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REGISTRATION DEADLINE
18 July 2002
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
Jacklyn Laroche, DSN 458-0220, Comm (410) 306-0220. Send an email message to the Course Manager if you are interested in taking this course: jacklyn.laroche@cpocner.apg.army.mil 




COURSE DESCRIPTION





This workshop is a very proactive seminar on how to successfully anticipate, cope and succeed with change for all employees facing both major and minor changes in their jobs, careers, organizations and personal lives. Topics include: 

· An overview of change dynamics occurring within the Federal Government, DoD, and your organization; 

· How people proactively and/or reactively respond to change – both positive and negative – including "Who Moved My Cheese?" video and material review; 

· The four phases of change – what people go through; 

· The 7 dynamics of change and the 6 levels of concern in the change process from Dr. Ken Blanchard; and 

· Laying out an immediate, short-term and long-term plan of action for one’s professional career while insuring organizational goals and objectives are met. 

Upon completion, participants will be able to: 

· Realistically assess the cost of change; See and minimize dysfunctional behavior – a natural side-effect of all change; 

· Minimize resistance to change while maximizing improvement from change; and 
· Achieve commitment to supporting organizational change. 





WHO SHOULD ATTEND/PREREQUISITES





Based on extensive "hands-on" experience in change management, the course is a "MUST" for all managers, supervisors and employees who want to learn how to anticipate, plan, respond and survive change events (i.e. reduced resources; downsizing, restructuring and organizational transitions; A76 Commercial Activity Studies; Proposed BRAC Closures; Reductions in Force).

Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





Class discussion with small group activities, presentations, role-plays, etc.  





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill; we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. If you are paying by Government IMPAC VISA Credit Card, please include the Card Holder's Name, Phone Number, and FAX Number in Block 37. The Course Manager will call the Cardholder for the Card Number and Expiration Date once the course has been contracted.  Charges are referenced to the Standard Document Number that you put in Block 8 of the DD 1556.  The Vendor will FAX the Cardholder a receipt(s) for the charge(s) to be used for end-of-month-reconciliation of the card statement. Include your Training Coordinator's name, email address and phone number in Block 18 of DD Form 1556 to receive confirmation/reporting instructions.





