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Business Operations
Training Registration Form

(8/21/08)

Class Offered:

These classes are open to all Extension employees. New and repeat attendees welcome!
Buying 101: How to use the University’s Buying Tools morning
Purpose: This session will address how to purchase using University funds (including local checking account for remote offices). The purpose is to provide comprehensive training and provide resources to make informed buying decisions. This is a class that has been offered for several years.
Purchasing Card afternoon

Purpose: This session is designed for all Purchasing Card Users (including: Users (Educators and Support Staff), PCard Managers, PCard Unit Directors.) The session will address Purchasing Card rules and procedures. This is a class that has been offered for several years.

	Select a session
	Class
	Location*
	Time
	Date

	
	Buying 101
	Columbus
	9:30 – 12
	1/20/09

	
	Purchasing Card
	Columbus
	12:30 – 3:30
	1/20/09


*address information will be sent with your registration confirmation
Attendee Name:________________________________________
Office:_____________________________

E-mail address:______________________________________

Lunch: Boxed sandwiches and assorted sides are available for $5. Lunch will be from 12 – 12:30 p.m. Please feel free to bring your own lunch. Meal choices may change.


Please select one:
__ no lunch      __roast beef     __turkey     __italian     __veggie sandwich

	Session Cost:
	Class
	Fee
	

	
	Buying 101
	$5.00
	

	
	Purchasing Card
	$5.00
	

	
	Lunch
	$5.00
	

	
	
	TOTAL
	$


Payment:
(required)
ORG__________
FUND______________
ACCT: 64414

(optional)
PROG____________
PROJECT______________
USER DEF:__________

(required) ORG Authorizing (or Supervisor) Signature:_____________________________________

FAX completed registration to: 614.688.0529
Registration deadline: October 15, 2008

Please e-mail buxton.65@osu.edu
1) If you are unable to attend these sessions but would like another date and location offered. Another class will only be scheduled if these classes fill up and there is enough interest to reschedule.

2) If you would like to pay for a copy of the material for the class.

3) If your office has budget difficulties and cannot pay for the session.

4) Other questions or concerns.

