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MISSION STATEMENT
The mission of INTEGRA Workshops is to aid organizations to grow by improving the effectiveness of their people within evolving work environments.  Integra Workshops serves as a bridge between human behavior and changing technology within these environments.  We accomplish our mission by assessing each client’s needs and implementing the selected Workplace Effectiveness Programs (WEP) which fully utilize the power of coaching and follow-up to assure long-term improvements in workload management.

VISION STATEMENT
(
To be at the leading-edge of trends which increase personal and organizational effectiveness.


(
To be the organization which envisions solutions to the issues of personal and organizational effectiveness.

(
To be a positive influence in the management community on the subject of personal and organizational effectiveness.

BENEFITS of the WORKPLACE EFFECTIVENESS PROGRAM

ORGANIZATIONAL/DEPARTMENTAL BENEFITS

When WEP is conducted with an entire department, region, or organization, the major resulting benefits are:


1.     Information flows more rapidly throughout the workplace.


2.     Decisions are made in a more timely fashion at all levels.

3.     Timely planning and follow-through occur to achieve division/corporate objectives.

        Other benefits, based upon the structure and/or culture of the organization, may also  

        be achieved, and can be targeted as desired. 

In addition to cost reductions, which are a logical result of improved effectiveness, our clients experience a broad range of improvements in other areas:    




(  Work Quality




(  Customer Service and Care









(  Business Development




(  Organizational Coordination and Delegation




(  Strategic Planning and Implementation




(  Space Utilization





(  Staff Development and Morale




(  Assessments of Resource Utilization




(  Project Origination and Implementation

PARTICIPANTS' BENEFITS
After individuals have participated in the WEP Program, they are asked to complete evaluations to state what results they achieved and how their effectiveness was increased.  The general benefits that individuals frequently report from WEP which, in turn, contribute to the overall benefits of the organization/department include improvements in the following areas:




(  Workplace Organization




(  Decision Making




(  Turnaround Time




(  Planning Processes




(  Use of Staff/Delegation




(  Tracking/Follow-up System





(  Retrievability/Filing




(  Concentration on Priority Programs




(  Project Management




(  Control over Work Load




(  Criteria for Information Retention




(  Productivity


Perhaps equally, or even more important to the individual, are the following personal benefits:                  






(  Reduced STRESS and ANXIETY

(  Reduced Procrastination




(  Reduced Overtime
HOW THE WORK PROCESS WEP PROGRAM IS CONDUCTED

The Workplace Effectiveness Program is typically conducted throughout an organization, division, or department from “the top down," building the organizational culture while developing or enhancing individual skills.  Other strategies for implementing the program can also be effective.  We tailor the strategy to the organization's needs.

Our basic methodology is to work with small groups of individuals.  Participants may be selected from any level of the organization.  The participants in a WEP Program may be selected either vertically or horizontally from within an organization.  It is best when the participants in any one group have their work locations situated in the same building.

DAY ONE (Full Day)

Participants must leave their calendars free for the entire first day of the Program, as if they were going off site for a seminar, even though the Program will be conducted mostly at their own desks.  The first three hours will be spent in a conference room located on the client's site.  During this time we will review: 1) principles of Effectiveness and the development of work habits and 2) principles of Effectiveness and paper-based organization which will recover time and increase effectiveness.

The remainder of the first day is spent reorganizing the participant's own work area according to the WEP principles discussed.  The Integra consultant will spend time assisting individual participants with 
this process, tailoring it to meet individual needs.  At the end of the day, participants are left with a series of actions to take in order to complete the organizing phase of WEP.

DAY TWO (Full Day)

Participants must leave their calendars free for the entire second day of the Program.  The first three hours will again be spent in the conference room located on the client’s site.  During this time we will review the first day’s content and then introduce and discuss in depth the various electronic systems of their particular organization and develop solutions to organize and control electronic information and communication.

The remainder of the second day is spent organizing the participant's own work area according to the electronic principles discussed.  The Program design is either information delivery and one-on-one coaching or group delivery and group implementation.  The INTEGRA consultant will spend time assisting individual participants with this process, tailoring it to meet individual needs.  At the end of the day, participants are left with specific actions to take in order to complete the organizing phase of WEP.

DAY THREE (Full Day)

At a scheduled time, approximately one month later, the consultant returns and the group reconvenes.  Participants must again leave their calendars free for the entire day.  First, there is a review of the progress made by the participants over the past weeks.  This is followed by a discussion of Planning and the Effective Utilization of Time.  Through “real world” work studies, we demonstrate and recommend INTEGRA's Project Implementation Planning.  Participants then return to the work area for the balance of the day.  The INTEGRA consultant circulates among them, providing individual coaching and attention.  A planning system is developed to meet the needs of each participant.

DAY FOUR (Full Day)
Participants need to schedule the entire day for this Program.  The group reconvenes to review what has transpired since Day Three and do a complete review of their Program.  The INTEGRA consultant then spends time with each individual reviewing planning systems and "fine-tuning" the entire WEP Program as necessary.
HOW WEP IS CONDUCTED
Our training methodology is unique and provides a high degree of results for our clients.  Each option is briefly described on the following pages.  

-------------------------------------------------------------------------------------------------

PROGRAMS







- WORK PROCESS WEP
- ORGANIZATIONAL WEP
- EXECUTIVE WEP
- MOVE WEP
- Lean WEP
- PARTNER WEP
POST-GRADUATE PROGRAMS





- REFRESHER WEP




- PowerUser of OUTLOOK® or NOTES®

DELIVERY OPTIONS




- TRADITIONAL CLASS ENVIRONMENT
- TRAIN-THE-TRAINER (T3)   





- TEAM
- CASCADE 

PRICING SPECIFICATIONS
Stated pricing is for Programs delivered during normal working hours Monday - Friday. Stated pricing is for Programs delivered within one business location per Program. Multiple Program contract discounts are available.
Travel, local transportation @ $.60/mile, food, and lodging are additional to the Program cost as applicable.

WORKPLACE EFFECTIVENESS PROGRAMS (WEP)
WORK PROCESS WEP




$10,500
WORK PROCESS WEP is designed for those people who are challenged by their projects and day-to-day planning processes and want to get more of the right things done in less time.
The Program is conducted in four (4) separate meetings which span several months.  Participants first meet as a group which is followed by extensive one-on-one coaching sessions conducted in the "real world" environment of their individual offices.   Effective follow-up and coaching are integral elements of the Program designed to ensure that the methods and technologies taught in the WEP Program are reinforced.

Participation is limited to a maximum of seven (7) individuals per Program.

ADDITIONAL PARTICIPANTS may be allowed if the expanded group will not sacrifice the quality of the results.  The Program pricing per additional participant is $1,500.
Time Line:  

DAY ONE >-------------- > DAY TWO >-------------> DAY THREE >------------- > DAY FOUR   

Full Day    (Two Weeks)       Full Day    (One Month)   Full Day   (Two Months)      Half Day                
ORGANIZATIONAL WEP




$7,000
ORGANIZATIONAL WEP is designed for those wanting to dramatically improve their control over managing and retrieving information in both the paper and electronic-based environments.
ORGANIZATIONAL WEP is a two (2) day Program which includes one-on-one coaching and a group meeting on both days. Participation is limited to a maximum of seven (7) individuals per Program. 
ADDITIONAL PARTICIPANTS may be allowed if the expanded group will not sacrifice the quality of the results.  The Program pricing per additional participant is $1,000.
Time Line:     DAY ONE>------------------------> DAY TWO -----------------( Day Three (wrap up)

          Full Day    (Two-Four Weeks)      Full Day  ( Two – Four weeks)  Half day
EXECUTIVE WEP 

            
 Option A:  $6,350
             Option B:  $9,525
EXECUTIVE WEP is custom designed for the busy senior executive whose schedule does not allow time to participate in a group-type WEP Program.  In addition to the EXECUTIVE WEP format, the Program addresses specific issues of interest to the participant. 
The Program is completely one-on-one (the executive's assistant should be included in a portion of the Program) and spans either two full days or four half-days.  

Participation in EXECUTIVE WEP is on an individual basis.

Time Line:


Option A: Full Days
DAY ONE>----- (Two-Fours Weeks) DAY TWO   


Option B: Half Days
DAY ONE>----- (Two Weeks) DAY TWO>----- (One Month) 





DAY THREE>----- (One Month) DAY FOUR

MOVE WEP






QUOTED
MOVE WEP recognizes the special "window of opportunity" that presents itself when the decision is made to move either a department or an entire organization.  

Companies typically will spend many thousands of dollars per employee for hardware (furniture) where people will be positioned to do work.  This hardware is limited without effective software.  MOVE WEP is the “software” which will improve the ability of personnel to accomplish work in a consistently high-quality manner.

The difference between calm and chaos is directly related to the proactive planning that is devoted to helping individuals to plan their move, packing and unpacking, and rapidly adjust to their new working environment.  Hoteling, walled, free space, or open-landscaped office designs will dictate Program specifics.
Lean WEP






$9,650
Lean WEP is designed for people who are involved in a Lean initiative within their organization.

The Program is conducted in three (3) separate sessions which span several weeks.  The participants first meet as a group, followed by extensive one-on-one coaching sessions conducted in the “real world” environment of their individual office.  Effective follow-up and coaching are integral elements of the Program designed to ensure that the methods and technologies of both WEP and Lean Principles taught in the Lean WEP program are reinforced and implemented.

Participation is limited to a maximum of 7 individuals working in similar or intact work groups.  

ADDITIONAL PARTICIPANTS may be allowed if the expanded group will not sacrifice the quality of the results.  The Program pricing per additional participant is $1,210.

Time Line:  DAY ONE>--------------> DAY TWO>------------->DAY THREE 
                     Full Day   (Two Weeks)      Full Day   (Two Weeks)    Full Day
PARTNER WEP  





QUOTED
PARTNER WEP is focused on the commitment of pairs of individuals contracting to "coach" and "follow-up" each other on a scheduled basis for the duration of the Program.

PARTNER WEP is focused on individuals in the small-to-medium-sized business environment.   

PARTNER WEP is frequently presented by an organization as a service or "gift” to customers.  
For example, banks, accounting firms, or insurance companies may provide PARTNER WEP to a group of customers.  
POST-GRADUATE PROGRAMS
REFRESHER WEP





$3,825
This one (1) day Program is a broad two hour review of the entire WEP Program and allows the participants, who have already completed a broader WEP Program, to review all content aspects and identify habits and Workplace work processes which require strengthening.  A WEP coach will visit with all participants in their individual workspace.
ADDITIONAL PARTICIPANTS may be allowed if the expanded group will not sacrifice the quality of the results.  The Program pricing per additional participant is $480.
DELIVERY OPTIONS
TRAIN-THE -TRAINER (T3)


QUOTED
If a client wishes to deliver WEP to a large number of employees at a low cost, INTEGRA is prepared to train a client's staff and license the client to provide WEP to its personnel.  Costs are based upon a number of variables and quoted after an assessment of the client’s needs. 

CASCADE 





QUOTED
CASCADE WEP focuses on the utilization of INTEGRA staff to facilitate the Program, while either the client or INTEGRA personnel acts as coaches.  As an example, managers who have graduated from the WEP Program may help coach their own staff and/or the staff of others.  

INTEGRA staff can train and certify the client personnel as coaches.  INTEGRA also provides course materials, develops implementation design, and monitors for quality. CASCADE WEP is designed on an agreed upon basis with INTEGRA. INTEGRA staff may conduct CASCADE WEP Programs for large groups of client personnel.
TEAM






QUOTED

TeamWEP is the most powerful and cost effective method of delivering company-wide training and implementation in the shortest amount of time.  This option utilizes multiple INTEGRA staff to facilitate and coach large groups. 
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