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Office of Information Technology 
Training Registration Form

· All training requests must be approved by immediate supervisor.

· Training requests will be processed on a first-come first-served basis.
· A confirmation email will be sent when the request is scheduled.
· All classes will be conducted in the new Virtualization & Collaboration Center (VCC), located on the 4th floor of the McDemmond Center.

· Important! By checking the box below, you acknowledge that you have read and understand the new Late Policy as described below:
When folks straggle in late, after a class has already begun, they disrupt the flow of the class and the participants, and require the trainer to start the class again.  So, in order to be fair and respectful to the folks who arrived on time, the following Late Policy has been established.  Anyone arriving to class more than 15 minutes late will be asked to reschedule and attend the class another day.  While this may seem a bit strong, it is necessary to ensure a quality training experience for those who deem the training important enough to arrive on time.
I understand and will abide by the Late Policy  FORMCHECKBOX 

(This form will be returned if the box is not checked)
Name of person attending      
Department      
Phone      
Email      
Supervisor      
1. Training Class name      

Date of class requested      

2. Training Class name      

Date of class requested      

3. Training Class name      

Date of class requested      

4. Training Class name      

Date of class requested      

5. Training Class name      

Date of class requested      

 (Please complete the form entirely, save it and email the completed form to Mark Eulo at meulo@nsu.edu   An incomplete form will result in your request being sent back)[image: image1.png]



