Gas Operations
Human Resources Development Division
			 
EDUCATION REFUND PLAN (ERP) APPLICATION FORM

Please adhere to the following instructions:
1. Submit this form with the required data to Gas Operations / Human Resources Development Division four weeks prior to the course start date, with a copy of your pre-approval letter, course description, and your current job description.
2. Ensure that your management (unit/division/department head) is aware of this request.
3. Scan this form and send it by email to the Organization Assigned Training Coordinator and a copy to your Management.	
Personal Details:
	Employee Name
	Badge No.
	Legacy Org. Code
	Telephone No.
	Fax No.

	
	
	
	
	


Course Information:
	Course Code / Course Title 
	Course
Fees ($)

	Remaining Amount ($)
	Course Date

	
	
	
	From
	To

	Communication skills
	44 $ USD
	
	
	



Delivery Method: 	 Online  Computer-Based Instruction  Class Room Full-Time  Class Room Part-Time
				 Class Room Extension  Class Room  Correspondence  Other
Level:  Non-degree  Undergraduate  Graduate
Course Type:
	Institution / University Name
	

	Course Location (City / Country)
	

	Course Delivery Method
	



Justification: Please submit all the required information in order to process your request. Failure to do so may cause the rejection of your request.     IP 	OOP  (Date / Cost) 
	This course (Communication skills) is number (5) of (40) courses must be completed to obtain my (Business Administration Degree) as indicated in the pre-approval letter from T&CD. This course is major to my degree. My last accumulative JPA was () out of (5).
My job title is () and this course Will provide the following:
Introduce students to the basic elements of communication and development of communication skills among students. Enable the student to understand and control in the same style of communication. Control of the connection types used by man (oral, written, motor...). Identify the obstacles to communication and how to deal with them. Prepare the student to continue in business, especially regarding the liberalization of the various types of administrative messages and the preparation of management reports. Enable students to build relationships and selection of appropriate communication styles.



Approver List:
	Position
	Name
	Badge # 
	Date
	IP/OOP

	ERP Training Coordinator
	
	
	
	

	Unit Head
	
	
	
	

	Division Head
	
	
	
	

	Department Head
	
	
	
	

	Admin Area Head
	
	
	
	OOP



Sunday, October 02, 2011
