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REGISTRATION  FORM

Please note that registration is not complete until a SIGNED Policy Summary and tuition have been received by UMBC Training Centers.  Please print and fax to 443-543-5410 or mail to address below with purchase order or payment information.  








Are you a returning UMBC Training Center student?


Today’s Date: 
     






If so, please check this box  FORMCHECKBOX 
 
Students Name:    FORMCHECKBOX 
 Dr.    FORMCHECKBOX 
 Mr.    FORMCHECKBOX 
 Ms. 
     


 FORMCHECKBOX 
 HOME    FORMCHECKBOX 
 WORK : Street Address  
     

City 
     

State 
  
Zip 
     


Email Address: 
     



 FORMCHECKBOX 
 Work   FORMCHECKBOX 
 Cell Phone: 
     

Home Phone: 
     


Date of Birth: 
     

  
 Ethnicity (optional):      FORMCHECKBOX 
 White         FORMCHECKBOX 
 Black        FORMCHECKBOX 
 Hispanic        FORMCHECKBOX 
 Asian        FORMCHECKBOX 
 Other

How did you hear about our program?   FORMCHECKBOX 
 Advertisement      FORMCHECKBOX 
 Internet       FORMCHECKBOX 
 Referral       FORMCHECKBOX 
 UMBC      FORMCHECKBOX 
 Other: 
     



Employer: 
     

Title: 
     

How many years: 
     


Education:  Please check the one that applies to you:    FORMCHECKBOX 
 H.S. Diploma           FORMCHECKBOX 
 Some College [or AA]         FORMCHECKBOX 
College Degree [s]

Registration Information:

	Course(s)
	Start Date
	End Date
	Tuition

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	             Total Cost:
	     


 Payment Options 
Deposit: 
     

  FORMCHECKBOX 
 Cash          FORMCHECKBOX 
 Check #: 
     

          FORMCHECKBOX 
 SLM Approved Loan
 FORMCHECKBOX 
 Corporate        FORMCHECKBOX 
  Agency        FORMCHECKBOX 
 Individual        FORMCHECKBOX 

Credit Card: Type: 
     

Number: 
     



Name on Card: 
     


Signature: 

Expiration Date: 
     


Balance Amount: 
     

Due Date: 
     

(Promissory Statement Required unless Paid in Full)

Instructions for balance due: 
     


Agency/Corporate Information


     



     


Contact/Counselor Name
Phone Number


     



     


Company Name or Agency Office
P.O Number (Attach Copy)

     
     
  
     

Address
City
State
Zip

(PHRM Students Only)  SHRM Member Number 
     

   FORMCHECKBOX 
 I am not a SHRM Member.

Must include a copy of your SHRM Member Card
PLEASE DO NOT EMAIL CREDIT CARD INFORMATION!
· Checks/Money Orders:  Made payable to “UMBC Training Centers” and mailed to:  UMBC Training Centers, 1450 South Rolling Rd., Baltimore, MD  21227.
· Company Purchase Order: Please send to the address above.  (Please note the purchase order must accompany the registration forms).
UMBC TRAINING CENTERS POLICY SUMMARY 

This document summarizes some of the policies applicable to UMBC Training Centers’ students.  Prior to registration, it is required that you familiarize yourself with all UMBC Training Centers policies, as more fully described in your Student Manual. You must also acknowledge your receipt, understanding and acceptance of them by signing below.
(POLICIES EFFECTING AGENCY STUDENTS ARE ITALICIZED)

1) A 25% deposit is required at time of registration.   Full balance must be paid no later than eight days in advance of the first class.  Balances not paid in full eight days prior to the first day of class will be subject to cancellation, and your deposit will be forfeited.

2) All students registering for classes with UMBC Training Centers accept personal responsibility for all financial obligations.  In the event of a loan, or employee-sponsored registration, the student will be held responsible for payment in full in the event that the sponsoring agency does not make payment to UMBC Training Centers in a timely manner.
3) All start dates are tentative and classes run based on adequate enrollment.  Classes may be postponed, rescheduled, extended or cancelled due to insufficient enrollment, or reasonable circumstances beyond UMBC Training Centers’ control.
4) Should a student register and pay for a class that does not have a date scheduled or the scheduled date is cancelled, the student will be entered as TBD (to be determined) status.   The student has 2 years from the registration date to select a date or request a refund.  If neither action is taken, the student forfeits any payment towards the course.
5) Withdrawals or cancellations 8 or more days in advance of a class start will receive a 100% refund (minus a $25 processing fee).  Withdrawals/Cancellations within the week (7 days or less) prior to the class start will be entitled to a refund, minus the original 25% deposit (not 25% of the deposit.)  25% of the tuition will be forfeited. Withdrawals/cancellations as of or after the start of class are not eligible for refund.  Date of acknowledgement is the date of UMBC Training Centers’ receipt of student’s written request of withdrawal and refund.

6) A $35 returned check fee will be charged to the student for any bank-rejected checks.
7) 85% attendance is required to receive a Certificate of Completion, and to qualify for audit and all lab privileges.
8) Audits are permitted on a space-available basis only.  To exercise this one-year audit privilege, the audit must be completed within 12 months of the original class start date.  Audits cannot be confirmed until the first day of the class to be audited.  If course materials change, or there is a minor upgrade in the program, the student is responsible for purchasing the new materials and covering any other cost differentials.  Upgraded programs which are substantially different are not eligible for audits.
9) Where applicable, students receive coverage of up to one VUE or PROMETRIC examination fee per examination required for certification.  This coverage is for the first-seating only; all retakes are at the expense of the student.  Students must exercise all examination rights within 12 months of the start of their class in order to have their initial exam fees covered by UMBC Training Centers.  No exceptions.
The undersigned acknowledges receipt and review of both the policy summary above, and the more complete policy narrative in the Student Manual.  The undersigned further acknowledges understanding and acceptance of the terms of these policies, and will abide by all UMBC Training Centers’ rules and regulations at all times.


     


Student
Date



 PROMISSORY STATEMENT


     

Date: 
     


Tuition & Fees (entire sum)

FOR VALUE RECEIVED, the undersigned promise(s) to pay to UMBC Training Centers, LLC, 

the entire sum of: 
     

Dollars
25% (percent) of the entire sum is due at registration.

This deposit amount is:  
     


 

The balance of the tuition must be paid in full one week prior to the class start.

The balance of this sum:  
     

is due by 
     


 

 

If this payment is not received on or before the scheduled due date, the undersigned will be withdrawn from class and the deposit will be forfeited.
Once issued, books and materials cannot be returned for credit.  

Regardless of payment terms or funding source, the undersigned accepts full responsibility for all financial obligations relative to their registration.


Additional withdrawal policies and procedures are outlined in the student manual.

 

 

 

 

UMBC Training Centers Representative
Student  (Signature)


     



Student Name (Typed or printed)
	


Office Use Only





Rec’d in Office ____________________


Registration Completed ______________





FINAL PAYMENT EXCEPTIONS:�Loan Provider:  �      Three days after class start date.�Company or Sponsored Institute: �      Thirty days after registration date.�








