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DISCLAIMER 

This document was prepared as an account of work sponsored by the United States 
Government. While this document is believed to contain correct information, neither the 
United States Government nor any agency thereof, nor the Regents of the University of 
California, nor any of their employees, makes any warranty, express or implied, or 
assumes any legal responsibility for the accuracy, completeness, or usefulness of any 
information, apparatus, product, or process disclosed, or represents that its use would not 
infringe privately owned rights. Reference herein to any specific commercial product, 
process, or service by its trade name, trademark, manufacturer, or otherwise, does not 
necessarily constitute or imply its endorsement, recommendation, or favoring by the 
United States Government or any agency thereof, or the Regents of the University of 
California. The views and opinions of authors expressed herein do not necessarily state or 
reflect those of the United States Government or any agency thereof or the Regents of the 
University of California. 



LAWRENCE BERKELEY LABORATORY 

Bldg.: 90 Room: 1042 Ext.: 5494 

TO: 

FROM: 

SUBJECT: 

LBL Supervisors and Managers 

Douglas Kreit~ 
Call for Nomin~ Vor Course Offerings for the 
Second Quarter/FY 1985 (January 1 - March 31, 1985) 

To enable you to effectively plan and schedule training for your 
employees, the Employee Development and Training Office is now providing 
this quarterly announcement packet beginning with the second quarter (FY 
1985) course offerings. 

In this packet you will find the course announcements for the 
second quarter of FY 1985 (January - March 31, 1985). A complete 
listing of second quarter course offerings and deadline dates appear on 
page ii of this packet. Detailed information and course announcements 
are also found in the Supervisors' Guide to Employee Development and 
Training (PUB-3036). The FY'1985 course updates to PUB-3036 will be 
sent to holders of the book in December. 

ENROLLMENT INFORMATION 

Enrollment 

To enroll an employee in on-site courses, the attached On-Site 
Enrollment Application must be submitted to the Employee Development 
and Training Office. A separate application must be filled out for each 
person enrolling in each course. Please furnish all information 
requested. Attendance in a course is contingent upon Department Head 
and Division Office approval. (The On-Site Training Application can 
also be found in the Supervisors' Guide to Employee Development and 
Tra i ning). 

Confirmation 

Nominees will be sent a confirmation letter during the week 
indicated on each course description. If the nominee fails to receive a 
letter by that date, inquiry should be made to the contact person listed 
on each course description about the status of the application. 
Individuals who cannot be enrolled in a course will be advised as well. 

Cancellation 

Cancellation of confirmed nominations will not be accepted after 
the cancellation deadline for courses with a charge back fee; however, 
substitutions of nominees may be made up to the beginning of each 
program. 

I hope that this quarterly announcement of course offerings will 
facilitate the planning and scheduling of training for your employees. 
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UNIVERSITY OF CALIFORNIA- (Letterhead for interdepartmental use) 



.. ~ 

COURSE TITLE 

Introduction to VAX 11 Datatrieve at LBL 
Time Management for Non-Supervisors 
Introductory 'C' Programming 
Introductory VAX/VMS Course 
The Supervisor's Responsibility: 

Beyond Policy and Procedures 
Using the UNIX System 
Introductory LBL Graphics Course 
Introduction to ISSCD Graphics 
The One-Day Executive Writing Seminar 
Effective Presentation Design & Delivery 
Time Management for Supervisors 
Introductory PVI Packages Course 
Personnel Management for Supvs & Mgrs 
Seminar in Administrative Systems at LBL 
The LBL Managanent Seminar 
Introduction to VAX 11 Datatrieve at LBL 
Introduction to Movie BYU System 
Overview of Organizational Resources at LBL 
Using the UNIX System 
Clear Technical Writing 
Introductory VAX/VMS 
Basic Gramnar Review 
Software Management using DEC /CMS 

and DEC/MMS 

ON-SITE TRAINING SCHEDULE FY 1985 
Second Quarter 

January 1 - March 31, 1985 

NClvlINATION 
COURSE DATES DEADLINE 

Jan 7- 11 Dec 14 
Jan 8, 15, 22 Dec 14 
Jan 15, 17, 22, 24 Dec 14 
Jan 16, 18, 23, 25 Dec 14 

Jan 17, 18 Dec 14 
Jan 22, 24, 29, 31 Jan 2 
Jan 29, 31 Jan 11 
Feb 5, 7, 12, 14 Jan 18 
Feb 5 Dec 14 
Feb 7 Jan 18 
Feb 12, 19, 26 Jan 25 
Feb 19, 21, 26, 28 Feb 1 
Feb 13, 20 Jan 25 
Feb 14, 21 Jan 25 
Feb 28 Jan 25 
Mar4-8 Feb 15 
Mar 5, 7, 12 Feb 15 
Mar 7, 14 Feb 15 
Mar 12, 14, 19, 21 Feb 15 
Mar 18, 20, 22 Feb 15 
Mar 20, 22, 27, 29 Feb 15 
Mar 25, 27, 29 Feb 22 

April 25 April 5 

ii 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering Supervisory/Management 

THE LBL MANAGEMENT SEMINAR 

A Forum for Discussing LBL Organizational Issues 

Background: 

The scientist/manager at LBL is expected to perform a dual role. 
He or she is expected to be effective and knowledgeable in 
administrative/managerial decision-making while, at the same time, is 
expected to be actively pursuing his or her scientific investigations. 

To assist the scientist/manager in meeting the administrative/managerial 
challenge, this course is designed as a discussion forum for the 
exchange of ideas. 

This one-day seminar will provide: 

o A better understanding of the Laboratory's 
senior-level decision-making processes, 
its evolving structure, and its relationship 
with the U.S. Department of Energy and the 
University of California. 

o An opportunity to define (through discussions 
led by the course leader) Laboratory norms and 
managment philosophies as they relate to its 
structure and organizational dynamics. 

o An open exchange of ideas for effectively 
dealing with the administrative aspects of the 
manager's job so that more time can be spent on 
scientific research. 

Course Content: 

Through lecture and discussions, this course will assist the 
senior-level manager by starting with an overview of LBL's management 
structure and then moving on into an examination of significant 
organizational factors influencing the scope and complexity of the 
manager's job at LBL. 

With this information forming a practical foundation, the participants 
will then work extensively with the course leader in discussing a number 
of management issues pertinent to LBL. 

Course Dates: 
Time: 
Location: 
Attendance: 
Cost: 

February 28, 1985 
9:00 -4:00 
TBA 
Limited to 18 participants 
$65 

Discussion Leaders: George L. Pappas & 
H. Richard Wall 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 



Target Audience: 

Selection should be restricted to senior-level scientist/managers 
at the level of Staff Scientist I II and above. Nominees should have 
significant management responsibilities for one or more research projects 
as Principal Investigators or Group Leaders. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

January 25, 1985 
January 28, 1984 
Eleni Yatar Ext. 5411 

Cancellation of confirmed nominations will not be accepted after the 
cancellation deadline for courses with charge back fees. Substitutions 
of nominees may be made up to the beginning of the program. 

2 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering Supervisory/Management 

Seminar in Administrative Systems at LBL 

Objectives: 

This two-day seminar is designed to provide supervisors and 
sel ected admhd strators wi th an understandi ng and a revi ew of the 
Laboratory's administrative decision making processes and information 
flow, which includes relationships with the U.S. Department of Energy 
and the University of California. 

Content: 

This program includes: 

o LBL Institutional Background, 
Internal Structure and Decision-Making 

o LBL and Federal Budget Process 
o LBL Accounting Process 
o Information Services 
o Materiels Management 
o Property Management 
o Procurement of Goods and Services 
o Business and Protective Services 

Course Dates: February 14 & 21, 1985 
8:30 - 4:30 Time: 

Location: TBA 
Instructor: 
Attendance: 
Cost: 

LBL Administrative Staff 
Limited to 26 Participants 
No Fee 

Target Audience: 

Selection should be restricted to personnel who have responsibilities, 
that can be better performed through a thorough understanding of 
LBL administrative practices and policies. 

Attendance at this course is restricted to personnel at or above 
the level of Administrator/Administrative Specialist III, Staff 
Scientist II, Senior Technician, Technical/Scientific Coordinator, or 
equivalent. Specifically, the participant in this course should have 
primary responsibility for initiating or coordinating activities within 
a work unit. 

Personnel in classifications below this level of responsibility 
should attend the course entitled "An Overview of Organizational 
Resources at LBL". 

Questions regarding the suitability of this seminar for a 
particular staff member should be directed to the Employee Development 
Analyst at Ext. 5411. 

Expected Outcomes: 

Upon completion of the seminar, participants should have gained a 
clearer understanding of LBL administrative practices and policies and 
should be able to utilize the administrative systems in the most 
efficient manner for meeting goals and objectives. 

Nomination Deadline: 
Confirmation Date/week of: 
Contact Person: 

January 25, 1985 
January 28, 1985 
Eleni Yatar Ext. 5411 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering Supervisory/Management 

Personnel Management for Supervisors and Managers 

Objectives: 

This two-day seminar will focus on the supervisor's role in 
managing the personnel process. It is intended to clarify respective 
roles and responsibilities as well as policies, practices and procedures 
in administering and utilizing the Laboratory's personnel and 
affirmative action systems in supervising employees on a daily basis. 

Content: 

This program includes: 

o Employment Policies and Practices 
o Affirmative Action and Equal Opportunity at LBL 
o LBL Compensation System 
o LBL Performance Appraisal Process 
o Employee Development and Training 
o Employee/Labor Relations 
o Environmental Health and Safety 
o Employee Assistance Program 
o LBL Employee Benefits Program 
o Workers' Compensation Program 

Course Dates: February 13 & 20, 1985 
8:30 - 4:30 Time: 

Location: TBA 
Instructor: 
Attendance: 
Cost: 

LBL Administrative Staff 
Limited to 26 participants 
No Fee 

Target Audience: 

Selection should be restricted to personnel who have formal super
visory responsibilities. This seminar is designed for managers and 
supervisors who plan, organize, direct, evaluate and control the work of 
employees and who have the responsibility to employ, promote, and/or 
release individuals. 

Exceptions to this selection criteria may be made for those persons 
who are about to assume supervisory responsibilities, depending upon 
space available. 

Expected Outcomes: 

Upon completion of the seminar, supervisors and managers should 
have a clearer understanding of the policies, practices and procedures 
necessary to carry out their roles and responsibilities and should also 
be aware of the staff available to assist them in their roles. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

January 25, 1985 
January 28, 1985 
Eleni Yatar Ext: 5411 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING_ 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 48&4297 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering Supervisory/Management 

The Supervisor's Responsibility: Beyond Policy and Procedures 

Background: 

Supervisors at the Laboratory are expected to plan the work of 
their units, organize activities, define training needs, interview job 
applicants, handle employee relations issues and perform a variety of 
other duties. 

Objectives: 

This two-day course provides practical techniques and skills of how 
to supervise for new supervisors, experienced supervisors and potential 
supervisors. This course will not deal with specific policy and 
procedure matters as in the "Personnel Management for Supervisors and 
Managers" seminar, but will address effective supervision techniques. 

Content: 

Topics covered include: 

o Making the transition from non-supervisor to supervisor 
o Responsibility of the supervisor to both the Laboratory and to 

subordinates 
o A model for how to delegate effectively 
o A model of how to handle the problem employee 
o How to communicate effectively to subordinates 
o How to generate a high motivational climate 

Course Dates: 
Time: 

January 17 & 18, 1985 
9:00 - 4:00 

Location: TBA 
Instructor: Harold Reimer 
Attendance: 
Cost: 

Limited to 25 participants 
$110 

Target Audience: 

Selection should be restricted to new supervisors, experienced 
supervisors and potential first-line supervisors who can benefit from 
exposure to the basic concepts of supervision. 

This course is considered to be a prerequisite to the more in,-depth 
supervisory course entitled "Improving Supervisory Effectiveness" and is 
recommended as a fi rst step toward improvi ng supervi sory skill s. 

Expected Outcomes: 

At the conclusion of this course, it is expected that supervisors 
will have been introduced to a variety of basic concepts regarding the 
supervisor's responsibility. 

This course will provide valuable insight into the complexities of 
directing the work of others and the basic knowledge needed to handle 
many situations. This course also provides the necessary background for 
attending "Improving Supervisory Effectiveness". 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

December 14, 1984 
January 7, 1985 
Eleni Yatar Ext: 5411 

Cancellation of confirmed nominations will not be accepted after the 
cancellation deadline for courses with charge back fees. Substitutions 
of nominees may be made up to the beginning of the program. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering 
Clerical/Secretarial/ 
Administrative 

An Overview of Organizational Resources at LBL 

Objectives: 

This two-day course is designed to inform secretarial, clerical and 
administrative support personnel, and others (i.~., coordinators and 
resource personnel) of LBL policies, procedures and services developed 
to enhance their ability to carry out their respective duties and 
responsibilities. 

Particular attention will be focused on developing an awareness of 
processes and techniques for expediting the workflow through efficient 
use of LBL organizational resources. 

Content: 

Topics will include: 

o LBL Organizational Structure 
o Employment Procedures 
o Foreign Personnel and Visitor Arrangements 
o Personnel Action Form (PAF) Instructions 
o Protective Services 
o Telephone Services 
o Archives and Records 
o Business 5ervices 
o Materiels Management 
o Property Management 
o Procurement of Goods and Services 
o Pay and Time Reporting and Accounting 

Structure and Procedures 
o Travel 
o Information Services 

Course Dates: March 7 & 14, 1985 
8:30 - 4:30 Time: 

Location: TBA 
Instructor: 
Attendance: 
Cost: 

LBL Administrative Staff 
Limited to 30 participants 
No Fee 

Target Audience: 

All personnel in the Administrative Services, Administrator/ 
Administrative Specialist, and other appropriate classifications. This 
course is specifically recommended for any employee whose work 
assignment involves the utilization of support systems at LBL. 

Supervisors are strongly encouraged to nominate new appropriate 
employees at the earliest possible date in their employment at LBL. 

Expected Outcomes: 

Upon completion of the course, participants will have an 
understanding of LBL policies, procedures and services available. The 
participants' knowledge of LBL organizational resources should enhance 
their ability to perform their role and responsibilities in an efficient 
and productive manner. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

February 15, 1985 
February 18, 1985 
Eleni Yatar Ext. 5411 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING_ 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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LB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering Supervisory/Management 

Time Management for Supervisors 
Objectives: 

This series of three 4-hour sessions provides supervisors with 
practical techniques for effective time utilization both for themselves 
and their subordinates. This course will deal with time management problems unique to those 
persons in supervisory roles. Through lecture and group interaction, 
supervisors will focus on time management problems unique to the 
Laboratory setting. 

Content: 

Topics include: 

o Time Analysis 
o Balancing Conflicting Priorities 
o Decision Making 
o Delegating Responsibilities 
o Expediting Decision Making 
o Preventing Crisis Management 
o Streamlining Meetings 
o Team Approach to Time Management 
o Minimizing External Time Wasters 
o Prioritizing, Scheduling, and Planning 

Course Dates: February 12, 19 & 26, 1985 
8:30 - 12:30 Time: 

Location: 
Instructor: 

Attendance: 
Cost: 

Building 90, Room 1099 
Douglas Kreitz, LBL Employee Development and 

Training Office 

Maximum of 20 participants 
No Fee 

Expected Outcomes: 

At the conclusion of this course, it is expected that supervisors 
will have the ability to plan and better organize the work of their 
subordinates and of themselves to more efficiently meet all workload 
demands. 

It is also expected that supervisors will be better able to 
communicate sound time-management concepts to all members of their work 
groups so that time management is perceived as a team effort. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

January 25, 1985 
January 28, 1985 
Bernice Moore Ext. 7371 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering General Courses 

Time Management for Non-Supervisors 

Objectives: 

This course, which will be given as a series of three 4-hour sessions, 
covers practical methods for utilizing time effectively. Through 
lecture and group interaction, participants will focus on individual 
time management problems unique to the Laboratory setting. 

Content: 

Topics include: 

o Time Analysis 
o Eliminating non-productive activities 
o Prioritizing and scheduling workflow 
o Curbing interruptions 
o Delegating effectively 
o Stress reduction 
o Time management as a team effort 
o Accomplishing more with fewer resources 

Course Dates: January 8, 15, and 22, 1985 
8:30 - 12:30 Time: 

Location: 
Instructor: 

Attendance: 
Cost: 

Building 90, Room 3026 
Douglas Kreitz, LBL Employee Development and 

Training Office 

Maximum of 25 participants 
No Fee 

Target Audience: 

Open to all employees whose supervisors feel that they can benefit 
from increased awareness of good time management techniques. 

Expected Outcomes: 

Upon completion of this course, participants should have 
a clearer understanding of time management problems as they exist on 
a personal level and on a work group level. Participants will be 
introduced to practical concepts and techniques that provide them with 
the means to critically evaluate and then improve individual work habits 
and overall unit productivity. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

December 14, 1984 
December 17, 1984 
Bernice Moore Ext. 7371 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approvaL To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING_ 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... .. Oral and Written 
Course Offering Communication 

The One-Day Executive Writing Course 
Background: 

Managers are often required to produce concise reports in a short 
time. This requires not only the skill to write effectively but also 
requires that the manager communicate instructions to his/her 
subordinate responsible for producing initial drafts of the documents. 

Objectives: 

This one-day course is designed to hone the writing skills of 
managers. This course will assist managers in choosing and organizing 
information so that memos, letters. and documents are brief, succinct, 
and convincing. Additionally, the course will assist the manager to 
give verbal directions for producing sound written documents. 

Content: 

Using lectures, discussions and exercises, the following topics 
will be covered: 

o how to give verbal directions for 
producing sound written documents 

o guidelines on what to look for in 
executive summaries 

o writing with power and brevity 
o producing memos that say what you mean 

Course Dates: February 5, 1985 
8:30 - 4:00 Time: 

Location: TBA 
Instructor: 
Attendance: 

Gaines. Havens & Wittenberg Associates 
Limited to 20 participants 

Cost: No Fee 

Target Audience: 

All managerial staff who write or review technical documents or 
material. Participation is limited to Division Heads, Department Heads, 
Project Leaders and other senior-level personnel who must communicate 
effectively under pressure. 

Expected Outcomes: 

Upon completion of the course, managers should be able to provide 
their subordinates with effective instructions for producing detailed, 
but precise, executive summaries, spot and correct staff writing 
problems, and communicate writing criticism effectively. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

December 14, 1984 
December 17, 1984 
Gloria Bayne Ext. 7372 

IMPORTANT ADDITIONAL INFORMATION APPEARS ON PAGE 9a-b 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 ( 415) 486-4297 



ADDENDUM TO THE ONE-DAY EXECUTIVE WRITING SEMINAR DESCRIPTION 

The One-Day Executive Writing Seminar will be tailored to upper 
level LBL management who write or review technical documents and 
materials. It is important for the instructor to have some information 
about the candidates' writing needs before the seminar. 

A writing sample and response to the questions on page 7b will 
assist the instructor in tailoring this course to specific LBL writing 
needs. 

Candidates must submit the writing sample and completed 
questionnaire to Gloria Bayne (Bldg. 90/1042) no later than 
December 14, 1984. The wri t i ng sample wi 11 not be used as a wri ti ng 
example in the class, but will help the instructor to focus on areas 
that may need special attention. 

9a 



9b 

ASSESSMENT OF MANAGERIAL AND STAFF WRITING NEEDS: QUESTIONS FOR MANAGERS 

This form should be canpleted by nominees for the One-Day Executive 
Writing Seminar 

1. What sort of documents do you write or review regularly on the job? 
Mark "x" next to appropriate i tan( s) 

letters 
me!IDS 

· short reports 
long reports 
proposals or recommendations 
instructional materials 
documentation of procedures 

· specifications for equipment or procedures 

2. Of the documents in Question 1, which are the two IIDst important in 
terms of how your organization functions? 

3. What proportion of your time is spent in writing your own 
documents? % 

4. What proportion of your time would you say is spent in reviewing 
your staff's writing? % 

5. Can you identify any problems you encounter continually in 
producing the documents you must regularly write? 

6. Can you identify what skills you are aware you would like to 
sharpen in an executive or managerial writing progrrun? 
Mark "x" next to appropriate itan( s) 

• editing your own writing 
-writing with max~ impact 
-writing with brevity 
-writing persuasively 

· reviewing staff writing 
-assessing executive summaries 
-identifying specific weaknesses in documents 

and carnmunicating that information to the writer 
-specifying the writing that is required in terms 

the writer can understand 

7. Of the skills in Question 6, which are the two IIDst important in 
helping you function most effectively? 

Send completed form and writing sample to: 

G. Bayne 
90/1042 
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LB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Oral and Written 

Course Offering Communication 

Clear Technical Writing 

Background: 

Engineers spend 50 to 70 percent of their time communicating; their 
supervisors, even more; technicians, scientists, and other 
technologists, often as much. For those who can communicate effectively 
the rewards are high--in professional recognition, advancement, and 
self-satisfaction. 

Objectives: 

This three-day course is designed for engineers, scientists, and 
other professional and technical employees who need to bring precision, 
clarity, and logical organization to their technical writing. 

Content: 

Emphasis is on such writing problems as: 

o spotti ng and sol vi ng 1 anguage structure .. probl ems 
o pinpointing faulty logic 
o editing for clarity 
o writing with precision 
o writing directions 
o editing for meaning and power 
o identifying component parts of the report 

Course Dates: 
Time: 
Location: 
Instructor: 
Attendance: 
Cost: 

March 18, 20 & 22, 1985 
8:30 - 4:00 
TBA 
Gaines, Havens & Wittenberg Associates 
Course limited to 20 participants 
No Fee 

Target Audience: 

This course is designed for professional employees who write or 
review technical documents or material: engineers, scientists, 
technical editors and writers, analysts, and programmers. 

Expected Outcomes: 

Upon completion of this course, attendees should have developed a 
writing style that is direct, clear, and concise. The subject matter 
covered in this course is the result of extensive analysis of scores of 
unclear sentences written by scientists, engineers, technicians and 
their supervisors. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

February 15, 1985 
February 18, 1985 
Gloria Bayne Ext. 7372 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS" GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 



11 

lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... .. Oral and Written 

Course Offering Communication 

BASIC GRAMMAR REVIEW 

Objectives: 

This course is designed for employees who write, type or proofread 
reports, memos, letters, who wish to review correct English usage whose 
schooling omitted grammar instruction. 

Content: 

Using lectures, discussion and exercises, the following topics will 
be covered: 

o Sentence components 
o Clause analysis 
o Sentence structure 
o Solving pronoun confusion 
o Relative clauses 
o Solving reference problems 

- subject and verb agreement 
- pronoun and antecedent agree~ent 

o Identifying parallel structure 
o Punctuation 

Course Dates: March 25, 27 & 29, 1985 
9:00 - 12:00 Time: 

Location: 
Instructor: 
Attendance: 
Cost: 

Building SOB, Room 4205 
Phyllis Brooks, UC Berkeley 
Limited to 20 participants 
$63.00 

Target Audience: 

Any employee who needs a thorough grounding or a refesher course in 
essentials of standard written English. 

Expected Outcome: 

Upon completion of this course, attendees should have an awareness 
of the importance of correct English usuage, and an increase in their 
ability to detect errors when reviewing Laboratory documents, letters, 
and memos. 

Nomination Deadline: 
Confirmation/Week of: 
Contact Person: 

February 22, 1985 
February 25, 1985 
Gloria Bayne Ext. 7372 

Cancellation of confirmed nominations will not be accepted after the 
cancellation deadline for courses with charge back fees. Substitutions 
of nominees may be made up to the beginning of the program. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Oral and Written 
Communication 

Effective Presentation Design and Delivery 

Background/Content: 

This half-day workshop is designed to provide participants with a 
specific, step-by-step technique for thinking out, preparing, and giving 
presentations. 

Objective/Expected Outcomes: 

At the conclusion of this workshop participants will: 

o Know the various visual aids 
available to a presenter 

o Be able to prepare well-organized 
and legible visual aids 

o Know the strengths and limitations of visual aids 
o Know how to check for presentation coherency 
o Know how to use body and voice 

to communicate effectively 
o Be able to handle a question and answer session 
o Be able to control and sustain audience attention 

Course Dates: February 7, 1985 
8:30 - 12:30 Time: 

Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

Building 90, Room 1099 
Douglas Kreitz 
Course is limited to 30 participants 
No Fee 

This course is intended for professional staff who give 
presentations as part of their scientific, technical or administrative 
responsibilities. 

Nomination Deadline: 
Confirmation Date/Week of: 
Contact Person: 

January 18, 1985 
January 21, 1985 
Gloria Bayne Ext. 7372 

Cancellations of confirmed nominations will not be accepted after the 
cancellation deadline for courses with charge back fees. Substitutions 
of nominees may be made up to the beginning of the program. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING_ 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 



SPECIAL NOTE ABOUT THE COMPUTER COURSES 

To enable supervisors to plan and schedule employees in the high 
demand computer courses, all the course dates for FY 1985 courses are 
listed on the individual announcements. 

The nomination deadline is three (3) weeks before the course is 
given; however, an employee can be nominated for a future date at any 
time by sending the On-Site Enrollment Application to: 

Bernice Moore 
Bldg. 90, Room 1042 

Confirmation ietters will be sent two (2) weeks prior to the course 
dates. 

Cancellation of confirmed nominations will not be accepted after 
the cancellation deadline for courses with charge back fees. 
Substitutions of nominees may be made up to the beginning of the 
program. 
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EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

Course Offering 
Office Automation/ 
Computer Skills 

Introduction to VAX 11 Datatrieve at LBL 

Data accumulation and the generation of administrative reports are 
increasingly important functions at Lawrence Berkeley Labcratory. 
Manual report generation is a labor intensive, time consuming, and very 
costly process. 

VAX 11 Datatrieve is a powerful and versatile data manipulation 
language. Datatrieve automates the data accumulation and report 
generation processes without costly programming. It functions as a 
query language to retrieve data and write reports and as a data 
manipulation language to store and modify records. 

Goals: 

It is the goal of this course to increase the knowledge of appropriate 
Laboratory staff in the use of the Datatrieve language through a program 
of five three and one-half hour on-site training sessions on a 
continuing basis until the demand for this training has been satisfied. 

Course Content: 

This course includes lectures with extensive hands-on experience at 
the terminals covering: 

o An introduction to VAX-ll COD (Common Data Dictionary) 
o Data access and retrieval 
o Data formatting 
o Arithmetic and Statistical Operations 
o Data storage and modification 
o Report generation 

Expected Outcomes: 

As a result of this training, employees attending each class will 
be able to reduce time spent on data manipulation and retrieval by an 
estimated 40 percent, which is approximately 70.5 hours/month/person, 
resulting in a substantial yearly cost savings to the Laboratory. 

Course Dates November 12 - 16, 1984/1 p.m. - 4.30 p.m. 
and Times: January 7 - 11, 1985/8:30 a.m. - noon 

March 4 - 8, 1985/1 p.m. - 4:30 p.m. 
May 6 - 10, 1985/8:30 a.m. - noon 
August 5 - 9, 1985/1 p.m. - 4:30 p.m. 

Location: 50B/1229 Training Room 
Instructor: Virginia Sventek, Computer Research Department 

Attendance: Course limited to 10 participants/series 
Cost: $155 (this includes five class 

meetings and all materials) 

Target Audience: 
Employees who possess a rudimentary knowledge of the DEC editor, 

EDT as well as a basic understanding of the VMS file system. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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LI3 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... .. Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTORY 'e' PROGRAMMING 

Objectives: 

This four-day, eight-hour course is for people seeking an introduction to the 'e' 
programming language in a VMS or UNIX environment. 

Content: 

Using lectures, examples and exercises, the following topics will be covered, among 
others: 

o Numerical computation 
o String manipulation 
o File input and output 
o Interaction between Fortran and C programs 

Numerous program examples as well as a reference manual on the 'C' language are 
provided. The attendees will be able to copy the programs discussed in the class directly 
into their own files. 

Course Dates: 

Times: 
Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

October 16, 18, 23 and 25, 1984 
January 15, 17, 22 and 24, 1985 
April 9, 11, 16 and 18, 1985 
July 9, 11, J6 and 18, 1985 
JO:OO a.m. to noon 
50B-1229 Training Room 
Martin GeJbaum 
Limited to 15 participants 
No fee 

Open to all. Participants will be expected to be familiar with either V MS or UNIX 
and to be able to use an editor to enter text into a computer. They should have prior 
experience with some programming language. 

Expected Outcomes: 

The course aims to enable participants to be able to write useful 'e' programs in a 
VMS or UNIX environment, using readable, portable code, and to provide tools for further 
study of the language. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approvaL To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On

. Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING_ 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... 

-- Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTOR Y VAX/VMS COURSE 

Objectives: 

This four-day, eight-hour course is designed to enable the new user to become 
familiar with the VAX/VMS environment. 

Content: 

The course includes lectures with hands-on examples covering: 
o An introduction to the VAX 11/780 architecture 
o An introduction to the VAX/VMS operating system 
o An introduction to the VAX/VMS command language 
o The EDT text editor 
o Program development with VAX-II Fortran 

Course Dates: November 7, 9, 14 and 16, 1984 
January 16, 18,23 and 25, 1985 
March 20, 22, 27 and 29, 1985 
May 15, 17, 22 and 24, 1985 

Times: 
Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

July 17, 19,24 and 26, 1985 
September 18, 20, 25 and 27, 1985 
10:00 a.m. to noon 
50B-1229 Training Room 
Noel Brown 
Limited to 15 participants 
No fee 

Open to all. The course assumes the participants have had experience writing. 
computer programs. In particular, some knowledge of Fortran is desirable. 

Expected Outcomes: 

The course should enable the new user to write useful programs in the VAX/VMS 
environment. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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La 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Office Automation/ 
Computer Skills 

USING THE UNIX SYSTEM 

Objectives: 

This four-day, eight-hour course aims to provide an introduction to the UNIX 
system: its editors, text-processing tools, etc. 

Content: 

Using lectures, examples, and exercises, the following topics will be covered, among 
others: 

o Logging in to a UNIX system 
o Creating and editing files 
o Basic programming in C and F77 (UNIX Fortran 77) 
o Basic text-processing 
oShell scripts 
o Mail 
o References and guides to UNIX 

Examples as well as reference material on the UNIX language are provided. The 
attendees will be able to copy the examples discussed in the class directly into their own 
files. 

Course Dates: 

Times: 
Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

January 22, 24, 29 & 31, 1985 
March 12, 14, 19 and 21, 1985 
May 14,16,21 and 23, 1985 
July 16, 18,23 and 25, 1985 
September 17, 19, 24 and 26, 1985 
2:00 to 4:00 p.m. 
50B-1229 Training Room 
Martin Gelbaum 
Limited to 15 participants 
No fee 

People planning to use the UNIX system for programming, text-processing, and 
electronic mail. 

Expected Outcomes: 

Participants will gain basic skills in programming and text-processing on a UNIX 
system and w ill get the tools to develop their expertise in these areas. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTOR Y LBL GRAPHICS COURSE 

Objectives: 

This two-dav, four-hour course is designed for people seeking an introduction to the 
graphics hardware and graphics software packages which are available at the LBL 
Computer Center. A tour of the Computer Center user room and the input/output area 
will provide hands-on experience with the terminals and the GRINNELL system. 

Content: 

Introductions, discussions and hands-on exercises. The following topics will be 
covered: 

o 
o 

o 
o 

Course Dates: 

Times: 
Location: 
Instructors: 
Attendance: 
Cost: 

Graphics hardware, including terminals and plotters/printers 
Graphics software packages, including ISSCO Packages, PVI 
Packages, MOVIE.BYU, GRAFPAC, IDDS, SDL/SGL, and 
UGS/HPLOT /HBOOK 
GRINNELL color frame buffer and digitizing camera 
Computer user room and input/output area tour 

January 29 and 31, 1985 
July 23 and 25, 1985 
10:00 a.m. to noon 
50B-1229 Training Room 
Cammie Edgington, Vee Chan 
Limited to 15 participants 
No fee 

Target Audience: 

Open to all. The participants will be expected to have some experience with the 
VAX/VMS system and to be able to use an editor. Some knowledge of Fortran is useful. 

Expected Outcomes: 

At the conclusion of this seminar, it is expected that the participants will have an 
overview of both graphics hardware and software available at the Computer Center and 
be able to choose a set of graphics packages suitable for their applications. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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l!3 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTION TO ISSCO GRAPHICS 

Objectives: 

This four-day, eight-hour course is intended to provide participants with a basic 
working knowledge of the ISSCO graphics product set. 

Content: 

This program includes lectures and hands-on example sessions covering: 
o CUECHART 
o TELL-A-GRAF 
o DA T A CONNECTION 
o TELL-A-PLAN 

Course Dates: February 5, 7, 12 and 14, 1985 
July 30, August 1, 6 and 8, 1985 
10:00 a.m. to noon Times: 

Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

508-1229 Training Room 
Cammie Edgington 
Limited to 15 participants 
No fee 

Open to all. Familiarity with the VMS system is useful, but not necessary, for the 
course. Also useful is knowledge of an editor (EDT /SOS). 

Expected Outcomes: 

At the conclusion of this seminar, it is expected that the participants will be able to 
create basic charts and graphs using the ISSCO graphics tools, and have the background 
knowledge to continue on their own to create complicated graphs and charts. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register fot all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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LB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... .. Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTORY PVI PACKAGES COURSE 

Objectives: 

This four-day, eight-hour course is designed for people who are interested in using 
the PVI graphics packages. The class should enable the users to become familiar with the 
PVI packages. 

Content: 

Lectures discussions and hands-on exercises. The following topics will be covered: 
o 01-3000 (including METAFILE SYSTEM) 
o GRAFMASTER (including GRAFEASY) 
o GRAFMASTER 
o CONTOURING SYSTEM 

Course Dates: February 19,21,26 and 28, 1985 
August 13, 15, 20 and 22, 1985 
10:00 a.m. to noon Times: 

Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

508-1229 Training Room 
Yee Chan 
Limited to 15 participants 
No fee 

Open to all. The participants will be expected to have some experience with the 
VAX/VMS system and to be able to use an editor. Some knowledge of Fortran is desirable. 

Expected Outcomes: 

Upon completion of this course, participants should be familiar with the format of 
creating graphics software and to use the PVI packages efficiently for their applications. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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lB 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Office Automation/ 
Computer Skills 

INTRODUCTION TO MOVIE.BYU SYSTEM 

Objectives: 

This two-day, four-hour course is intended to provide participants with a basic 
working knowledge of the MOVIE.BYU system: Utility, Display, Compose, Mosaic, Title, 
Section. 

Content: 

This program includes lectures and hands-on example sessions covering: 
o Three and two-dimensional data 

Course Dates: 

Times: 
Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

- editing 
- manipulating 
- displaying 

March 5 and 7, 1985 
August 27 and 29, 1985 
10:00 a.m. to noon 
50B-1229 Training Room 
Cammie Edgington 
Limited to 15 participants 
No fee 

Open to all. Basic geometry knowledge is useful as well as a familiarity with the 
VMS system. Also useful is knowledge of an editor (EDT/SOS). 

Expected Outcomes: 

At the conclusion of this course, it is expected that the participants will be able to 
produce simple three-dimensional images using the MOVIE.B YU system. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 
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U3 
EMPLOYEE DEVELOPMENT 
AND TRAINING OFFICE 
Personnel Department 

Announcement ... ... Course Offering 
Office Automation/ 
Computer Skills 

SOFTWARE MANAGEMENT USING DEC/CMS AND DEC/MMS 

Ob jectives: 

This one-day course will introduce the DEC tools for the management of software, 
and discuss the strategies and techniques for organizing and maintaining software systems. 

Content: 

Lecture 
o The why and what of software development and maintenance 
o Introduction to DEC/CMS 
o Introduction to DEC/MMS 
o Using CMS and MMS together 
o Organizational strategies and techniques 
o Coming attractions ••• 

Laboratory 
o Practice using the tools in smalJ teams on prepared projects 

Course Dates: 

Times: 
Location: 
Instructor: 
Attendance: 
Cost: 

Target Audience: 

October 1 1, 1984 
April 25, 1985 
9:00 a.m. to 5:00 p.m. (one hour lunch break) 
50B-1229 Training Room 
Edgar Whipple, Physics Division 
Limited to 15 participants 
No fee 

Participants should have a working knowledge of VMS at the user level and should be 
familiar with at least one high-level programming language (Fortran, BASIC, C, PascaJ)~ 

Expected Outcomes: 

The participants should be able to use the DEC tools, and implement strategies to 
develop and maintain software effectively and efficiently. 

Note: Enrollment in all on-site programs is contingent upon supervisor, department head, and division director 
approval. To register for all on-site courses (except for Environmental Health and Safety courses), please use the "On
Site Enrollment Application" provided in the Appendix section of the SUPERVISORS' GUIDE TO EMPLOYEE 
DEVELOPMENT AND TRAINING. 

Lawrence Berkeley Laboratory University of California Berkeley, California 94720 (415) 486-4297 



On-Site Training Enrollment Instructions 

For on-site courses , (except Environmental Health 
and Safety courses) , the enrollment application on 
this page should be used. A separate application 
should be filled out for each person enrolling in each 
course . Please furnish all information requested. 
Attendance in a course is contingent upon Depart
ment Head and Division Office approval . 

Class size is limited and enrollment is accepted on 
a first come basis. Cancellations of confirmed nomi -

.I' nations will not be accepted after the cancellation 
deadline for courses with charge back fees . Substi
tutions of nominees may be made up to the begin
ning of the program. 

Enrollment will be confirmed approximately two 
weeks before the course starts. Individuals who can
not be enrolled will be advised as well . 

Use a separate appl icat ion for each person. Send 
completed form to the Employee Development and 
Training Office , Building 90 , · Room 1042. Xerox for 
addi tional copies . 

~- - - - -- - - - - - - -- ---- - - -- - ----- - ------------

ON- SITE TRAINING ENROLLMENT APPLICATION 

Employee Name Extension 

Job Classification/ Code Employee Number 

Cost Acct. No. Payroll Acct. No. 

Dept./Division Bldg./Room 

Title of Training Program 

Dates of Program Program Fees (if any) 

SIGNATURES: 

Prepared by Date 

Supervisor Approval Date 

Department Head Approval Date 

Division Head Approval Date 

Personnel Dept. Approval Date 

Xerox for additional copies . 



This report was done with support from the 
Department of Energy. Any conclusions or opinions 
expressed in this report represent solely those of the 
author(s) and not necessarily those of The Regents of 
the University of California, the Lawrence Berkeley 
Laboratory or the Department of Energy. 

Reference to a company or product name does 
not imply approval or recommendation of the 
product by the University of California or the U.S. 
Department of Energy to the exclusion of others that 
may be suitable. 



--
TECHNICAL INFORMATION DEPARTMENT 

LAWRENCE BERKELEY LABORATORY 

UNIVERSITY OF CALIFORNIA 

BERKELEY, CALIFORNIA 94720 

~-




