NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
EFFECTIVE BRIEFING TECHNIQUES & PRESENTATION SKILLS (UNIT 1)




VENDOR
Lausanne Institute, 109 Knoxlyn Farm  Drive, Kennett Square, PA  19348




DATES/LOCATION
22-24 APRIL 2003 @ APG, MD                                         20-22 MAY 2003 @ APG, MD                                          16-18 JUNE 2003 @ PICATINNY, NJ                        8-10 JULY 2003 @ APG, MD                                            5-7 AUGUST 2003 @ APG, MD                                  9-11 SEPTEMBER 2003 @ APG, MD                              9-11 OCTOBER 2003 @ PICATINNY, NJ                 




LENGTH
3 Days (24 Hours)  




START/END TIMES
0800-1600




COST
$295 




REGISTRATION DEADLINE
NLT 3 weeks prior to class date.   Contact 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 or COMMERCIAL (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 course will teach today's most effective briefing skills to overcome nervousness; create an enthusiastic and colorful speaking presence; win your audience over to your side; and how to keep listeners interested and involved every step of the way.

What you can expect to learn: The power of effective persuasion skills; Use of visual aids; How to use gestures effectively and naturally; How to get your audience involved; Allocation of Time; Evaluating Briefings; Speech delivery techniques, reading techniques, and pacing; How body language can make or break your briefings; Brief Preparation; The 4 elements of a briefing to create and keep the audience's interest; and Communication and Conflict Management. 





WHO SHOULD ATTEND/PREREQUISITES





 If you want to learn how to deliver effective presentations and briefings, this entry-level course will start you on the right track.  Unit 2 will give you more chances to practice your new skills, learn Public Speaking techniques; how to use various multi-media and software tools to make your briefing look professional; and how to use your briefing skills in meetings to persuade, sell and market, or defend your topic.

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, presentations, and video taping.





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. Also include your Training Coordinator's phone number with email address in Block 18. If deadline for registration has passed, FAX in the DD 1556 and follow up with a call to the course manager 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. Be sure to include your email address in Block 18 so you can receive your confirmation and reporting instructions.





 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; you can also send a substitute in your paid training space.  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 IMPAC Credit Card, please provide the Card Holder's Name and Phone Number in Block 37.  The course manager will contact the card holder to obtain the card number and expiration date and provide the information to the Vendor for billing. If the cardholder would like a charge receipt, please provide a FAX number.  For Invoice Billing, please provide a complete billing address in Block 37 to include building number and the Training Coordinator's Name and phone number.





