CITY OF DALLAS
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    EMPLOYEE INFORMATION
	Last Name

     
	First Name

     
	M.I.

  
	Emp. No.

     
	Dept. Name
     

	Job Title



	Email Address
     
	Work Phone

(or Cell Phone)




	Course

Number
	Course Title
	Course Date

	     
	     
	     


   COURSE INFORMATION
   COURSE REGISTRATION INFORMATION
    Employees wishing to attend an upcoming training session during regularly scheduled

    work hours must obtain signed approval from their immediate supervisor.  No employee
    will be registered for a course without the supervisor’s signed approval.
(Note:  Some courses may fill up fast.  Each class size is limited. Enrollment is based on a first come first serve basis.  Register Now!  Human Resources will contact you to let you know whether or not the course(s) you register for is full.  HR must receive your form TWO weeks before the scheduled class.)
_________________________  ________           _______________________   _______
    Employee Signature                      Date                               Supervisor Signature                  Date
IMPORTANT:  A Course Registration Form must be received by Human Resources no later than TWO WEEKS before the date of the scheduled course. 
     -----------HUMAN RESOURCES-----------

Human Resources will receive Course Registration Forms in the following two ways:

                                    1.  By E-mailing Human Resources
                                        (After supervisor has signed, scan form to PDF and send

                                                to Michelle.High@dallascityhall.com  
                                    2.  By dropping off the form to Human Resources
You MUST ALSO register for your selected course(s) by going to the Freese and Nichols website:
1. Go to www.freese.com/university                                                                      
2. Note the locations of available courses.                                                   To remove your name from a course(s) you
3. Log In by typing your e-mail address.                                                          have registered for, please contact:
4. Click on the course you want to take.                                                          DIANA THOMAS at (817) 735-7396
5. Enter your registration information.                                         or e-mail her at det@freese.com
	     
	     


Employee Name







Employee #
For employees wanting to register now for additional courses, list those courses below:

	Course

Number
	Course Title
	Course Date

	     
	
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


_______________________  ________       _______________________   _______
          Employee Signature                  Date                       Supervisor Signature                  Date
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2007 Schedule

4 8:30am –

12:30 pm

24

Class Room A

(City Hall, L1FN)

4/9 Listening Skills

4 9:00am –

2:00 pm

100 Auditorium

(City Hall, L1FN)

3/19 The Art of Managing 

Construction

4 8:30am –

12:30 pm

24 Class Room A

(City Hall, L1FN)

3/5 Interpersonal Relationships

7 8:30am –

4:30 pm

24

Class Room A

(City Hall, L1FN)

2/26 Technical/Business Writing 

Skills

4 8:30am –

12:30 pm

24 Class Room A

(City Hall, L1FN)

2/5 Time Management 

1 8:30 am -

10:00 am

100 Auditorium

(City Hall, L1FN)

1/29 Professional Ethics

0 1:00 pm -

2:00 pm

100 Auditorium

(City Hall, L1FN)

1/11 Kick-Off Meeting

PDH Time

Class 

Size

Room Date Course



 EMBED PowerPoint.Slide.8  [image: image2.emf]1 8:30 am -

10:00 am

100 Auditorium

(City Hall, L1FN)

9/17 Professional Ethics

14 8:30 am 

– 4:30 

pm

12

Class Room A

(City Hall, L1FN)

7/9-10 Presentation Skills

14 8:30 am 

– 4:30 

pm

24 Class Room A

(City Hall, L1FN)

6/4-5 Leadership Skills

7 8:30 am 

– 4:30 

pm

24 Class Room A

(City Hall, L1FN)

5/21 Management Skills

4 9:00am –

2:00 pm

100

Auditorium

(City Hall, L1FN)

5/7 Integrated Storm Water 

Management (iSWM)

4 8:30am –

12:30 pm

24 Class Room A

(City Hall, L1FN)

4/23 QBQ: Practicing Personal 

Accountability



 EMBED PowerPoint.Slide.8  [image: image3.emf]7 8:30am –

4:30 pm

24 Class Room A

(City Hall, L1FN)

11/19 Innovation

4 8:30am –

12:30 pm

24

Class Room A

(City Hall, L1FN)

11/5 Coaching and Mentoring

4 9:00am –

2:00 pm

100

Auditorium

(City Hall, L1FN)

10/22 Technical

7 8:30am –

4:30 pm

24 Class Room A

(City Hall, L1FN)

10/1 Facilitation Skills

7 8:30 am 

– 4:30 

pm

24 Class Room A

(City Hall, L1FN)

9/10 Project Management


COURSE REGISTRATION FORM
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Human Resources
1500 Marilla Street, 6AS

Dallas, Texas 75201

Telephone:  214/670-3120

