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Make the future count

Fasset is the Sector Education and Training Authority for Finance, Accounting,
Management Consulting and Other Financial Services.








	Date:
	[Date]

	To:
	[Title] [Name] [Initials] [Surname]

	Organisation:
	[Organisation]

	Fax Number:
	[Fax]


Dear [Title] [Name] [Surname]
Fasset’s Essential Office Etiquette workshop will be held countrywide in February 2010 and will cover the principles and techniques of Office Etiquette. Etiquette can vary widely across cultures and nations, and this workshop is designed to meet the above need by identifying features that are relevant to all individuals in our country. New staff and learners will find this particularly useful.

Course Outline

The etiquette of business is the set of written and unwritten rules of conduct that make social interactions run more smoothly. Office Etiquette in particular applies to co-worker interaction and excludes interactions with external contacts such as customers and service providers. Fasset’s full-day Office Etiquette workshop aims to create an awareness and understanding of the basics of Office Etiquette, and to equip delegates with proven practical skills and tools to foster a harmonious workplace and a more productive environment. The topics covered will include, but are not limited to:

	· What is office etiquette

· Office relationships

· Professional conduct and professional attire

· Courtesy for people with disabilities

· Handling difficult people and difficult issues

· Ethical dilemmas

· Personal contact etiquette

· Etiquette in meetings and confidentiality
	· Appropriate use of the internet, email and telephone

· Attending business functions, social gatherings and office parties

· Open plan office etiquette

· Bathroom etiquette

· Unacceptable behaviour at work and common office etiquette mistakes

· Other related issues relevant to the topic


Training Provider - Itukisa (Pty) Ltd
ProBeta Accountancy Development (Pty) Ltd (“ProBeta”) through Itukisa (Pty) Limited (“Itukisa”) has been appointed to deliver the workshop. Itukisa is an independent firm of consultants providing education and training to trainee accountants, and middle and senior managers from audit and accounting practices, professional institutes and corporations in Southern Africa. 
Pepi Malamoglou is a skilled facilitator and presenter on leadership and communication topics. After graduating from Wits University with a BSc degree she entered the pharmaceutical industry where she gained extensive experience in people skills, as a sales representative and sales manager. She is a registered workplace assessor and is accredited as a Neethling Brain Institute (NBI) practitioner. She has completed her IMM Marketing Diploma and gained experience as a brand manager in the marketing division at Abbot Laboratories.   

André van der Walt is an established people and leadership development consultant who has gained extensive experience in the facilitation of personal, interpersonal and professional development interventions. He regularly facilitates training on conflict management, diversity, EQ, innovation, negotiation, problem-solving and communication. In the last five years he has presented in the following business sectors: financial services, mining, education, local government, medical services and food and beverage. André has a Masters degree in Personal and Professional Leadership from the University of Johannesburg (formerly (RAU).

Please Note

1. It is the role of the Skills Development Facilitator (SDF) to distribute this invitation to relevant individuals in the organisation who may benefit from this training.

2. Confirmation of registration together with an agenda and a map will be provided per fax or e-mail.  If, by chance, you do not receive confirmation, please contact the Call Centre on 086 101 0001 to confirm that you are registered.  If you register and are unable to attend, or wish to be replaced by a colleague, please notify the Call Centre at least seven days before the event to enable Fasset to manage numbers and prevent wastage.  

3. Any venue with less than 14 registrations will be cancelled and delegates notified in writing.

4. While every effort is made to pre-plan training workshops, delegates are accommodated on a first-come-first-served basis when registering.  Where we are unable to accommodate you at your venue of choice, you will be contacted to confirm another acceptable venue.

5. Fasset reserves the right to refuse late-comers or delegates who book after the deadline.  

6. Fasset members who pay the Skills Development Levy and who travel over 300kms (roundtrip) to attend a training session will be reimbursed at a rate of R3-28 per kilometre.  The travel claim procedure and the requirements for this travel claim are available on our website (Events section).

7. Should a delegate choose to attend a training session at a venue not in close proximity to their home, and other adequately located venues have been provided by Fasset, Fasset will not reimburse a travel claim.  Claims will only be paid where the closest venues are fully booked and delegates are requested by the Fasset Call Centre to move to another venue.  This request will be kept on file by Fasset, as proof, and all claims will be verified against this.

Agenda

The workshop will run from 08h00 to 16h00 and will include Registration (08h00 to 08h30) and a Fasset welcome and briefing (08h30 to 08h50).

Delegate - Please complete and fax back to the Fasset Call Centre.  On-line registration is also available via the Fasset website (www.fasset.org.za – Events section) to facilitate a faster registration process.  Registration for the first workshop closes on 25 January 2010, thereafter, 10 working days before the commencement of each workshop.

Fax:  (011) 388 0601 or (021) 413 0401 or (031) 571 0201                                            Telephonic Enquiries: 086 101 0001

Delegate - Please complete a separate Registration Form for each delegate.

	Organisation Name
	

	Organisation Registration Number (SDL or Other – Compulsory)
	

	Title and Full Name
	

	Job Title
	
	Are you a registered SDF?
	( Yes     ( No

	Have you signed a Learnership Agreement?
	( No     
	( Yes – specify:

	Tel
	(         )
	Fax
	(         )

	E-mail
	

	Special dietary requirements  

We will endeavor to accommodate other dietary requirements where possible
	( Not Applicable     ( Kosher     ( Halaal     ( Vegetarian


	The following information is required by the Department of Higher Education and Training for statistical purposes only:

	Population Group
	( African     ( White     ( Coloured     ( Indian / Asian

	Gender
	( Male     ( Female
	Disability
	( Yes     ( No

	South African Citizen
	( Yes – South African Identification Number
	

	
	( No – Identification Number (SA or Other)
	


	Details of person to whom you report in your organisation:

	Title and Full Name
	

	E-mail
	
	Fax
	(         )


	Are you a Fasset member (registered levy payer or non-levy payer)
	( Yes     ( No

	If yes, are you:
	( Levy paying     ( Non-levy paying

	If no, please specify your constituency:
	( Professional Body     
( Educational Institution 
( Trade Union     
( Non-Fasset member & non-levy payer (SDL exempt) 
( NGO/CBO     
( Non-Fasset member & levy payer (SDL eligible) 
( Government  

	What professional institute are you a member of, or intending to join?
	


Dates and Venues 
Please refer to the dates and venues overleaf and indicate your choice (one only) in the space below.  Fasset is at times able to extend this event to additional venues, should the demand warrant this.  If you would like us to schedule an additional venue within your preferred province or town, please specify the town below, 14 days before the commencement of the first event. This allows the Seta to advertise additional venues to all delegates and prevent wasted travel.   We will consider scheduling additional venues where there is a demand by 14 or more delegates, across a range of Fasset-registered employers, for a specific venue.  Delegates who specify an additional venue will be notified in writing of the venue and date.

	Province
	Date
	Town
	Venue

	
	
	
	

	Other (Please specify preferred town if not included below)
	


Please select one of the following venues and indicate your choice on the Registration Form.  Maps are available on the Fasset website and will be provided upon confirmation of your registration.
	Province
	Date
	Town
	Venue

	Eastern Cape
	2 February 2010
	Queenstown
	Queens Casino

	
	3 February 2010
	East London
	East London Golf Course

	
	4 February 2010
	Port Elizabeth
	The Beach Hotel

	
	17 February 2010
	Port Elizabeth
	The Kelway Hotel

	Free State
	17 February 2010
	Bloemfontein
	The President Hotel

	Gauteng
	2 February 2010
	Pretoria East
	CSIR Convention Centre

	
	3 February 2010
	Johannesburg South
	Crown Reef Convention Centre

	
	4 February 2010
	Johannesburg North
	The Forum

	
	5 February 2010
	Johannesburg West
	Silverstar Casino

	
	9 February 2010
	Midrand
	Bytes Business Centre

	
	9 February 2010
	Johannesburg East
	Emperor’s Palace

	
	10 February 2010
	Pretoria Central
	SARB Conference Centre

	
	10 February 2010
	Johannesburg  West
	Silverstar Casino

	
	11 February 2010
	Pretoria West
	Centurion Lake Hotel

	
	11 February 2010
	Johannesburg Central
	Glenhove Conferencing

	
	12 February 2010
	Pretoria East
	The Innovation Hub

	
	16 February 2010
	Johannesburg South
	Crown Reef Convention Centre

	
	16 February 2010
	Johannesburg East
	Emperor’s Palace

	
	17 February 2010
	Vaal
	Riverside Sun

	
	18 February 2010
	Midrand
	Gallagher Estate

	
	19 February 2010
	Johannesburg North
	The Forum

	
	23 February 2010
	Pretoria East
	CSIR Convention Centre

	KwaZulu-Natal
	2 February 2010
	Richards Bay
	Protea Richard's Bay

	
	3 February 2010
	Durban Central  
	Riverside Hotel  

	
	4 February 2010
	Durban North 
	Gateway 1 on 1

	
	5 February 2010
	Pietermaritzburg
	Protea Imperial

	
	23 February 2010
	Newcastle
	Century Casino

	
	24 February 2010
	Durban North
	Gateway 1 on 1

	
	25 February 2010
	Durban Central
	Riverside Hotel

	Limpopo
	16 February 2010
	Tzaneen
	Fairview River Lodge

	Mpumalanga
	9 February 2010
	Witbank/eMalahleni
	The Ridge

	
	19 February 2010
	Nelspruit
	Protea The Winkler

	Western Cape
	5 February 2010
	Cape Town South
	The Pavilion

	
	10 February 2010
	Cape Town South
	The Commodore

	
	11 February 2010
	Cape Town North
	Bloemendal Conference Centre

	
	12 February 2010
	Stellenbosch
	Protea Stellenbosch

	
	18 February 2010
	Cape Town South
	The Pavilion

	
	19 February 2010
	Stellenbosch
	Protea Stellenbosch

	
	23 February 2010
	Cape Town South
	The Pavilion

	
	24 February 2010
	Cape Town North
	Bloemendal Conference Centre

	Northern Cape
	18 February 2010
	De Aar
	Shreiner House

	
	26 February 2010
	Springbok
	Okiep Country Hotel

	North West
	12 February 2010
	Potchefstroom
	The Elgro Hotel


