
Republic of the Philippines 
Province of Cebu 

Municipality of Nag a 
Office of tire Sangglmillllg Bl1ytm 

RESOLUTION NO.022-F-2009 

WHEREAS. the newly established TESDA-supervised Computer Training Center 
of this administration under the VAL 2020 program is now ready 10 accept enrollees who 
want to understand and learn the functions of Word Processing; Spreadsheets and 
Presentation Software; 

WHEREAS, a Student's Guide, contammg the admission requirements. 
enrollment and registration procedure, examination and grading system, requirements for 
graduation, fees/charges, ill and attire and the table of offenses and penalties. has to be 
adopted and enacted so as to ensure order and discipline in the said Training Center; 

NOW THEREFORE, Be. it resolved by Sangguniang Bayan of Naga, Cebu to 
adopt and approve the following Ordinance: 

ORDINANCE NO. 200.9-002 

ADOPTING THE STUDENT'S GUIDE OF THE NAGA COMPUTER 
T'RAlN1NG CENTER 

BE IT ENACTED by the Sangguniang Bayan of Nag a, Cebu that: 

Section 1. The Student's Guide, containing provisions of the admission requirements, 
enrollment and registration procedure, examination and grading system, 
requirements for graduation. payment of fees/charges, ID and attire and the table 
of offenses and penalties, hereto attached as Annex «A"~ is herein approved. 

Sec.tion 2. This Ordinance shall take effect immediately, 

UNAN1MOUSL Y APPROVED this 29th day ofJune 2009 on mass motion. 

ATTESTED BY: 

DE~ ARELLANO 
sect~~ to the Sanggunian 

CERTfFIED.CORRECT: 

C 
DELFIN R. SEN-OU 
Vice Mayor/Presiding Officer 

APPROVED BY: 



Republic of the Philippines 
Province of Cebu 

City of Nag a 

CONfPUTER TRAINTNG CENTER 

PC OPERATIONS 
LG (I Program 

PROGRAM DESCRIPT10N 

The PC OPERATIONS/APPLICATlONS Training Program of the City of Naga is intended for 
individuals who want to understand and learn the functions of Word Processing, Spreadsheets, 
and Presentation Software which eventually be useful to them. 

OB.JECTrVE/S o Ii' TilE PROGRA]\;l 

IJ To lecture and present to interested individuals with [he use of Word Processing, 
Spreadsheets. and Presentation Software to aid them in their daily activities especially in an 
office environment; 

a To train involved individuals with the cyber-functions & processes for them to learn and 
make use of Word Processing, Spreadsheets, and Presentation Software resulting to better 
performance in their respective workplace, 

uxsrc ADMISSION REQUIREMENTS 

• A! least High School Level 
AI least 15 years of age 
Of Good Moral Character 

a 

D 

COURSE OUTLINE 

HASIC C()A1P/~'1f~NCIES 

I. Active participation and effective communication in the workplace 
2. Work in II team environment 
3. Practice career professionalism 
4. Practice occupational health and safety procedures 

COM1l40N COMPETENCIES 
1. Apply quality standards 
2. Operate a personal computer 



CORE COA4PE1'"l r 
Unit of Competency 
I. Operate a Word-Processing Application 

A. Getting Started with Microsoft Word (2003) 
B. Basic Formatting, 
C. Advanced Formatting 
D. Advance Word Topic 

(54 Hours) 

2. Use e-Mail and Search the Web using Browsers 
A. Internet Basic 
B. Using Internet Explorer/ M02111a Firefox 
C. Email 

{40 Hours) 

3. Operate a Spreadsheet Application 
A. l'v1i9!~Osoft Excel (2003) Basic 
B. Worksheet Layout & Management 
C. Charting, Printing and Page Setup 
D. Advanced Excel Topics 

(55 Hours) 

4. Operate a Presentation Package 
A. Powerpoint Basics 
B. Enhancing Presentation 
C. Creating A Slide Show 
D. Advanced Powernoint Topics 

(30 Hours) 

COlV1PETENCY EXAMINATION! TESTINGI ASSESSlVIENT 

After the completion of each module. the trainee will undergo modular examination and testing 
covering all tile tPpics of that particular module. After completion of all the required modules, a 
comprehensive/mastery examination on the entire course will be given to the trainee. 

Thereafter, the trainee may apply for assessment (i] still available) after passing the mastery 
examination at TESDA Regional Office in Cebu City for Certificate of Competency or National 
Competency on PC Operations. 



Republic of the 1'l1ilii'Jpilies 
l'ruviucc otCcbu 
ci Ly of 1;l:':;1 

COMPUTER TRAINING CENTEH 

STUDENT'S GUIDE 

•• :\ flCLE I. AI)!\'lISSION REQUIREMENTS 

The ell)' (lr Naga Computer Leeming Center (CNCLC) is 
open III individuals W1Hl meet lile IIcadcmic ~t:lIlJilrd,; aml who ure 
11\:[,Olla11 v 'jlililili..:d It) He\IILin; 1I special Imilling. '!'I);'!wi~, wirring to 
ubi,k b\ tile rules and id..:nb of CNCLC, 

Admission requirements may vurv depending 011 Ille 
progTIlInfmollnll! ill which the tlllf1l.ic<tl1l ~sifC~ 10 enroll. The City of 
N"g;t Computer Le;lnling. Ccmcr reserves lit.; right not to m;c;cpt any 
tlPJllic~mt whose \llLlllilicati()Il~ lIl) 1l0\ 11K"t;! tllC ,,\',lll(l:Inl:; Inll.l 

rcquiicmcnts or the piogrum in which he d •... sires to enroll ill. 
Complete li~ Of details of the requirements 1)1' each progrum/module 
an: available in CNCLC office. Initial UUCUI1lL:L1ts arc required from 
each upplicnnt for proper evnluation ofhis qualifications with wltieh 
additionul requirements will be submitted prior to his admission 10 
the k·i\min:;. center, 

ARTICLE n. ENnOLl'tlENT AND REG ISTRATION 
PROCE.DURE 

Sec. 1. Gl!lPaul Procedure 
t\ student must enroll ill p..::r:><.m uun.llB .\.1.>... p[l.:::;c[~bt, •• d 

rcgisrratiou period. Detailed instructions on cnrolhucnt procedures 
would I)",: posted VIl conspicuous pln~cs and abo availublc in CNCI,C 

--.... Otlice wherc u xludcnt lila), wish to enroll 

/\11 applicants tbiring to enroll mus] hring with 1i1t.:J1l the 
IlI:I:C!l';''1fY credentials ,Ulli ul] other requirements witaeut wilkh. 
cnrollmcut is Hul g.mllt..;,l to them. 

Sift', 2. Studellt 's S((I(U:, 

I·(W (I slud<'JI/ /() {Ie oflIr;ialll' {'I/I'olh'c/: 
I. Ilis enrolment form musl be properly fillci l ill, sigued, and 

appnwo.:d hy (he orficc/pcrson indicated in the enrolment 
Corm: 

2. lie must II,I"C paid the required lees wiLh the pmpor receipt 
of P;i)'rIli.:ll1: 

3. I lis 11;1111C must app":Ltr 01\ the C]<ISS list. issued hy lite 
CNCLC to UiIC Ollk.: (If the Overall H,:i1d Ofiiccr. 

Iirr Hit t'/lJ'tlf/,'(' 10 (,,' (I l>O/J(llidi' Mrrdt'lJl (II' III,' ('itl' or ,\'ag(l 
COl/Will,'/' L~·fl'IJiir!i: C'1J.!i.l', hlf ml/st: 

1. 131: (Illicinlly enrolled: 
1 11,1 vc uttcnded classes: illl~! 
.1;. N()( lWI'':: been dropped from tile mils. 

ARTlCLE lit. D1SCONTII'WANCH OF TrIE 
COURSEfPROGRAI\'t . 

Se« l. Witlu!rmI'Ctl/rmu the course or prj·Jllr.tlltl 
/\Ii~' student Imt)' witlutruw from rilly course/program, 

without the P"-=jlu.li<.:e of penallY illlpO~CII by CNC'LC ir he \\itildmWR 
within the ':Ilrnhm:nl peri 01.1 , "~' acc()lHpYisiimg ello.: n':l[lllrl.!d forms 
(Inti submiuing thcm to th • nllic •..• s con'_:"::I'lh .. xl. 

Auv student \" Ill) discontinues from tho.:: course/prugrnm 
without s;.lli:>l),inQ, allY or the r'::l)llil'l!lih!nts sh;.dl he recorded (I." 

"dr~JPI't!'1l" ill the rC~(lrJs ofthe CNCLC. 

ARTICLE IV, EXAMINATIONS AND GRADlNG SYSTEM 

se« I. Exnminatinux 
l , Four (,~) IIltldlllur \::\(I[llilllllklll:> (Wril1l!11 ;H\lll<w Pruc;lklll) 

l1fC glvcn al1<:r completion or cach progr.:nu and mil! (I) 
l:olllprch.:nsil'l:JIiIl<11 \:'\;tlllill;llinl1 alk:r the complc.tton oi' 
11'1.: li,uf I;l') lIl(l'}Ulllf ';X:I1Hs. :-;CUt.:lllil.l.'S (Of afon::slah.:o 
examinaljoll~ ill\! jJ\'ailnhll.: at CNCi.C ollke lhro.:c (3) dll~~ 
1x::llm.: ..::wh [akc~; ph:e 

2. During thl! cXrtrnitllllil1ll.s: 
u. A ~lIldenl is nn, :lllO\n~d to k.n'l.: rrom his 

:ls:>i):!II'2ll 1}1.lc,; without lhe appro\'al or the 
'nl~(TCll'\O[l'l1tilfl\:L ~\(I,I ~1I\H\t:m ''''hu vinklto.:;; lhb 

rule will not be nllow\!d to continue t:lking rhc 
l!xmninalion. 

b. Talking, possessions ol' lilly reference mntcriuls 
or nil), kind (usless authorized), giviu!:( (If 
rccclvlng lnfornjetlon or liny other (lHo.:J1i1 < or 
conununieation and uny form or chl!U~ i ng .~h:li I 
be punish·cd with II store or zero for thuI 
p.art i cular cxuminat ion. 

3. Insl!ltelClrsrrrnlllcrs arc 1I0t ohliged 10 gi\'i.! spcciul Or lute 
(!X<lmillntioll to any :s.imlc!lI who fui]~ to "Ike all)' 0(· thc 
above exams at tlte regular lime, except Uj'll)1l (i \\'1'1[1.:" 

rcqu .. 'S1 approved b~' Ihc overall head officer. 
-I, Instructors/Trainers arc !,jiVl!11 rhe l'ight to exempt ~.lcsl!1'\'ing 

students lhnu taking the COrtlllf.:hcnsi\'dlillal cxarninmiou 
provided that these students have cxcclicntislII1o:.f'i(w I:lting:, 
during moduiur <:'~.lm)S lind that exemptions nrc not comrarv 
to CNCLC 1)()licii!s. 1 lowcver, the instrnctornraincr IS 

under no ohligllli Oil lO I:!,fa!lt such c:,\":1l1I'iI jOlt. 

Set', 2~ CI'':Ilil'''(III(/ (irtllJillg 
l. Credits. j\ lull time :;tlldenl must take prescribed uumber or 

hours lor the entire program in which he desires to eurnll 
(ns specified by the office) to earn a credit. 

2, 'orw;rcIProJ;:l"(rlll Omlilla. ft is a policy of (he Cil)' ol' NOl'<t 
C"\i\j1\lb!' I,eml!illg CCIlJCf tb;rl on lilt: irrst d~I~' or classes, 
an instructorsnrniners should. <'::-;I)luin LO their students :111 
iaibrrnution pertaining to the eourse'progrum and its 
grading system, 

3. (;l'lIlfe.v or Ita/rugs. The Cily or Naga Computer Learning 
Cent c 'T udopts Ilil: following grading system equivalence; 

Pcrccntunc (%) Svmbolic SI~IIlJitlg 
l)() - 10(1 1\+ Excellent 
')1 -lJ5 1\ Superior 
s,() -')0 lJ+ VCr)' GIloll 

~l - x5 n G()ml 
15 -l-lO C Fllir 

7-1- Bela\\' D Nc •.. '{I~ 
Improvement 

.J. ,·II'StOlloC,'s and Tardiness. 
11. Students (except those I!XC1l1plCl.!) who hnve 11 •.. '(:n 

a])sl.!Jll for lit 11!a.<;1 twenty percent (20%) 0]' the 
number of required hours of classwork within the 
program period sllull be considered '))IWl'P~IY 

h. Any student who COtnC'..'> late for classes by 1(1 
minutes to 30 minutes, shall be considered as I 
hour absent provided, that he reports and stays 
present in (he remaining hours of the class [111<1 III 
xUh$C<1 Li4!l1t daily sessions. 

c. Students will), without pcruusstou VI til.: 
instructor/unincr Slu\, out from the classruon; lll! 
more than 3(J miullio.:s, :>h'11I be ~('Illo;itkrcd liS I 
hour absent plus tile remaining hours, or class 
Jnily sessions. 

ARTICLE V, REQUlREMENTSFOR GRADUATION 

Sec: 1, Re(IUirclIlt!lIts for Grmillillicll'l 
The uppropriatc certificate, special award may be conferred 

upon Uti! student under the fo[l(lwing rcg,ulatinns: 

2. 

The studcul musl sati:;l;'" all Coursc/Proeram rC(juln:mcl\ls 
lmd [)Ihi.!r <;I)m.liliom;' flxluir\:d, 10 be eligible: Ior gnldilll!ion, 
'l'hc student Imt:;' a1t¢Jld the uradlulti\l!l CC1'I!ltlDIW Of 
exercises unless he is excused hy ji,C CNCLC office. . 

ARTICLE VI. PA YME T AND FEES 

Sec. 1. Pamuml (lml Fees 
a, i~lIru!JlIIml' (1I1d R~rgislmlioll .. R..:gi:;tm(ion ot' enrollment 

II: e s shan be paid in Iull by the students Juring the 
registration or enrollment period. No refund or rl.'gi~lralillli\ 
Icc will be r,L\'Cl1 to any SIU{klll who do.:c:ides In willulm\\ 
il1l1 nl.!uiulc hi$ cJl[ol1l11cnl. 1I1l1C$~ ~lIlolhcr qlitlli li.:d sludent 
wi 11 ctlr'l)ll i 11 his place during [he 1'.::g.i~tn1linll perioel. 

b, Intite/mllliis N,(ts, No rdi.1l1d. will be given 1<'1 a r.:!:gi:;tl'llLlt 
whu wiLhdmw:.- his ctlrollmllnl I"..:c;,: IInl!;:;:; ml(lthcr IIIJ,llilh:tl 
stuUl!1I1 :ls.:;U!llCS the slot ]\\) i:-; going to \'(Icnte. (Noh:: Tile 
~tw.l<!l.lt who f.::ploce3 lho:: withdrawing enrollcl.: Illl sl 
likCI\~SC UlL'Ct all tile requirements or tlte !>r(1~r;lll1/l:l)llrS:o: 
prior 10 hi~ cousidc:ru\ion for cnrofmCIll. rli: l\'IW (ll! [lie (lile 
-to I'cllu\u Ill..:: wilhtlnlWilll'l slull.;,\! or (he cl1mllm~n( !Cl::S 



paid by the: hiller). CilY or Nag;1 Computer Learning Center 
( 'NCLC) und thc City (Jo\'~mmcnl of N;I~a, C chu rII'<! not 
1ll.~]t1 liable lor <my ilj;.I\;CmCIlI nuulc hy bOlh parries ([ll{' 
n!fllircill~ .~rrulcllr mId 11 itltdm Irill~ ."m/em). No relbnd nor 
'ISSll11lplitlll fill \'HCtln! l willulrnwn enrol lment will be 
entertained when the cias.'i\\orl;: ulrcadv starts since 
admission of illJditilmal SlUlII.!IlL' is dist"Ourag,cu. 

A •. nets VI!. 10 ANt) ATTTHE 

S.:('. 1. ldclttijkufhm Can/ (m) 
J\ 1~l1mll\0i11 stm.tcn( iLicnr.ilklltiol1 card is issued 10 every 

student ntler enrollment, subjcc\ \0 cxpirarion. 111": rf) card is )itl'icny 
required i(1 b..: ~Jisplaycd/\\'nl1l hy the students up.m entry to the City 
(If NaJ!rI Computer Learning Center and nlher LUU premises, and 
during th..: usc of learning center iuciliucs. II must be presented to OIl)' 
(lfli~I:11 (ir personnel 111 authority l'lX111 demand. In case ihl! ]I) i~ 1I~5t, 
the s.lUtk:tll 1I1U,;1 secure au aHiuu\'il of loss und present il to the 
(NetC for II) replacement. 

.\'0:(,'. 1 ... utir« 
A]lht'lllgh the students are nOt r":{luir..:d to \\0:Jr nnifonns ill 

I,;umillg 10 CNCLC. yd. 1I1C~ should come It I class in decent uml 
"IlPfoprilll": attire. 

i\Pllcndlx A 
TABLE OF OFIi"ENSES AND PENALTiES 

ThLS table is merely a ecneral guideline 011 th.; impusiliml of 
penalties. [I does not limit the rights of lh..: Lcuminl_!. CI.!1l1l.!r granted 
to it h . law '~1 p<:nalil_c crrin& studenls. TIl'! \'I\'to~'ili,Ij,~I,~\,,~ hmll' mar 
rccouuncnd ,1I1d III.:: ndruiuistrntion ruav impose peuultics (~}f offenses 
ill violmion to the Learning Center and the LGU rules and 

_ ~ rcgntntions, 

-e-e- 

Fn:l)lll:nc~' uf Occurrence J>"lln]lv 
j" ] • Wamilll! 
21111 2 . H cprimaud 
J"j ~ - SllSPCllSiLHl (:- days,lvtu:-.:.) .' 
4111 4 - Dropping or J)i~mi~s;ll 
;;''' .) - b,llulsinn 

Nature of the Offense OtT~II~c~ und PClluHic.~ 
1st 2nd 3rd 4th 5th 

1. Chc'l.tlll~ in lhc cxtuuinations I :2 3 ~ 
2. Loitering, loud noises ill 

stairways and immediate I 2 . ' 
areas \)1' on !!,oillg classes, . Violation of the olliec rules, . '. 
\',111d VT(.J.:r:; of CQ1l11Jo.:lo.!Hl 

r> 
school aulhority. r..:gll!atiolls 
on the usc ofthe school I 2. 3 fucilitics allli 01 Iter ;ll:ls 
agllinsl cleunlincss amJ 
suniution ill the learning 
center, 

-to Disrespect, refusal or 
disregard of :lppl't!h~llsion, 
sununons amI notices of ] .2 ~ 
\)<!fS()f101 a\)lX:.lral1~": before 
p~i'SlIl1:S in uuthoritv. 

s. Silioking in side the 
classnxun and other smoke- l :2 ~ 
fret: areas, 

( Failnn; 1(1 wear Iht.! proper 1. I ") '" 
al1irc. .. .' 

7. Obsim::lion/di::ifilption of 
t:lm;sl..:'. school activities I 2 :1 adminisuativc work all\llh..: 
like h .• Cl\~"linii tli.:,lurll;lllcc,. 

I-- 
" LXfaLllllt iontnhnsi\'~ bel lu\'ior 

lI11I1II1SI f..:llo\\' students, 
teachers, visitors. employees. 1 2 :; .j 

officials or their 
f<')PI c~'111Jll i vc. 

I). 1~lIkril1g1rqlli . .',,<.:nlil1g th.: 
lcummg 1:";111<:1' <If 1.(iU Hi' I 2 ., 
IIsin~ its m~i:-\.i1iH or svmbols .' 

I \\ iihout proper authorltv. I 
I 1O, Formuuon or, ]XlrtlcipUliOll 01' I I 2 3 I " Ih0 (ifl'i'll\izl)tioIlS 1101 

upprovcd or nor r.:w~nizt!d 
hy thc lcarnin g center aml lhe 
LUU, 

11. UllfilltJlOri~ed lncctings 
assembles, rallies, strikes 
pickets or dcmonsuaaens 
ngnill~ the ll!<lming center, 2 3 4 
within its premises (II' 
immediate \Ikinity outside 
the h:amiLIg t:clll.:r > without 
proper permits, 

12. Coming to school drunk or 
under th,,: influence of'Iiquor, :2 3 4 
or drinking hurd ttrilli:!; UllSillc 
the school premises, ~ 

13. Borrowing, J..:lldit1g. 
tampering or issued school 
tI) or willful possession of 
more than OIlLl or the same, or 2 :3 
using, circulaling, lending or , 
borrowing their luke/xeroxed 
versions, - f--- 

14. Phvsical nssnult, 
iuuruidation, threats ag_ainSl a ~ 4(5 school visuor, student, or [lilY 2 J ) 
other member of Ihe k:llming 
center (llld til.\; LGU. 

15. Gross dishoncstv (i.e. ], " 4 
pJJl&i3rislll, thef], c~Jh,--ctc.) .' 

16. llle;.;u] purehnse, usc I 

PQSSI.lSSlOII, di:>lniJlIlion VI" 4(5 
~,IIt! ofthe narcotics 0' 3 ) dnngcrous pm1iibill.:d df\tgs 
and simi laT III til !!S. 

17. Violation (lr penal ssntutcs, 
unauthorized carr\'i11g or 
Ilrearrus, expmsivc malL!l'ial~ 
or other deadly " wC[lp()nS!ol~ic,;c:ts insi 1Ir.: tIl..: I 

lcaruing center. 

- 1&. Misusing, forging, tll1ilJll!ring 
or schrm) reeorus .Hld O{!"I.:r 
school papers, or IIsing ltd.:.;: 4 or forged school credentials 
lind other papers. 

19 . Fumishing mass media or 1 

other 1"1 rM:r,k"S any rOIls.\: or 
d<:mg;uh'lry informat ion ah(~u! " the leaming center or any of 
its members or employc;cs, 

20, Vamhrlism, hl,)o]igtllli!';lU. , I htizillt:; acts offcusive 10 law, 
';'''01.)(\ ,;. •• ·.~,\mn!lril(!ili<m, 1 

catholic morality (lll\! :KlI.:h 
4 

other ads that place lilt: 
lcamlnu center in bad li gJH. 



Republic or the Philippines 
Provicne of Cebu 

City of Nag a 
CIT'., OF NAGA COrvlPUTER LEARNfNG CENTER 

COMPUTAT10N OF PA YMENT/CHARGES 

Voltage 
• main 
Pm 

220\,olts 
current at main conductor less additional loads 
Power at main (220:'\ 31 Amp) 

31 amps 
6.820 W 

Assume maximum power rating of additional loads 
Load 1 - 4 units orbit ceiling ran al 300 waus 
Load '2 - Unit projector al 500 \VO!lS 

1.200 W 
5S0 W 

Total Power (PI') 
PT ~ Pm + lead .1 +load 2 

;;; 6,820 + I.:WO -I- 5Xn 8.600 W 

Veco Rate I)er kw - hr 
('OSI / 'WI per 1-/0/11' = 8,6()O IV- hr x Php. 7.20 I kw-hr/Hr 

Php 7.20 / Kw-hr 
Php 61.921 HI' 

I nteruet Access. (Internet Service Provider) rate per' month 
('OSI, Bill pcr HOllr fl-'hp -I (}(}O. 00 1(22 days x 8 hours) I 

PHP 4,000.00 
PhI' 22.73/ Hr 

TOTA L (Elec .. Consumption & Internet Access) Phi) 84.65 , HI' 

COMPUTATlON OF FEES BAS1NG ON 25 ENROLLEES 

A 
13. 

Assuming 25 enrollees 
Php ~.t.65 + 77,2%) (maintenance and other operating expenses) PUP 150.00 

MAINTENANCE FEE:;:;; Php ]50/25 enrollees 
PROFESSIONAL FEE (Dnsiug TESDA Rate per Hour) 

Php 6.00 I Hr 

'I< Instructor Teacher 
'* Sappan sJ(~tr 

i.} Office Hours Class L",'e.\~\·i(JI1S 

Instructor/Teacher (LGU Employee) 
lnstructor/Tcnchcr (Non-LGU Employee) == Php t no 125 Enrollee 
Support Stan" (LGU Employee) 
Support StafT(Noll-LGU Employee) 1:1 Php 25/25 Enrollee 

PhI' ! 00. 00 / HI' 
PilI' 25.00 I HI' 

NO Charge 
Phil 4.00 I Ht· 
NO Charge 
Ph[. 1.00 I HI' 

ii.) Beyond/Non-Office Hours Clus .•• Sessions 
Instructor/Teacher ~ Php 100 I 25 Enrollee 
Support SlnO'= Php 25 125 Enrollee 

Phil 4.00 1 HI' 
J}hp 1.00 II-h' 

City Electrical Engineer IV 

.»:-. 
.!~eHI'E6.SAVSON 

PDA I OIC ~ C:ompuler Training Center 


