	WorldTracer 2011 Recurrent Training 

Reservation Form


Please complete the information below and return this form by email to the address below. The member’s coordinator must submit class registration. THIS CLASS IS FOR EXISTING CUSTOMERS ONLY. DO NOT USE THIS FORM IF YOU ARE A NEW WORLDTRACER CUSTOMER.  THIS FORM IS NOT FOR MEMBERS USING THE WORLDTRACERWEB GUI.
Please print.

	Mail:
SITA 




Airport and Desktop Services

3100 Cumberland Blvd S.E. 


Atlanta, GA 30339 USA 

Attn: WorldTracer Training

FAX:
1-770-303-3555

Email: milos.crncevic@sita.aero
	Member: 




Company name and code (print)
Completed By:




Coordinator’s Name (print)
Signature/Date:




Signature/Date

Contact:




E-mail address (print)

Action File / Telephone Number


Training Course 

Please select the course you are registering for. Use one form per course.

	(
	21 – 25 March
	Coordinator
	London

	(
	02 – 06 May
	Management LL
	Atlanta

	(
	09 – 13 May
	Coordinator
	Atlanta

	(
	11 – 15 July
	Management LL
	Atlanta

	(
	18 – 22 July
	Coordinator
	Atlanta

	(
	11 – 15 July
	Management LL
	London

	(
	18 – 22 July
	Coordinator
	London

	(
	19 – 23 September
	Management LL
	Atlanta

	(
	26 – 30 September
	Coordinator
	Atlanta

	(
	10 – 14 October
	Management LL
	London

	(
	17 – 21 October
	Coordinator
	London

	(
	30 October – 04 November
	Management LL
	Atlanta

	(
	07 – 11 November
	Coordinator
	Atlanta

	(
	05 – 09 December
	Management LL
	London

	(
	12 – 16 December
	Coordinator
	London


Attendees 

List the agents nominated to attend the course, their title, amount of experience in baggage services and e-mail address.  PLEASE PRINT the name the way it should appear on the training completion certificate. 
	First Name
	Title:
	Years of experience:

	Surname
	E-mail Address:

	First Name
	Title:
	Years of experience:

	Surname
	E-mail Address:

	First Name
	Title:
	Years of experience:

	Surname
	E-mail Address:


Attendance Requirements

Tracing/Management – must be a member of that module. No other experience is required.

Coordinator – must be the member’s coordinator or nominated by the coordinator. Supervisory experience is recommended. 

Charges

Tracing/Management Recurrent – Six Hundred Fifty United States dollars (USD650) per attendee at a designated SITA training facility. (ATL/LON)
Coordinator – Six Hundred Fifty United States dollars (USD650) per attendee at a designated SITA training facility.

The course fee will be included in your monthly SITA invoice as “Training Fee”.

Cancellation

Members should submit their Reservation/Confirmation form to SITA at least six weeks in advance of the scheduled class date.

SITA will cancel any class due to low enrollment at least 30 days in advance of the class. 

Members may cancel their reservation for a class up to 14 days before the scheduled class date without penalty. 

For cancellations received within 14 days of the scheduled class date, the member will be charged one half the course fee.

Members who fail to attend a reserved class without notice to SITA will be billed the total amount of the course fee.

Course Descriptions

Tracing – This course is a complete WorldTracer Tracing training class. It is ideal for new agents and an excellent refresher for those with more experience. 


Course Duration:

5 days

Management – This course is a consolidation of the LL portion of the Management Implementation training class and is ideal for new agents and an excellent refresher for those with more experience.  This course includes the Tracing functions.
Course Duration: 

5 days

Coordinator – This course is a comprehensive analysis of the roles and responsibilities of the WorldTracer Management coordinator with concentration on procedures and reports to best help you use WorldTracer Management in your organization.  This course is a must for new coordinators and an excellent refresher for those with more experience.

Course Duration:

 5 days
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