DEPARTMENT OF JUVENILE JUSTICE
Office of Training
Event Reservation/Training Planning Form

The Event Reservation/Training Planning Form has been developed to help the Office of Training and you best prepare programs for your staff.  The Office of Training will use the form to determine financial support for your event, locate a site for your program, and ensure your required accommodations are met.  
This form can also be used by you and your staff to request assistance from the Office of Training.  If you wish to request help with the development of a training program that will meet an identified need of your staff, please use this form to request Office of Training assistance.  The Office of Training will use this form to assign an instructor and manager to your training program plan.  Facility Directors and Facility Based Trainers are to use this form when requesting specialized courses for facility personnel.  
If you need assistance with completing the form, please contact your Office of Training regional coordinator
Please email the completed form to Christopher Wood or Annette Jackson no less than 45 days prior to your planned event.  The director of Training will approve or deny your event within 5 business days of receipt.  
If approved, you will be connected with an assigned Office of Training Representative who will assist you with the coordination of your event.

Thank you for your cooperation,
Christopher Thomas
Christopher Thomas, Director
Office of Training   



DEPARTMENT OF JUVENILE JUSTICE
Office of Training
Event Reservation/Training Planning Form

	Name of Requestor:
	Click here to enter text.
	Email Address:
	Click here to enter text.

	Agency Unit:
	Click here to enter text.
	Agency Division:
	Choose an item.

	Phone Number:
	Click here to enter text.
	Event Name:
	Click here to enter text.

	Maximum Attendees:
	Click here to enter text.
	Room Setup:
	Choose an item.

	Beginning Time:
	Choose an item.
	Ending Time:
	Choose an item.


Type of Event:			Choose an item.	                         Event Location:		          Choose an item.
	Event Dates (1st Option):
	Click here to enter a date.
	Alternate Date:
	Click here to enter a date.


(Start - Finish)		             Click here to enter a date.	(Start - Finish)                        Click here to enter a date.
	Equipment Needed:

	
	Sound
	☐
	Projector
	☐

	Flip Chart & Stand
	☐
	Internet Access
	☐
	Pointer
	☐

	A/V Technical Assistance
	☐
	Microphone
	Choose an item.
	
	

	Other:	
	Click here to enter text.


Do you require:
	Meal(s):
	Choose an item.
	Refreshments:	
	Choose an item.
	Lodging:
	Choose an item.

	
	
	
	
	
	


Additional Comments (Please include more detailed information on type and reason for training request, event location, meals and lodging requests in this section.  Please describe any budgetary information/requests):	Click here to enter text.


Email Completed Form To:	AnnetteJackson@djj.state.ga.us for Academy Training requests.
ChristopherWood@djj.state.ga.us for requests outside of the DJJ Academy.
				Office of Training Regional for Facility On-Site requests.
	Please submit form no later than 30 days in advance to ensure space availability.[bookmark: _GoBack]Office of Training Use Only
Approved by:		Choose an item.			Date:	Click here to enter a date.
Space Assigned:		Click here to enter text.			Date:	Click here to enter a date.		
Assigned Office of Training Representative:	Choose an item.
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