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HUMAN RESOURCES MANAGEMENT SERVICE (HRMS)/STAFF DEVELOPMENT AND TRAINING UNIT (SDTU)

	Please return completed forms to the Language & Communications Training Registration Station outside U-113.  NOTE: All Registrants must submit a signed and certified registration form.  Paying Registrants are requested to make payment on or before the deadline date for registration as outlined in the information circular.  Those participants who have not done so will be asked to withdraw from classes.  Thank you for your co-operation.

	REGISTRATION FORM FOR LANGUAGE TRAINING AND COMMUNICATION SKILLS


	SECTION A: TO BE COMPLETED BY STAFF MEMBER (UN-HABITAT/UNEP/UNON) (Please Print or Type):

	For fee-paying UN staff members: I, …………………………………….…………… agree to pay tuition for the course in which I am registering 

……………………………………

                  Signature

	Family Name:                                                          First Name:                                          Middle Initial:

	Organisation:
	  Category/Level:
	    Contract Expiry Date:                            EOD: 

	Room No: .…………………………                      Extension:………………………..                                Date:…………………………

Signature of Staff Member:…………………………………..                                   Email:……………………………………….

	SECTION B: TO BE COMPLETED BY: UN REGISTRANTS (NOT UN-HABITAT/UNEP/UNON) (Please Print or Type)

	For fee-paying UN staff members: I, …………………………………… agree to pay tuition for the course in which I am registering 

……………………………………

                   Signature

	Family Name:                                                          First Name:                                                             Middle Initial:

	Organisation:
	Category/Level:
	Contract Expiry Date:                 EOD: 

	Room No: .…………………………                      Extension:………………………..                                Date:…………………………
Signature of Staff Member:…………………………………..                                   Email:……………………………………….

	SECTION C: TO BE COMPLETED BY: EXTERNAL (NON-UN) REGISTRANTS (Please Print or Type):

	Family Name:                                                     First Name: 
	Office Telephone:

	Email: 
	Home Telephone: 

	Please Check Affiliation

(      Spouse/Child/Relative of Staff Member                 (    Embassy/Mission                             (  NGO

(    Other (Please Specify) ……………………..

  CHEQUES FROM EXTERNAL REGISTRANTS SHOULD BE MADE PAYABLE TO: UNITED NATIONS OFFICE AT NAIROBI (UNON)

	SECTION D: TO BE COMPLETED BY THE SUPERVISOR AND CERTIFYING OFFICER (FOR UN REGISTRANTS) (Please Print or Type):

	Name of Supervisor: ……………………………………………                                         Organisation/Unit:……………………………………………

Title:……………………………………………….………….….                                            Section:……………………………..………………………

Room No:……………………………………………..………….                                           Extension:…………………………….………………
SUPERVISOR’S SIGNATURE:

Signature: ……………………………………………………….                                                 Date: ……………………………………………………..

CERTIFYING OFFICER’S SIGNATURE:

Name: ……………………………………………………..                            Account No: …………………………………………………………………….

Signature:……………………………………………………                         Date: ………………………………………………………………………………


	SECTION E: LANGUAGE COURSES (See course Description Booklet for more details)

LANGUAGE PROFICIENCY IN UN OFFICIAL LANGUAGES AND KISWAHILI           48 hours        

(      ARABIC                   (        ENGLISH                (    RUSSIAN               (      SPANISH

(     CHINESE                  (        KISWAHILI            (   FRENCH                  

LEVEL  (Please circle one)    1                 2                 3                4                5               6              7                8 
Fee: 

External Registrant                 US$350.00                                                                  UN Paying Staff:
UN Agency Registrants            US $350.00                                                                  P              US$250.00

UN Spouses                               US$300.00                                                                  GS            US$150.00



	SPECIAL LANGUAGE CLASSES

CONVERSATION AND KISWAHILI CLASSES (24 HOURS)

Course requested (Please tick one)

(      ARABIC                     (    ENGLISH                 (         RUSSIAN                 (     KISWAHILI

(       CHINESE                    (     FRENCH                 (       SPANISH

Fee: 

External Registrant                 US$175.00                                                                  UN Paying Staff:
UN Agency Registrants            US $175.00                                                                  P              US$125.00

UN Spouses                               US$150.00                                                                  GS            US$ 75.00



	INTENSIVE COURSE 20 HOURS (OVER 4 WEEKS)

Course requested (Please tick one)

(    ARABIC            (       ENGLISH             (     KISWAHILI        (     FRENCH            (     SPANISH

Fee: US$200



	LANGUAGES FOR SPECIAL PURPOSES

(     Administrative Writing in English  - Part 1                     12 hours                         US$175.00

(   Administrative Writing in English  -  Part 2                     12 hours                         US$175.00

(     Principles of Report Writing in English                           15 hours                         US$200.00

English Examination Preparation                                     48 hours                         (same fee structure as 48 hours courses)
(   Certificate in advanced English

(   Certificate of Proficiency



	EFFECTIVENESS SKILLS COURSES

Please Indicate Desired Course  (See course description booklet for dates)

(    Advanced Writing Skills                                         12 hours                            US$175
(    Fast Effective Reading                                              6 hours                             US$60

        OTHER……………………………………………..




Incomplete registration forms will be not be processed.






