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	Training Request Form – Plant Performance Learning Services Course Offerings
Please refer to the registration process that follows and complete entire form.

	APPLICANT INFORMATION 

	Name (first, middle initial, last): 
     
	Contact (if different than applicant): 
     

	Please select one:     FORMDROPDOWN 
   
	Other (please specify):      

	Company Name:      

	Work Address:       
     
	Job Title:      

	Phone #:       
	Cell #:      

	Fax #:       
	Email Address:      

	ITT IP Sales Person (If assistance was provided, enter First & Last Name):      

	ITT IP Distributor (If assistance was provided, enter Company Name and Location):      


	Licensed Profession(s):

     

	Please identify any special needs required during classroom training (auxiliary aids, special diet, etc.):

     

	COURSE INFORMATION 

	Course Title / Course Code:  FORMDROPDOWN 


	Course Start / End Date(s):      
	Course Location:      
	Course Fee:      

	Course Title / Course Code:  FORMDROPDOWN 


	Course Start / End Date(s):      
	Course Location:      
	Course Fee:      

	Course Title / Course Code:  FORMDROPDOWN 


	Course Start / End Date(s):      
	Course Location:      
	Course Fee:      

	PAYMENT INFORMATION 

	Total Course Fees: 

     
	Payment Type (select one):

 FORMDROPDOWN 

	PO Number (if applicable):      

	CANCELLATION / REFUND POLICIES 

	Payment for e-Learning courses is non-refundable.  A full refund of the course fee will be granted to individuals who cancel up to three weeks before an instructor-led training session begins or if a replacement can be found prior to the start of the session. Confirmed participants who do not attend their scheduled session will be liable for the entire course fee.  Any course fees retained by ITT IP may be applied to future training sessions within a 12-month time frame, starting from the first day of the missed session. ITT IP reserves the right to cancel any training session up to two weeks before the start date. If a training session is cancelled, ITT IP’s liability is limited to the return of the course fee to the enrolled individuals.

	Signature: 
     
	Date: 
4/8/2010 FORMTEXT 

2/12/2010


	Date Received at ITT: ______________                            Received By: _________________________                        




	REGISTRATION PROCESS, PAYMENT INFORMATION  AND CONFIRMATION PROCESS

	Registration Process:

· This training request form is to be used by individuals who are not ITT employees (customers, distributors, etc.) and any ITT employee who does not have access to the ITT learning management system to request ITT Plant Performance Learning Services (PPLS) sponsored training.
· Fax this form to (315) 568-7125 or email it to ldmail@itt.com. 

Payment Information: 

· Credit Card: You will be contacted by phone within (3) business days following receipt of your request for e-Learning offerings or 2-4 weeks prior to instructor-led offerings in order to obtain your credit card information and process your payment.  
· Purchase Order:  Make payable to “ITT Corporation” and reference course title(s), course code(s), and your name on the purchase order.  Submit a copy of the purchase order with your registration. 

· Check:  Make checks payable to “ITT Corporation” and reference the course title(s), course code(s), and your name on the check. Mail the check along with a copy of this form to ITT Corporation, Attn: PPLS (Main Office), 240 Fall Street, Seneca Falls, NY 13148.

Confirmation Process:

· e-Learning Registrants:  Upon receipt of your payment, you will be sent a CD ROM version of the training with instructions, for your use only.  It is against copyright laws to allow use of this training by any individuals other than the one person for which the training was purchased.
· Instructor-Led Registrants:  Upon receipt of your payment and 2-4 weeks prior to the start of class, you will receive written notification of acceptance into the class.  This notification will include an agenda and information regarding pre-work or pre-requisite training, transportation, hotel, and directions to the training facility as appropriate.  We recommend waiting to arrange for travel until you receive written notification of acceptance into the class.
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