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 June 2009 Lakeforest
ADDRESS: 701 Russell Avenue, 2nd level, Macy’s wing

Phone:  301-946-1806, Website:  www.montgomeryworks.com
All workshops are located in computer lab unless otherwise noted.

June 3, 2009: Computer Basics, 12:00 PM to 4:00 PM 

June 4, 2009: How to Apply for a Federal Job, 10:00 AM to 3:00 PM

June 10, 2009: Word Basics, 1:00 PM to 4:00 PM

June 11, 2009: How to Write the Résumé that Gets the Interview, 9:00 AM to 12:00 PM

June 11, 2009: Orientation to Online Learning Center, 1:00 PM to 3:00 PM

June 15, 2009: Career Planning and Successful Job Search, 9:00 AM to 12:00 PM

June 15, 2009: Successful Interviewing Part I, 1:00 PM to 4:00 PM

June 16, 2009: How to Apply for a Federal Job, 10:00 AM to 3:00 PM

**Although Montgomeryworks makes every effort to maintain our workshop schedules, calendars are subject to change.

*Customer must complete Part I before registering for Part II.

How to Register for a Workshop: To register for workshops, visit either MontgomeryWorks location and ask to speak to a Resource Specialist.
Attendance Policy
* Reserved seats are held for customers on the main roster who arrive on time.  

* Grace period*:  Five (5) minutes after the scheduled start-time, “priority” or “reserved” status no longer applies - and available seats are released to customers on the standby roster.  

* In fairness to all workshop participants, ten (10) minutes after the scheduled start-time (regardless of available seating), doors will be closed and workshops will begin.  Customers arriving late will not be admitted. 

* EXCEPTION:  The ISU/WIA Orientation Workshop begins promptly when scheduled.  There is no grace period for this workshop – please be early.
* Please call 301-946-1806 ext. 1607 to cancel a workshop if you are unable to attend or arrive late.  Cancellations must be received no later than the day of the scheduled workshop in order to avoid penalties.  

* Although MontgomeryWorks makes every effort to maintain our workshop schedules as assigned, calendars are subject to change.

* 3-3-3 Policy: 
Customers who miss or arrive late for a scheduled workshop AND have not canceled in advance of the workshop (or within the same business day) will be considered “NO-SHOW.”  

3 “no-shows” within a 3 month period of time will result in the customer being required to wait 3 months before registering for any additional workshops.
Inclement Weather Policy: Workshops JUNE be cancelled if the instructor is delayed due to severe weather. BEFORE YOU TRAVEL, find out if your workshop is running or cancelled by calling the workshop status line: 301-946-1806 Ext. 1610. If we have cancelled your workshop because of severe weather, you June reschedule by phone or in person at any time.
Accommodations: MontgomeryWorks makes every effort to provide reasonable accommodations for our customers. Seven business days advance notice is required to ensure availability of accommodations. Requests for accommodations must be made in person at the time of the workshop registration. 
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