workplace demographics are continually changing.  Diversity is rapidly becoming an issue for corporate survival.  In this session you will learn how to manage diversity in a way that eliminates discrimination claims and improves teamwork and productivity.  You will also learn the law of sexual harassment and how to prevent it.

6. Managing People Who Can’t or Won't Come to Work – Managing people is hard enough without having to manage all the laws surrounding non-productive workers.  This module explores the impact of the American’s with Disabilities Act, Family Medical Leave Act, company policies and workers’ compensation on employer obligations and employee productivity.

7. Drafting Your Employee Handbook – This session comes complete with access to Employee Handbook Software and instructions on how to build an employee handbook for your company.  Whether you have an existing handbook or not, this session is a must.

8. Human Resource Information Systems – This session explores how technology impacts the personnel function.  Should your company be using products such as an HRIS?  Should all of your personnel policies and procedures be kept online?  These and other questions will be answered in this cutting edge session.  

9. The World of Compensation and Benefits – How do you decide how much to pay someone?  Which benefits really work?  How do you tie in pay for performance?  How do I find out what my competitors are paying?

10. Managing Independent Contractors, Temporary Employees and Other Contingent Workers – Today’s growing companies are relying ever more on a “virtual” workforce.  Find out what distinguishes an independent contractor from an employee.  Learn how to manage your relationship with a temporary employee or employee leasing firm.  Learn the legal obligations you have - regardless of who is the primary employer.  

The concept for the Growing Companies Forum came out of a request by a group of business owners and entrepreneurs who wanted to obtain this valuable information on a “leveraged basis.”  They did not want to spend the $20,000 or more it would take to obtain this information on a one-to-one consulting basis.

The fact is, attendance to the Growing Companies Forum will give your company an advantage over your competition.

The cost for the entire 10-week program is $2,995.  If you are interested in the Growing Companies ForumSM please fill out the enclosed application or give us a call at (xxx) xxx-xxxx.

All the best,

[Signature]

[Name]
XXX/xxx

P.S.
If you can get three other companies to sign up for the program, your attendance is free!

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile:  (xxx) xxx-xxxx


E-Mail: xxxxxx@xxxx.com


