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	Section 1


Thank you for choosing the State Personnel Administration (SPA) to meet your training and organization development needs. In order for us to process this registration form, all requested information must be provided. 

PLEASE REFER TO THE REGISTRATION INSTRUCTIONS IN SECTION 5 on the back.

	Course/Event Title (List only one course/event):

	Location:
	Class Date:

	Number of Employees:
	Fee Per Employee:
	Total Cost:

	
	
	
	
	GLI & LED Use Only

	
Name
	PeopleSoft Employee ID # or Social Security #
	E-mail Address
	Phone number
	Org Code/ 

Customer
Number
	
Confirmed
	 Waiting
List

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	


	
	Section 2


Training Director/Coordinator’s or 

Personnel/HR Director’s Name:

E-mail:


Supervisor’s Name and Phone (for GLI and PCL programs):

State Department-Organization/Entity Name:


Mailing Address:


Telephone: ( ____ )

Fax: ( ____ )


Org Code or Customer Number (for billing purposes):


Bill to (contact name):


Mail Address: 


	Complete Section 3 for all courses/events for which there is a fee.
	Section 3


Method of Payment (Please mail a copy of the registration form with payment.)



Check made payable to: State Personnel Administration 



Checks should include: Participant’s Name, Course Name, Course Date, and Participant’s Customer Number


 Money Order
 Bill us: P.O. Number 



 Credit Card:
 State Purchasing Card
 MasterCard
 VISA

Cardholder’s Name

Card/Account Number

Expiration Date 

Cardholder’s Signature*

Authorizing Signature*

*Signature commits agency to payment for training.

Cancellations must be in writing (see Section 5) up to 10 workdays before the course. Later cancellations subject to entire fee.

	
	Section 4


IF YOU CHOOSE TO CANCEL OR SUBSTITUTE, COMPLETE THE SECTION BELOW.

	CANCELLATION
	
	PARTICIPANT SUBSTITUTION

	Participant Name:
	
	Name of Substitute:

	Course/Event Title:
	
	PeopleSoft Employee ID # or Social Security #:

	Location:
	
	Customer #:

	Date:
	
	E-mail Address:

	PeopleSoft Employee ID # or 
Social Security #:
	
	Substituting For:

	
	
	Substitution Course/Event Title:

	
	
	Substitution Location:

	
	
	Substitution Date:


Authorizing Signature:

Date:


Registrations may be cancelled up to 10 workdays before the course. All cancellations must be in writing. Later cancellations are subject to the entire fee.

	For SPA GLI & Enterprise Learning Division Use Only

	Cancellation Completed:
	Date:
	Registrar [initials]:

	Substitution Completed:
	Date:
	Registrar [initials]:


	
	Section 5


Thank you for your registration(s) to attend State Personnel Administration training and organization development courses. The GLI & Enterprise Learning Division wants to ensure that (1) all individuals who attend State Personnel Administration training and development courses receive proper credit on training records and (2) organizations and individuals are accurately invoiced, or are properly credited for payments. In order to meet these two goals, we must receive registration forms that are complete.

Please photocopy the front registration form page for additional registrations. Do not alter or change the form.  Only one class should be indicated on a registration form; do not list multiple classes on one registration form. Please use only State Personnel Administration registration forms. Fax the form to the appropriate number listed on the top of this form or mail it to: State Personnel Administration, Attn: Workforce Development, 2 Martin Luther King Jr. Drive SE, Suite 1904, Atlanta, Georgia 30334. Upon receipt, we will process your registration.

Unless indicated in the Waiting List Column, your registration(s) has been received and confirmed as indicated. Registrations may be cancelled up to 10 workdays before the course. All cancellations must be in writing. Complete Section 4 to cancel a registration. Later cancellations are subject to the entire fee. Please feel free to call us if you have any questions. Contact us in advance of this course/event if a registrant will need an accommodation.

Again, thank you for choosing the State Personnel Administration to meet your organization’s training and development needs.

State Personnel Administration
Completing the SPA Training Registration Form
Thank you for choosing the State Personnel Administration Georgia Leadership Institute and Enterprise Learning Division to meet your HR training and organization development needs.  In order for us to process your registration forms, we need to have complete and accurate information.

1. When registering for training, please use only one class/event per form.  However, you can register up to five people for the same class/event on that form.

2. Location:  Please pay attention to the location of the class.  Make sure it is the location to which you want to travel.  The “Atlanta” location is at 1916 West, 2 Martin Luther King Jr. Drive, SE.

3. PeopleSoft Employee ID #:  If your agency is on the PeopleSoft system, please use the employee’s PeopleSoft ID number.  With this information, we can ensure all training records are updated completely and accurately.  If your agency is not on the PeopleSoft system, please use a social security number.

4. Training Coordinator/Personnel Director:  Please input the name and contact information of the person responsible for your organization’s training.  
5. Supervisor name and phone number:  If you are registering for a GLI or PCL program, please list the name of the employee’s supervisor and phone number.
6. Org Code or Agency Customer Number:  If you have registered for training with us in the past, please use your agency customer number.  It is listed on your invoices and statements.  If you are unsure of your agency customer number, or if you do not have one, please list your organization code and the appropriate billing information.  Even when you prepay for an event, we still use this information to send you a receipt after the training.

7. Method of Payment:  You can prepay for training with a check, money order, or credit card (State P-Card, Visa, or MasterCard).  We can also send you an invoice following the training.

a. If prepaying by check or money order, you may fax your registration to hold your spot in the class.  When mailing your check (or money order), please include a copy of your registration form.  Also, please include the following on your check (or money order):  Participant’s Name, Class Name and Date, and the Agency Customer Number.

b. If paying by credit card, please indicate the type of credit card you wish to use.  Print the cardholder’s name, the account number, and the expiration date.  If paying by credit card, the cardholder must sign the form.

c. If you wish to be invoiced, please check the box “Bill us.” We will use the information you have provided in Section 2 for invoicing.

8. Authorizing Signature:  You must include an authorizing signature for the registration form to be processed.  This signature not only authorizes payment for the training, but also indicates that the participant has been given authorization to attend the training.
9. Cancellations:  If you need to cancel a registration, you must do so in writing by using the second page of the registration form (Section 4).  Registrations may be cancelled up to 10-workdays prior to the beginning of the course.  All cancellations must be in writing.  Cancellations made after the tenth-day will be subject to full fee assessment.  Substitutions are allowed at anytime prior to the start of the class, by completing Section 4 to provide the substitute’s information.  If there are fewer than six (6) participants registered, State Personnel Administration reserves the right to cancel the class at least ten (10) days in advance.  Participants that are registered will receive notification of cancellation and schedule of next available date and/or a full refund.  
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