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Presents


Presenter:
Mrs. Brigette Levy: MSc (Social Policy Research), BSc. (Hons.)


Date & Time:
Tuesday February 17, 2009



9:00 a.m. – 1:00 p.m.

Cost:

Members
 - $5,500.00





Non-Members  - $6,500.00


Who should attend:

*Managers    



* Supervisors    


*Administrative Assistants     

*Anyone who organizes, chairs and attends 

     meetings

Expected Outcomes:

1. Begin and end meetings on time

2. Prepare succinct agendas and concise minutes

3. Plan and organize meetings more effectively

4. Optimize participation and better accomplish meeting goals

Venue:

College of Insurance & Professional Studies




3a Richmond Avenue, Kingston 10
Contact:


COLLEGE OF INSURANCE & PROFESSIONAL STUDIES

3a Richmond Avenue, Kingston 10.

Tel: 929-3340, 929-6149, 929-6159, Digiline: 383-2411

Fax: 929-6117

E-mail:info@cipsonline.edu.jm

Website:www.cipsonline.edu.jm

REGISTRATION FORM

For

CONDUCTING EFFECTIVE MEETINGS

On

TUESDAY FEBRUARY 17, 2009
Please register the following participant(s) in the abovementioned Seminar

	ORGANISATION:

	ADDRESS:

	NAME AND POSITION OF PERSON AUTHORISING REGISTRATION:

	

	AUTHORIZED SIGNATURE:

	TEL:                                                                              FAX: 

	DATE:                                                                           EMAIL:

	NAME OF PARTICIPANT
	TITLE
	EMAIL

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	10.
	
	


I understand that the total amount payable is $ _____________________

Enclosed is a cheque made payable to the: 

COLLEGE OF INSURANCE & PROFESSIONAL STUDIES

3a Richmond Avenue, Kingston 10.

Tel: 929-3340/2/3, Fax: 929-6117, E-mail: info@cipsonline.edu.jm 

Website:www.cipsonline.edu.jm

NOTE:  Kindly ensure that completed application form(s) and fee(s) are paid by 

Friday  February 13, 2009
