�

	its subsidiaries and affiliates�TALENT DEVELOPMENT UNIVERSITY

 TRAINING REGISTRATION��Employee completes to register for courses offered through the Talent Development University.��STUDENT INFORMATION��EMPLOYEE LAST NAME

� FORMTEXT ��–––––��FIRST NAME

� FORMTEXT ��–––––��MI

� FORMTEXT ��–��SOCIAL SECURITY NO. (###-##-####)

� FORMTEXT ��–––––���PHONE NUMBER�E-MAIL ADDRESS�FACILITY CODE�FLOOR��(� FORMTEXT ��–––�) � FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���EMPLOYEE STATUS��	� FORMCHECKBOX ��	G-P	� FORMCHECKBOX ��	ENCADRIA	� FORMCHECKBOX ��	CO-OP/INTERN��ALL non GP Employees must have a GP managers signature and charge code.��CHARGE CODE�DEPARTMENT NAME�FAX NUMBER ��  � FORMTEXT ��–––� - � FORMTEXT ��–––� - � FORMTEXT ��––––��� FORMTEXT ��–––––��(� FORMTEXT ��–––�) � FORMTEXT ��–––––���INFORMATION RESOURCES DEPARTMENT?�COMPANY DIVISION��	� FORMCHECKBOX ��	YES	� FORMCHECKBOX ��	NO�	� FORMDROPDOWN ������DELIVER METHOD�����	� FORMCHECKBOX ��	INSTRUCTOR  LED COURSES�	� FORMCHECKBOX ��	CHECK OUT�	� FORMCHECKBOX ��	INTERNET�	� FORMCHECKBOX ��	INTRANET�	� FORMCHECKBOX ��	IN THE TDU����COURSES REQUESTED��DATE DESIRED�COURSE NUMBER�COURSE NAME��� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––���� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––�����REQUESTER (If different from Student)��REQUESTER’S LAST NAME

� FORMTEXT ��–––––��FIRST NAME

� FORMTEXT ��–––––��MI

� FORMTEXT ��–���PHONE NUMBER�FAX NUMBER�FACILITY CODE�FLOOR��( � FORMTEXT ��–––� ) � FORMTEXT ��–––––��( � FORMTEXT ��–––� ) � FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––�����APPROVALS��The Manager’s signature approves attendance for the course(s) requested and signifies agreement to the Talent Development University Cancellation Policy outlined below.��MANAGER SIGNATURE�PRINT NAME�DATE��� FORMTEXT ��–––––��� FORMTEXT ��–––––��� FORMTEXT ��–––––�����TALENT DEVELOPMENT UNIVERSITY CANCELLATION POLICIES��Instructor Led:

This policy applies to all TDU coordinated courses including on-site and off-site Instructor-led courses.

Cancellations must be made 2 weeks prior to the course start date or the student’s department will be charged back a portion of the course fee.  However, if the canceled space can be filled from a wait list or the department can send a replacement, the department will not be charged.  Charges are based on the ratio of maximum class capacity to the total course fee.  In cases where external vendor course charges and cancellation fees exceed this policy, the larger amount will be charged.

Library Materials:

We ask that all materials delivered outside of the Atlanta area be returned to the TDU via Federal Express or some other package tracking service to avoid being lost.  If materials are not returned to us in this manner and are lost or damaged, responsibility lies with the student.  The cost for the item will be charged to the student’s departmental charge code.  There is also an additional $25 processing fee.����TO SEND FORM FOR APPROVAL:  From the File menu, choose Send.  Select Approver for signature and click OK.  In e-mail message, enter appropriate e-mail address and send.  �TO SEND FORM FOR PROCESSING:  From the File menu, choose Send.  Select Distribution List for Processing and click OK.  In e-mail message, verify e-mail address shown below and send.��DISTRIBUTION:  �Original - Talent Development University �Copy - Employee�� FORMTEXT ��–����(404) 652-6146�E-Mail  TDUNIV@gapac.com�Fax   (404) 487-3935�Intracompany Mail  GA030-08/TDU��GP 11699 (01/31/2005)�� FILENAME  \* MERGEFORMAT �11699.DOC���








