SEMINAR FEE:

The registration fee for the seminar
is Four Thousand Five Hundred
Pesos (P 4,500.00) which will cover
lunch and snacks, a Certificate of
Completion and handouts from our
lecturer-facilitators.

Payment should be made to
CLEARED, Inc.

FOR RESERVATIONS:

Please fax at tel. no. 928-9206, c/o
Jerowin and for inquiries, please
call Mayet at 9207693 or Zeny/Iane
at 927-8340 or Fina/Eric at telefax
no. 920-7717 or e-mail us at
zssalas@up.edu.ph.

ORGANIZERS / LECTURERS:

Prof. Bonifacio S. Macaranas
Executive Director
CLEARED, Inc.

Prof. Jorge V. Sibal
Resource Person

Ms. Zenaida S. Salas
Seminar Lead Staff

CENTER FOR LABOR EDUCATION, ADVOCACY
RESEARCH AND DEVELOPMENT, Inc.
SCHOOL OF LABOR AND INDUSTRIAL RELATIONS
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Manualizing Policies
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August 7-8, 2008
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UP SOLAIR
Diliman, Quezon City
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928-9206 (CLEARED, Inc.)
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The Center for Labor Education,
Advocacy, Research and Development,
Inc. (CLEARED, Inc.) are pleased to
announce its seminar offering on:

)

‘9 WORK SYSTEMS:
Manualizing Policies
and Procedures

DATE AND VENUE:

Bonifacio Hall
UP SOLAIR, Diliman, Quezon City

Seminar Description:

This seminar  workshop is
intended for staff, supervisors and
managers who desire to learn how to come
up with clear, easily-understood and
workable systems and procedures in their
workplaces. Work flows or processes or
ways of doing things to achieve objectives
of cost effectiveness, efficiency and quality
in all areas of operations in organizations
need to be well crafted and documented.
Manualizing your policies, systems
and procedures ensures that tasks are
done in sync with others, reporting
relationships are clear, overlapping of
functions are avoided, policies are well
understood, coordination or teamwork is
assured and objectives at every level of the
organization are effectively achieved.

Objectives:
At the end of the
participants are expected:

seminar, the

1. To have an appreciation of the importance
of systematic and efficient workplace
policies and procedures; and

2. To have acquired the basic knowledge,
skills and ability to formulate and do

continuous improvement of  their
organization’s workplace systems and
procedures.

Topic Outline:

Day 1 — August 7

A.M.

O Basic Management Principles

O The Rationale for Systems Efficiency in the
Workplace

U Quality Systems Work as a Habit

P.M.

O Organizing Work Structures

U Systematizing Work Flows

U Formulation of Work Policies and
Procedures

Day 2 — August 8

A.M.

O Applicable Tools on Operations Management
O Flowcharting Techniques

U Designing Systems and Procedures

U Use of Matrix Charts/ Diagrams

O Scheduling Charts/ Pert-CPM Tools

P.M.
U Workshop — Applying the Tools in Systems
and Procedures
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SEMINAR - WORKSHOP ON

(+632) 928-9206, 927-8340; telefax (+632)9207717

Fax Nos.:

TO: CLEARED, INC./ U.P. SOLAIR

Please consider this as our

in attending this seminar/program,

interested

We are

reservation/confirmation.

Nickname:
Nickname:

Name:

Nickname:
Nickname:

Sender:

e mail address.:

Organization/Company:

lTel No/s.:
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