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NASA Manufacturing Technology Transfer Center

7000 Columbia Gateway Drive

Columbia, MD 21046

Memorandum

To:
All Contractor / Civil Servants Students 

From:  Mrs. Edith M. Kitching  - NMTTC Administrator

Re:
Registration Requirements

To register for ANY NASA-STD courses through the NMTTC you will require the following information:

** Registration Completion ** 

Civil Servants –

All are required to submit the NMTTC Eastern Region Registration form.  

(All fields are to be completed.)        

· INCOMPLETE forms will be RETURNED marked incomplete and the student will not be registered).  (SIGNATURES INCLUDED)

· ** Attention ** 

· The GSFC 17-117 is no longer required.  Please make sure that your Supervisor’s signature is signed off on your NMTTC Registration form and fax to (410) 964-7609.
· INCOMPLETE forms will be RETURNED
- - - - - - - - - - - - - -  - - - - - - -  - - -  - - - - - - - - - - - - - - - -- -  - - -

Contractors –

All are required to submit the NMTTC Eastern Region Registration form.

(ONLY)  

(All fields are to be completed.)

INCOMPLETE forms will be RETURNED
** Retrain Information ** 

Retrain Civil Servants/Contractors –

All students who register for retrain courses are required to submit prior training conducted by the training center. (Example * copy of card received from previous training)  

(Any student who cannot show proof of retrain, are required to contact the Training Center before their class date.  Any students whom do not submit the required information and/or do not contact the training center will be pulled from the class date requested.)

(All forms received without this information will be Returned) 

(NO EXCEPTIONS)
** Citizenship ** 

Non US Citizens  –

All students who are not US Citizens are required to submit along with registrations one of the following proofs:  

Copy of Resident Alien Card 

Copy of Passport (please bring original in with you) 

(NO EXCEPTIONS)
** Replacements ** 

Replacement Certificate / Cards - 

Replacement certificates/cards can be purchased from the NASA Training Center Administrator for the following fees:

Certificates - $15.00

Cards - $10.00

Replacement CD-ROM’s -  

Replacement CD’s can also be purchased from the NASA Training Center Administrator for the following fees:

CD Rom of Standard 

$10.00

To receive a replacement cert/card/CDRom, please fax (410) 964-7609 and/or email (ehoward@dynacs.com) a request for a replacement.  An invoice will be faxed and/or mailed.  Upon receipt of payment Cert/Card/CD ROM will be forwarded via Airborne.  For further information please contact the training center administrator @ (410) 964-7616.

NOTE:  If an error is occurred due to an administration oversight your Cert, Card, and/ or CD-ROM will be replaced without any extra fee.  Any questions, please contact the TCC @ (410) 964-7616. 
** Cancellation / Rescheduling Information **  

Cancellations / Reschedule -  

All cancellation/reschedules are required in (WRITING).

(NO EXCEPTIONS!)  

Any cancellations left via voice mail will be marked as NO CALL / NO SHOW on the day of that class requested.  (NOTE:  This does not change the “Course Cancellation, Rescheduling, Retrain Policy” noted on the registration form)
** Deadline Date Information ** 

Deadline – 

All Registration forms are to be submitted by NOON the Thursday; BEFORE the class date is scheduled.  Upon completion of the Registration form(s), please fax to (410) 964-7609.  

Once registration forms are received, you will be forwarded back your registration form via-fax confirming registration for that class.  All payments are due before the last class date.  Any students with outstanding balances at that time will NOT receive their Certs/Cards until payments are received.

** One on One Session Fee ** 

One on One Session Fees -  

Per the “ NMTTC Pricing Scale “ (NASA Contract #5-01071) any classes being held with only one student will have an additional cost attached.  This will be seen on invoices as a “one on one session fee”.  Upon two or more registrants for the same class, a Full Refund of the “one on one session fee” will be issued back to your organization. 

_________________________________________________________________________

** Payments / Non-Payments * 

Credit Cards – 

For credit card payments, in section three of the registration forms please complete your credit card information, sign, and date.  The Paid In Full Receipt, Invoice, and Confirmed Registration will be faxed back.  Please make sure you have attached a return fax number.

Purchase Orders -   

For purchase order payments, an invoice will be generated and submitted to your Organization’s accounts payable department.  Please make sure we have the correct address for Accounts Payable)    

Checks -   

For check payments, make checks payable to:
NASA Manufacturing Technology Transfer Center (NMTTC)

Attention:  Mrs. Howard / Suite #A186

7000 Columbia-Gateway Drive, 

Columbia, MD 21046

NON-Payments *   

Payments should be made before class date.  If payment has not been received by the final class date, the students Certificate & Card will be held.  Upon payment being received, all materials with be forwarded via US-Mail.  _________________________________________________________________________

If you have any questions, comments, and/or concerns, please feel free and contact me @ (410) 964-7616 and/or by email ehoward@dynacsmdi.com.  
Thanking you in advance,

Mrs. E. M. Kitching

Dynacs Military & Defense, Inc. /

NASA Manufacturing Technology Transfer Center

Administrator
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