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GENERAL INFORMATION

The Human Resources Service Center, Southwest staff provides support from its location at 525 B St., San Diego, CA.  Advice and technical guidance on the training aspects of human resources development and all administrative processing of nominations for classes are conducted here.

Training Locations

A schedule of courses that are offered throughout the Southwest Region.  The location of classes is determined based on input from the annual training survey.  In addition to the classes offered in San Diego, classes have also been delivered at Seal Beach/Corona, Oxnard, NPS Monterey, and Fallon, Nevada.  Courses may also be arranged on-site at your activity.

Telephone Contact Number 

Commercial Number:     (619) 615-5985

DSN Number:                  245-5985

FAX Number:                 (619) 615-5566/5567

DSN Number:                 245-5566/5567

Schedule of Classes/Course Announcements
The annual schedule of training classes is designed to fulfill the general needs identified in the Southwest Region.  These classes are a result of activities input to the annual training survey.  The schedule is updated periodically to reflect additional offering.  Scheduled changes will be announced sufficiently in advance to minimize inconvenience to activities. Announcements may be accessed through hyperlinks within this document and at the DONHR website at http://www.donhr.navy.mil/Employees/training.asp.

Schedule Additional Course


Courses may be added to the schedule anytime throughout the year as needs are identified.  Arrangements can be made to host the course here at the Human Resources Service Center, Southwest or on-site at your organization.  For additional information and assistance contact us at (619) 615-5985 or DSN 245-5985
Satellite broadcast

Interactive satellite broadcast capability is available and programs are announced on the DONHR Training Opportunities web page.


Classroom Environment

Class size will normally be limited to thirty participants to provide an effective learning environment.  Restrictions in class size may vary for workshops and specialized courses requiring extensive group participation. No recording devices of any kind are permitted in classes. Cell phones and beepers are allowed only in the silent mode during class session.  Telephones are available in the training lobby for use by participants.  Incoming messages will be posted in the training lobby and may be checked during class breaks, however urgent or emergency messages will be delivered to the classroom.  Personnel requiring special accommodations should contact the course registrar upon receipt of confirmation notification.

Dress

Appropriate civilian business attire is recommended. Military attendees are not required to wear uniforms to class.

Target Audience 

Human Resource Service Center, Southwest courses are open to all Department of Navy employees.  Employees from other Federal agencies may be permitted on a space available basis. 

Payment 

The Request, Authorization, Agreement, Certification of Training and Reimbursement (DD Form 1556) is used for requesting training.  The government purchase card is the authorized method of payment for all commercial training requests valued at or below $25,000 using the DD Form 1556.  The DD Form 1556 is authorized for costs associated with individual and group attendance at training.  Specific details for payment information is located in each course announcement. For those commands without the government purchase cards, separate arrangements may be made by contacting the HRSC-SW Training Office and speaking to the Course Director.

Confirmation Notification  


A decision regarding admittance to the course will be made following the nomination 


deadline.  A notice of course confirmation, cancellation, or over subscription for any course will be faxed to each nominee or activity's training POC. Notification is usually made within two weeks prior to the course start date.

Cancellation/Substitution 

Attendees who currently meet eligibility requirements or have been selected for such a position may be accepted.  Activities must pay total tuition cost for any cancellations submitted after the nomination deadline.  Substitutions after the nomination deadline are acceptable providing the substitute meets eligibility criteria.  

Attendance Policy

Participants are expected to attend all sessions of the course.  If a participant must be absent, it is his or her responsibility to notify the instructor in advance, or in an emergency, contact or leave a message with the Training Office.  Participant’s supervisor or activity POC will be contacted for unreported absence.
On-site Courses

On-site courses may be arranged by calling (619) 615-5985 or DSN 245-5985.
Mailing 


If you need to mail documents to the HRSC Southwest, the official address is:


Department of Navy


HRSC SW CODE 30


525 B STREET SUITE 600


SAN DIEGO CA 92101-4418

HOW TO LOCATE COURSE CATALOG INFORMATION

For ease in locating course information, courses are listed both by category and alphabetically. Each session is linked to the course announcement where additional course details and enrollment information can be found. Course sessions scheduled during the current fiscal year have dates listed at the end of each course description.  In support of DON Civilian Leadership Development (CLD) course announcements include applicable competencies.  For more information on CLD refer to SECNAV Instruction 12410.24.

Course Categories

Management and Supervision
· Coaching and Counseling for Increased Performance for Managers and Supervisors
· Conflict Resolution for Managers and Supervisors
· Equal Employment Opportunity (EEO) Update for Managers and Supervisors
· Dealing with Negativity in the Workplace
	· Introduction to Supervision
· Labor Relations Training
· Personnel Management for Supervisors


· Project Management
· Rehabilitate or Remove Employees with Conduct Issues
Quality of Worklife/Orientation
	· Managing Multiple Priorities

	· Mid-Career Retirement Planning (FERS) 

	· Pre-Retirement Planning (CSRS)

	· Pre-Retirement Planning (FERS)


Communication Skills
	· Customer Service

	· Effective Presentations

	· English Grammar Review

	· Technical and Report Writing
· Writing Skills Workshop


Budgeting/FinanCIal
· Federal Budgeting for Non-budget Personnel
Alphabetical Course Listing
	· Coaching and Counseling for Increased Performance for Managers and Supervisors

	· Conflict Resolution for Managers and Supervisors

	· Customer Service
· Dealing with Negativity in the Workplace

	· Effective Presentations

	· English Grammar Review

	· Equal Employment Opportunity (EEO) update for Managers and Supervisors

	· Federal Budgeting for Non-Budget Personnel

	· Introduction to Supervision
· Labor Relations Training

	· Managing Multiple Priorities

	· Mid-Career Retirement Planning (FERS)

	· Personnel Management for Supervisors

	· Pre-Retirement Planning (CSRS)

	· Pre-Retirement Planning (FERS) 

	· Project Management
· Rehabilitate of Remove Employees with Conduct Issues

	· Technical and Report Writing

	· Writing Skills Workshop



Q2 ( Q3 ( Q4
Human Resources Service Center Southwest

Fiscal Year 2004 Course Schedule
First Quarter  

Course Title
Location
Date

Cost
Pre-Retirement Planning (CSRS)
San Diego
20 – 22 Oct 03

$ 245


Pre-Retirement Planning (FERS)

   
   San Diego
    17 – 19 Nov 03
      $ 225

Pre-Retirement Planning (CSRS)

 HYPERLINK "http://www.donhr.navy.mil/hrcommunity/HRSC-Train3.asp?NAV=4&CourseID=3268&PageNum=20&SortOrder=1&SearchTitle=%%" 

San Diego
01 – 03 Dec 03

$ 250 

SECOND Quarter 

Course Title
Location
Date

Cost

Pre-Retirement Planning (FERS)
San Diego
12 – 14 Jan 04

$ 225

Conflict Resolution for Managers and
San Diego
26 – 27 Jan 04

$ 175

Supervisors
Labor Relations Training
San Diego
04 – 05 Feb 04

None

Pre-Retirement Planning (CSRS)
San Diego
09 –11 Feb 04

$ 245

Mid-Career Retirement Planning (FERS)
San Diego
23 – 24 Feb 04

$ 165

Personnel Management for Supervisors
San Diego
08 – 11 Mar 04

$ 285

Pre-Retirement Planning (FERS)
San Diego
15 – 17 Mar 04

$ 250

Federal Budgeting for Non-Budget
San Diego
22 – 24 Mar 04

$ 563

Personnel


Technical and Report Writing
San Diego
29 – 30 Mar 04

$ 155

Third Quarter  

Course Title
Location
Date

Cost
Pre-Retirement Planning (CSRS)
San Diego
05 – 07 Apr 04

$ 225

Introduction to Supervision
San Diego
12 – 15 Apr 04

$ 218

Customer Service
San Diego
19 Apr 04

$   98

Rehabilitate or Remove Employees
San Diego
19 –20 Apr 04

$ 199

With Conduct Problems
Project Management
San Diego
26 –28 Apr 04

$ 360

Pre-Retirement Planning (FERS)
San Diego
17– 9 May 04

$ 225

Managing Multiple Priorities
San Diego
24 – 25 May 04

$ 175

Dealing with Negativity in the Workplace
San Diego
24 May 04

$ 120

Pre-Retirement Planning (CSRS)
San Diego
07 – 09 Jun 04

$ 210

Mid-Career Retirement Planning (FERS)
San Diego
14 – 15 Jun 04

$ 165

Mid-Career Retirement Planning (FERS)
San Diego
16 - 17 Jun 04

$ 165

Conflict Resolution for Managers and
San Diego
21 – 22 Jun 04

$   99

Supervisors




Top
fourth Quarter  

Course Title
Location
Date

Cost
Pre-Retirement Planning (FERS)
San Diego
12 – 14 Jul 04

$ 245

Managing Multiple Priorities
San Diego
19 – 20 Jul 04

$ 110

Writing Skills Workshop
San Diego
19 – 21 Jul 04

$ 225

Rehabilitate or Remove Employees  
San Diego
26 – 27 Jul 04

$ 199

With Conduct Problems
EEO/Posh Annual Update for Managers
San Diego
02 Aug 04

$   80

and Supervisors
Pre-Retirement Planning (CSRS)
San Diego
09 –11 Aug 04

$ 225

Effective Presentations
San Diego
16-18 Aug 04

$ 353

English Grammar Review
San Diego
23 –24 Aug 04

$ 180

Pre-Retirement Planning (CSRS)
Dan Diego
30 Aug – 01 Sep 04
$ 210

Personnel Management for Supervisors
San Diego
30 Aug – 02 Sep 04
$ 285

Pre-Retirement Planning (FERS)
San Diego
13 – 15 Sep 04

$ 225

Writing Skills Workshop
San Diego
13 – 15 Sep 04

$ 225

Rehabilitate or Remove Employees
San Diego
20 – 21 Sep 04

$ 199


With Conduct Problems
Coaching & Counseling for Increased
San Diego
27 – 28 Sep 04

$ 212

Performance for Managers & Supervisors












Top
COACHING AND COUNSELING FOR INCREASED PERFORMANCE FOR MANAGERS AND SUPERVISORS

The purpose of this course is to provide knowledge and advanced skills training in the areas of coaching and counseling. Specific coaching and counseling techniques will be practiced in work place simulations. Upon completion of this course, participants should be able to:


(1) recognize their personal strengths and weaknesses and those of their personnel
(2) demonstrate effective listening and giving positive feedback
(3) recognize the significance of positive coaching and counseling techniques
(4) demonstrate effective coaching and counseling skills
(5) establish a non-threatening, positive work environment
(6) evaluate, motivate and utilize each team member effectively
(7) promote a win-win situation in the work place 

CLD Competencies: Interpersonal/Team Skills

ELIGIBILITY: 

Recommended for managers and supervisors


Course date(s) and locations

      September 27 – 28, 2004 – San Diego, CA

CONFLICT RESOLUTION FOR MANAGERS AND SUPERVISORS

The purpose of the course is to assist managers and supervisors in developing and improving their current skill level for evaluating and resolving conflict within their work environment. Various philosophies regarding recognizing and resolving conflict will also be discussed. Upon completion of this course, participants should be able to:

(1) recognize the signs of potential conflict situations
(2) learn techniques that prevent conflicts from occurring
(3) set realistic goals to establish strong communications in a fair, non-hostile work environment
(4) recognize communication barriers such as body language, both positive and negative
(5) establish a work environment that promotes employee success
(6) prevent problems that damage employees' morale and performance 

CLD Competencies: Conflict Management, Coaching and Counseling, and interpersonal/Team Skills

ELIGIBILITY: 

Recommended for managers and supervisors


Course date(s) and locations
January 26 – 27, 2004 – San Diego, CA

June 21 – 22, 2004 – San Diego, CA

CUSTOMER SERVICE 

The purpose of this course is to provide knowledge and skills necessary to create and maintain a high level of customer service. Upon completion of this course, participants should be able to:

(1) recognize the importance of professional interactions with customers
(2) identify internal and external customers
(3) facilitate better communication
(4) manage telephone calls in a pleasant, courteous manner
(5) apply skills to effectively handle problem situations
(6) anticipate customer concerns 

CLD Competencies: Conflict Management, Customer Orientation, and Problem Solving

ELIGIBILITY: 

Recommended for all employees



Course date(s) and locations

April 19, 2004 – San Diego, CA

DEALING WITH NEGATIVITY IN THE WORKPLACE   

The purpose of this course is to help participants cope with individuals and situations causing negative energy in the workplace environment and maintain a positive state of mind. Upon completion of this course, participants should be able to:

(1) recognize root causes and characteristics of negativity
(2) identify ways that organizations and co-workers can respond to negative behaviors
(3) practice the latest methods and techniques for combating negativity
(4) recognize and practice assertive communication skills 

CLD Competencies: Conflict Management and Interpersonal/Team Skills

ELIGIBILITY: 

Recommended for all employees



Course date(s) and locations
May 24, 2004 – San Diego, CA
EFFECTIVE PRESENTATIONS 

The purpose of this course is to teach participants presentation techniques that can be used for preparing and delivering presentations. Included in this instruction will be structured speaking opportunities followed by feedback that focuses on both vocal and physical behaviors while speaking. Upon completion of this course, participants should be able to:

(1) deliver a presentation with confidence and ease
(2) convey important information and at the same time increase audience receptivity
(3) use techniques to field difficult questions 

CLD Competencies: Oral Communication and Presentation /Marketing Skills

ELIGIBILITY: 

Recommended for all employees who may be required to make a presentation

Course DATE (s) and locations

August 16 - 18, 2004 – San Diego, CA

ENGLISH GRAMMAR REVIEW 

The purpose of this course is to upgrade the grammar skills of participants whose goal is to improve their writing and speaking skills. The course will focus on the most common grammatical mistakes, improve word choice through vocabulary development, and apply practical grammar rules. Upon completion of this course, participants should be able to:

(1) correctly apply grammar principles to their writing
(2) locate and cite rules that govern spelling correctness
(3) promote standardized grammar rules in government writing
(4) use the active voice
(5) write with brevity 

CLD Competencies: Oral Communication and Written Communication

ELIGIBILITY: 



Recommended for all employees



Course date(s) and locations

August 23 – 24, 2004 – San Diego, CA

EQUAL EMPLOYMENT OPPORTUNITY (EEO) UPDATE FOR MANAGERS AND SUPERVISORS 

The purpose of this course is to update attendees on the most recent laws governing Equal Employment Opportunity issues in the Federal Workplace.  This training satisfies the mandatory annual EEO training.  Upon completion of this course, participants should be able to:

(1) identify current EEO laws, regulations, and executive orders

(2) recognize common mistakes managers and supervisors make that lead to EEO complaints

(3) identify recent Supreme Court decisions regarding prominent discrimination and harassment issues

(4) implement procedures for preventing EEO complaints

CLD Competencies: Diversity Awareness, Human Resources Management, and External Awareness

ELIGIBILITY: 

Recommended for all managers, supervisors or employees with EEO/POSH responsibilities


Course date(s) and locations


May 3, 2004 – San Diego, CA

August 2, 2004 – San Diego, CA 
FEDERAL BUDGETING FOR NON-BUDGET PERSONNEL 

The purpose of this course is to provide the basic concepts and techniques for developing a budget in the federal system. This course will give a clear overview of the budget cycle, basic sources of funds,

types of appropriations and types of costs. Upon completion of this course, participants should be able to:

(1) describe fiscal and budgeting terms
(2) utilize analysis techniques for estimating costs
(3) define the various funding issues including one-year appropriations, both program and object class budgets
(4) construct operating budgets for your supervisors
(5) estimate salaries, travel and contract costs for staff personnel
(6) demonstrate your ability to assume increased budget responsibilities

CLD Competencies: Resources Management

ELIGIBILITY: 

Recommended for all non-budget personnel whose goals are to work with federal budgets  

Course date(s) and locations


March 22 –24, 2004 – San Diego, CA 

INTRODUCTION TO SUPERVISION 

The purpose of this course is to provide first-time supervisors with the knowledge and skill required to transition successfully into a supervisory role. This course is designed to teach participants how to become credible, respected supervisors with the use of practical exercises and class involvement. Upon completion of this course, participants should be able to:

(1) describe the significant and varied responsibilities of a supervisor
(2) describe the skills of planning, delegating, monitoring, and evaluating
(3) recognize how leadership, management and communication skills need to be combined for effectiveness
(4) recognize the diversity in people and utilize their differences as assets
(5) listen effectively and provide constructive feedback 

CLD Competencies: Change Management, Coaching/Counseling, Diversity Management, Interpersonal/Team Skills, Managing Diverse Workforce, Situational Leadership, and Team Building

ELIGIBILITY: 

Recommended for new government supervisors with less than one-year experience or for seasoned supervisors who would like to attend this course as a refresher


Course date(s) and locations
April 12 – 15, 2004 – San Diego, CA

August 16 – 19, 2004 – San Diego, CA

LABOR RELATIONS TRAINING   

The purpose of this course is to provide an overview of Labor Relations in the federal sector.  Upon completion of this course, participants should be able to: 

(1) identify basic Labor Relations concepts
(2) understand the rights of each party
(3) recognize situations that employees are entitled to Union Representation
(4) identify unfair labor practices
(5) understand contract administration
(6) comprehend grievance procedures

(7) identify the steps in the Arbitration process 

ELIGIBILITY:   


Recommended for managers and supervisors from activities with Bargaining Units

COURSE DATE(S) AND LOCATIONS:


February 4 – 5, 2004 – San Diego, CA

MANAGING MULTIPLE PRIORITIES  

The purpose of this course is to provide participants with the knowledge and skills to plan, organize, and complete tasks. Specific techniques to distinguish between the true priorities in one's work will be discussed. Upon completion of this course, participants should be able to:

(1) identify how their time is spent
(2) determine what issues are central or priority
(3) identify steps to resolve inner conflicts when faced with competing demands\

(4) describe crisis management
(5) delegate projects effectively
(6) manage interruptions efficiently
(7) decide what issues are urgent, important and "those that can wait" 

CLD Competencies: Flexibility and Self-Direction

ELIGIBILITY: 

Recommended for all employees


Course date(s) and locations


May 24 - 25, 2004 – San Diego, CA


July 19 – 20, 2004 – San Diego, CA

MID-CAREER RETIREMENT PLANNING (FERS) 

The purpose of the course is to meet the informational and planning needs of employees covered under the Federal Employee Retirement System (FERS). Upon completion of this course, participants should be able to:

(1) identify key elements of the FERS system
(2) identify the various financial, tax, legal and estate issues that affect benefits
(3) describe how the Thrift Savings Plan (TSP) works
(4) develop systematic plans for meeting long-range retirement goals

ELIGIBILITY: 

Recommended for Department of Navy Civilian employees enrolled in the Federal Employee Retirement System (FERS) with a least five (5) years of Federal service who are 10 to 20 years from retirement

Course date(s) and locations

February 23 – 24. 2004 – San Diego, CA


June 14 – 15, 2004 – San Diego, CA


June 16 – 17, 2004 – San Diego, CA

PERSONNEL MANAGEMENT FOR SUPERVISORS 

The purpose of the course is to provide managers and supervisors with information on the personnel rules and regulations that govern civilian employees in the Department of the Navy (DON). Equal Employment Opportunity (EEO), position management, classification, staffing, training, labor relations and employee relations are among the topics that will be addressed. Upon completion of this course, participants should be able to:

(1) apply the principles of the Merit System and recognize prohibited personnel practices
(2) describe the major elements of the merit promotion process
(3) describe the correlation between organization needs and individual employee training needs
(4) describe the Navy performance management program
(5) apply Equal Employment Opportunity regulations when making personnel decisions
(6) discuss the supervisor's role as it relates to the various personnel functions 

CLD Competencies: Human Resources Management, Diversity Awareness, External Awareness, and Navy Core Values

ELIGIBILITY: 

Recommended for both military and civilian employees who supervise civilians  

Course date(s) and locations

March 8 – 11, 2004 – San Diego, CA


August 30 – September 2, 2004 – San Diego, CA

PRE-RETIREMENT PLANNING (CSRS)  

The purpose of the course is to provide Federal employees who are enrolled in the Civil Service Retirement System (CSRS) with concrete information needed as they consider retirement. Upon completion of the course participants should be able to:

(1) identify key elements of the Civil Service Retirement System (CSRS)
(2) perform basic retirement income computation
(3) describe the impact of Social Security and Medicare
(4) identify the various financial, tax, legal and estate issues that affect benefits
(5) describe how the Thrift Savings Plan (TSP) works and when TSP withdrawals are permitted
(6) identify retired military issues that affect annuities
(7) apply the laws that affect survivor elections, leave/health benefits and life insurance
(8) define relocation issues that may impact retirement


ELIGIBILITY: 

Recommended for Department of Navy civilian employees enrolled in the Civil Service Retirement System (CSRS) who are within ten (10) years of retirement  

Course date(s) and locations

October 20 – 22, 2003 – San Diego, CA


December  1 –3, 2003 – San Diego, CA


February 9 – 11, 2004 – San Diego, CA

April 5 – 7, 2004 – San Diego, CA


June 7 – 9, 2004 – San Diego, CA

August 9 – 11, 2004 – San Diego, CA


August 30 – 01 September, 2004 – San Diego

PRE-RETIREMENT PLANNING (FERS)  

The purpose of this course is to provide Federal employees who are enrolled in the Federal Employees Retirement System (FERS) with concrete information needed as they consider retirement. Upon completion of this course, participants should be able to:

(1) identify key elements of the Federal Employees Retirement System (FERS)
(2) perform basic retirement income computation
(3) describe the impact of Social Security and Medicare
(4) identify the various financial, tax, legal and estate issues that affect benefits
(5) describe how the Thrift Savings Plan (TSP) works and when TSP withdrawals are permitted
(6) identify retired military issues that affect annuities
(7) apply the laws that affect survivor elections, leave/health benefits and life insurance
(8) define relocation issues that may impact retirement


ELIGIBILITY: 

Recommended for Department of Navy civilian employees enrolled in the Federal Employee Retirement System (FERS) who are within ten (10) years of retirement

Course date(s) and locations

November 17 – 19, 2003 – San Diego, CA
January 12 – 14, 2004 – San Diego, CA

March 15 – 17, 2004 – San Diego, CA


May 17 – 19, 2004 – San Diego, CA

July 12 – 14, 2004 – San Diego, CA

September 13 – 15, 2004 – San Diego, CA
PROJECT MANAGEMENT  

The purpose of this course is to prepare participants to oversee a project using a step-by-step process. Upon completion of this course, participants should be able to:

(1) identify the steps in running a project
(2) define objectives for a project
(3) plan and schedule a project
(4) set up a project tracking system 

CLD Competencies: Problem Solving, Process Oversight Management, and Quality Principles 

ELIGIBILITY: 

Recommended for individuals responsible for managing or administration of a project


Course date(s) and locations
April 26 – 28, 2004 – San Diego, CA

REHABILITATE OR REMOVE EMPLOYEES WITH CONDUCT PROBLEMS   


The purpose of this course is to provide managers and supervisors with knowledge of 


official government regulations required to deal effectively with employee conduct issues. 


appropriate steps to take for absenteeism, fighting, and other conduct problems will be


covered.  Emphasis will be placed on steps for rehabilitating or removing employees with 


conduct issues.  Class activities will include lecture, group exercises and cases studies.


Upon completion of this course, participants should be able to:

(1) distinguish between performance and conduct problems

(2) identify management responsibilities for subordinate conduct

(3) identify corrective actions/remedies appropriate to misconduct

(4) evaluate pertinent factors to select an appropriate  remedy

(5) apply appropriate uses of disciplinary and non-disciplinary action

CLD COMPETENCY: Human Resources Management (partial)

ELIGIBILITY:

Recommended for managers and supervisors

COURSE DATE(S) AND LOCATION(S)

April 19 – 20, 2004 – San Diego, CA


July 26 – 27, 2004 – San Diego, CA


September 20 – 21, 2004 – San Diego, CA

TECHNICAL AND REPORT WRITING  

The purpose of this course is to assist participants in building precision and clarity into reports, instructions, work statements and other technical material. It will offer practice in organizing, formatting, and writing to suit a stated objective with a targeted audience. Upon completion of this course, participants should be able to:

(1) plan, draft, revise, and edit technical material
(2) develop technical writing techniques that convey information clearly
(3) organize data efficiently for the reader's benefit
(4) understand the role of sentence syntax in the presentation of technical material 

CLD Competencies: Written Communication
ELIGIBILITY: 

Recommended for employees who have a requirement to write technical papers or reports  

Course date(s) and locations

March 29 – 30, 2004 – San Diego, CA

WRITING SKILLS WORKSHOP  


The purpose of this course is to upgrade a participant’s skills in writing, editing and 


evaluating reports, memos and proposals.   It will also consist of both learning the 


principles of clear expression through writing, and practice in applying these principles to 


the work situation.  Upon completion of this course, the participant should be able to:

(1) present quality written correspondence

(2) choose word for conciseness and precision

(3) write so that multiple audience types receive the intended message

(4) reduce costly revisions because of errors in writing

(5) plan, revise, and edit memos, reports, and proposals

(6) choose sentence structure that will communicate ideas clearly

CLD COMPETENCY:  Written Communication

ELIGIBILITY:   Recommended for all employees

COURSE DATE(S) AND LOCATION(S):

July 19 – 20, 2004 – San Diego, CA


September 13 – 15, 2004 – San Diego, CA

                                      THANK YOU FOR VISITING OUR ON-LINE CATALOG




    LOOK FORWARD TO SEEING YOU IN SOME OF OUR CLASSES

                                                                                    [image: image2.jpg]
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