NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
Report Writing Workshop




VENDOR
Lausanne Institute   -  109 Knoxlyn Farms Drive, Kennett Square, PA 19348




DATES/LOCATION
19-21 July  2004 at APG, MD




LENGTH
3 Days (24 Hours)




START/END TIMES
0830-1600




COST
$315 (Includes Textbook “Writing Power")




REGISTRATION DEADLINE
4 Weeks Prior to Training Date
Call the Course Manager if you have a nomination but have missed the suspense; spaces may be 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.army.mil 




COURSE DESCRIPTION





This course will help enable you to develop a style of writing that's more accessible to readers. You'll learn an approach to writing reports that's faster and easier than the method you are using currently. This program teaches you how to write reports that will have maximum impact on your readers, and persuade them to adopt your ideas. Course Objectives: Understanding the elements of reports; presenting information in clear concise readable manner; defining your purpose and your reader; polishing grammar and usage; and writing in a visual style. Course Contents: Brain storming and organizing information; understanding the general format of reports; writing executive summaries; writing for the reader; making information simple and concise; introducing variety in sentences; and avoiding wordiness and pompous language. 





WHO SHOULD ATTEND/PREREQUISITES





This course is for all busy professionals who want to improve their capacity to organize; write and revise reports.  Participants are to bring to class something that they are currently working on and any reference materials they may need.  This course allows the students time to complete course work at their work station if a computer lab is not available.  





METHOD OF INSTRUCTION





Lecture, feedback, group interaction and written exercises.





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 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 make a substitution or determine whether your organization will be charged for your training space.  If the course has already been contracted and funding obligated based on student enrollment, late cancellations and "no shows" will be billed accordingly. 





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.





