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EDUCATION & TRAINING
Registration Schedule and Form

To process payment for course registration, please use the following procedure:

State agencies:

· Process payment on an intra-governmental payment voucher (PV) using the following information:  Object Code 0544; Seller Account Dist:  Fund 010;  Agency:  014; Organization:  1048; Revenue Source:  7483

· Include the class code under “vendor invoice info” and enter either participant name or number of participants (if more than one participant) under “description”.

· Attach a copy of the PV to the registration form and forward to the Bureau of Education & Training. 

Counties, municipalities, and employees paying for their own courses: 

Attach a check made payable to Treasurer, State of NH to the registration form and forward to:  Bureau of Education and Training, 25 Capitol St., Concord, NH 03301.

	Bureau of Education and Training Registration Form
	
	Return to:  Bureau of Education and Training

New Hampshire Division of Personnel

25 Capitol Street, Concord, NH 03301

Fax: (603) 271-1422


YOU MAY PHOTOCOPY THIS FORM.

Course Title: 
Course Date(s):      
  Cost:      


Name:       
Work Phone #:      



(Please print name as it should appear on Certificate)

Department:       
Division:      


Work Address:       


E-mail Address:      


Name & Title of Immediate Supervisor:      


Authorizing Signature of Supervisor:


Have you met the prerequisite(s) for this course, if any?    Yes   FORMCHECKBOX 
 No  FORMCHECKBOX 
 N/A  FORMCHECKBOX 

To help us keep catalogue printing and distribution expenses at a minimum, please indicate below how you prefer to receive future copies of the Training Opportunities Catalogues:

   FORMCHECKBOX 
Internet/Website 
 FORMCHECKBOX 
 E-mail
 FORMCHECKBOX 

Printed copy by mail/messenger service
PLEASE NOTE:  It is your responsibility to attend all classes or send a replacement.  For courses longer than one day, the person enrolled in the first session must attend all classes; classes cannot be split between individuals.  Call 271-1434 (Cindy Jones) at least 5 working days prior to the start of your class to notify of any change. 

EMPLOYEE SIGNATURE:
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