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What:  Report Writing

Date & Time: 
March 31, 2011

0830-1700
Tuition:   $100.00 - $150.00 (based on minimum 15 and maximum 24 participants)

Place of Training:   San Bernardino National Forest




Danny Rhynes Training Center




602 S. Tippecanoe Ave. 

San Bernardino, CA  92408



Course Objectives: 
Report Writing

· Define the purpose and scope of a report according to the needs of the reader

· Organize and outline material

· Write sentences and paragraphs which follow clear, concise writing principles

· Format report data according to the purpose of the report

· Write a report that will be immediately clear to the reader

· Revise and edit reports according to the principles of effective writing

· Report Classifications

· Planning and Organizing Reports

· General Writing Principles

· Editing Procedures

· Active, Passive, and Linking Verbs

· Parallel Structure

· Graphics and Layout

· When to use Graphics

· Where to Place Graphics in a Report
Who Should Attend:  Anyone wanting to learn more about report writing.  
Available Slots:  Maximum 24 participants.  First 24 to register via the AgLearn System will be guaranteed a spot.   AgLearn will create a “waitlist” for employees who register after the 24 maximum.  If a participant cancels, AgLearn will automatically register and notify the next person on the waitlist. 



Report Writing
Cancellation Policy:  Cancel by 4:30 p.m. March 17, 2011.  You will be charged full tuition if your place is not filled.
Course Information:  Tammy Martinez 909-382-2741 or Kristel Johnson, 909-382-2734
AgLearn: Darla Nearing(505) 343-5645
Vendor:  Soft-Train Incorporated
======================================================
How to Register:  Use AgLearn to register for this course
IMPORTANT - Check this FIRST:  Make sure you have your email address and your Supervisors Name in your AgLearn Profile 

In your AgLearn Profile:

· Click on the CATALOG tab,

· Select a SIMPLE CATALOG SEARCH,

· Enter in the KEYWORD LINE:   6410 R5 Report
Click the Search Button.
· When “ 6410 R5 Report” appears:
· Click on the small triangle next to the course 
· You will see a drop down (listing the course for the Danny Rhynes Training Center, San Bernardino, CA )
· Click on the Registration Button
· IMPORTANT that you do the following:

· Before you click Confirm, Enter your valid Job Code and Override Code in the “Comments” box
· Click the Confirm button
· You have now Registered for this course

You will receive an email notification from AgLearn of your enrollment status.

NOTE:  If you need to cancel out of the class, please go into AgLearn to do so.  This will give others on the waitlist an opportunity to take the class.
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