NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
DELEGATING EFFECTIVELY




VENDOR
Cortel Improvement Systems, P.O. Box 97, Black River, NY 13612




DATES/LOCATION
3 April  2003 (rescheduled for 9 April) at West Point, NY




LENGTH
1 Day 




START/END TIMES
0800-1630




COST
$90 per participant




REGISTRATION DEADLINE
3 March 2003
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
Melissa Harvey, 410-306-0189 or DSN 458-0189, Send an email message to the Course Manager if you are interested in taking this course: melissa.harvey@cpocner.apg.army.mil




COURSE DESCRIPTION





At the end of the program, participants will learn about how to:

· Delegate more effectively regardless of the circumstances
· Motivate others, regardless of style, into effective partnerships
· Adjust your own style to meet the needs of others
· Improve relationships through efforts of collaboration and compromise
· Establish a parameters and empowerment contract
Course Outline:

· Learn about the easy basics of delegating
· Understand why delegating is such a hard skill for many people
· Assess your choices:  Shall I do it all?  Shall I take the time to coach?
· Determine what motivates people in the first place
· Utilize your own self power about how you will respond to resistance
· Consider how to best approach each subordinate
· Set appropriate parameters and boundaries for empowerment
· Outline schedules for re-checks and coaching
· Define how and when your folks need to back brief you
· Turn it all around:  personal action planning





WHO SHOULD ATTEND/PREREQUISITES





Supervisors who want to develop these critical skills of delegating.

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 group activities





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.





