NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
PROOFREADING:  GETTING IT RIGHT THE FIRST TIME




VENDOR
Susan Rodrigues Seminars, 5601 Bandera Road, Suite 360, San Antonio, TX 78238




DATES/LOCATION
12 Jun 02, TNET and SEN Sites




LENGTH
1 Days 




START/END TIMES
0800 to 1600 ET




COST
$150




REGISTRATION DEADLINE
Registration Deadline:  17 May 2002
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
Bruce Spruell, DSN 458-0180, 410-306-0180, Send an email message to the Course Manager if you are interested in taking this course:  Bruce.Spruell@cpocner.apg.army.mil




COURSE DESCRIPTION





This one-day program is tailor-made for government employee who proofread documents.  The course content relies completely on government-approved proofreading standards.  In fact, after attending this training, participants will have not only a thorough knowledge of how to apply proofreading standards from Government Printing Office "style Manual, "but also, they will be confident enough to transfer the proofreading principles to their office written communication.  An additional opportunity in this training course is this: participants will proofread actual government documents during the course, further reinforcing their expertise.  This course, guaranteed to help move your agency toward error-free documents, covers standards for punctuation usage, spelling, number usage, capitalization, abbreviations, acronyms, compound words, work choice, and format, as well as grammatical correctness.    





WHO SHOULD ATTEND/PREREQUISITES





Proofreaders, editors, writers, and reviewers who want to reinforce their knowledge of proofreading accuracy and consistency.   Those who would benefit from an intensive one-day proofreading program that covers the "how-to" of effective, efficient proofreading.

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





Lecture with audience participation/interaction







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-four 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. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. Also, please include your Training Coordinator's name, email address and phone number in block 18 on the DD Form 1556.





