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COURSE TITLE CODE CREDITS DAYS DATES COST 

TECHNOLOGY SKILLS PORTFOLIO

Level 1 T4041 1.2CEU/16CPE 2 Mar 25-26 $250 

Level 2 T4042 1.2CEU/16CPE 2 Apr 22-23 $250 

Part 1 T4051 1.2CEU/16CPE 2 Mar 23-24, May 14-15 $250 

Part 2 T4052 1.2CEU/16CPE 2 Jan 5-6, Apr 1-2, June 25-26 $250 

Part 1 T4061 1.2CEU/16CPE 2 Feb 26-27, May 26-27 $250 

Part 2 T4062 1.2CEU/16CPE 2 Mar 19-20, June 15-16 $250 

Excel 2007

Level 1 T3044 .6CEU/8CPE 1 Mar 16 $125 

Level 2 T3045 .6CEU/8CPE 1 Apr 21 $125 

Level 3 T3046 .6CEU/8CPE 1 May 28 $125 

Excel 2007: VBA T1520 .6CEU/8CPE 1 June 24 $125 

Excel 2010

Part 1 T3054 .6CEU/8CPE 1  Feb 17, Mar 11, Apr 17, May 1, June 9 $125 

Part 2 T3055 .6CEU/8CPE 1  Feb 25, Mar 13, Apr 30, May 12, June 12 $125 

Part 3 T3056 .6CEU/8CPE 1  Feb 24, Mar 30, Apr 28, May 29, June 29 $125 

Excel 2010: VBA T1530 .6CEU/8CPE 1 June 2 $125 

Part 1 T3064 .6CEU/8CPE 1 Mar 9, May 5 $125 

Part 2 T3065 .6CEU/8CPE 1  Mar 18, May 13 $125 

Part 3 T3066 .6CEU/8CPE 1 Mar 26, June 23 $125 

Outlook 2010

Part 1 T7051 .6CEU/8CPE 1 Jan 22, Feb 19, Apr 29, May 22 $125 

Part 2 T7052 .6CEU/8CPE 1 Mar 27, June 19 $125 

Part 1 T7061 .6CEU/8CPE 1 Feb 2, Apr 9, May 8 $125 

Part 2 T7062 .6CEU/8CPE 1 Mar 6, June 1 $125 

PowerPoint 2010

Part 1 T6041 .6CEU/8CPE 1 Mar 2, May 6 $125 

Part 2 T6042 .6CEU/8CPE 1 Jan 27, Mar 17, May 21 $125 

Part 1 T6051 .6CEU/8CPE 1 Feb 9, Apr 6, June 5 $125 

Part 2 T6052 .6CEU/8CPE 1 Feb 23, Apr 27, June 22 $125 

Project 2010

Level 1 T6043 .6CEU/8CPE 1 Feb 20, Apr 24 $125 

Level 2 T6044 .6CEU/8CPE 1 Mar 6, May 7 $125 

Part 1 T6053 .6CEU/8CPE 1 Mar 12, June 8 $125 

Part 2 T6054 .6CEU/8CPE 1 Apr 7, June 30 $125 

Technology Skills Portfolio

This portfolio has a full complement of software offerings, including all Microsoft Office products, 

Adobe products, IT Certification, eLearning at Your Desktop, and Online Live Training.

These course and programs are designed for specific communities of practice to allow for continuity in networking, 

collaboration and knowledge sharing.  So, whether you are in the Energy, Audit, Procurement or IT community, or are an HR 

Professional, you can find programs geared specifically to your field of expertise.

Personal Development Portfolio

Inspired to develop your skills on a personal and professional level? Programs in this portfolio provide 

a full spectrum of options for enhancing your creative thinking, written and oral communication, 

analysis and decision making skills, time management skills, cultural competency, project 

management knowledge, and achieving enhanced work-life balance.

This Portfolio offers an array of learning opportunities for mid-to-senior level managers and executive throughout the City.  

Participants are introduced to next and best practices in management and leadership while learning from experts in areas such 

as neuroscience, leadership, organizational psychology, strategic change and innovation.  Other opportunities include 

Executive Coaching, Assessment, Planning, and on-going skill development.

       

Management & Supervision Portfolio

This portfolio offers a broad range of development opportunities for managers and supervisors.  

Programs link to the core competencies necessary to manage within our public sector environment, 

and include navigating within the civil service framework.

NYC employees can prepare for professional certifications and exams with training that is specific to their certification’s 

requirements.  Some of L&D’s current offerings include the CUNY Public Administration Program, NIGP Certification, LMSW 

Preparation Program, and a wide variety of IT Certifications.   

               Contact the CTC
                                          Phone: 212.386.0005 or 212.386.6425       Fax: 212.313.3439

The courses in these programs provide the resources and knowledge that is specific to New York City agencies in areas such as 

Emergency Management, Conflicts of Interest, Purchasing, Customer Service, and Diversity and Inclusion.                                          Email: citywidetrainingcent@dcas.nyc.gov

                                          Website: www.nyc.gov/ctc

Outlook 2013 

PowerPoint 2013 

Project 2013 

MICROSOFT OFFICE

Access 2007

Access 2010

Access 2013 

Excel 2013 
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Visio 2010

Level 1 T5440 .6CEU/8CPE 1 Feb 18, Apr 8 $125 

Level 2 T5450 .6CEU/8CPE 1 Mar 3, May 6 $125 

Word 2010

Part 1 T2064 .6CEU/8CPE 1 Feb 5, May 4 $125 

Part 2 T2065 .6CEU/8CPE 1 Mar 10, June 3 $125 

Part 3 T2066 .6CEU/8CPE 1 Apr 10, June 30 $125

Part 1 T2074 .6CEU/8CPE 1 Feb 13, May 11 $125 

Part 2 T2075 .6CEU/8CPE 1 Mar 16, June 11 $125 

Part 3 T2076 .6CEU/8CPE 1 Apr 13, June 18 $125 

Acrobat XI

Part 1 O6500 .6CEU/8CPE 1 Jan 6, Feb 4, Mar 5, Apr 6, May 6, June 5 $125 

Part 2 O6501 .6CEU/8CPE 1 Jan 22, Feb 23, Mar 24, Apr 23, May 26, June 24 $125 

Dreamweaver CS6

Part 1 T9513 1.2CEU/16CPE 2 Mar 3-4, June 17-18 $250 

Part 2 O9514 1.2CEU/16CPE 2 Mar 23-24, Apr 13-14, June 23-24 $250 

Illustrator CS6

Part 1 T6510 1.2CEU/16CPE 2 Jan 20-21, Apr 6-7 $250 

Part 2 O6511 1.2CEU/16CPE 2 Feb 18-19, Apr 6-7, June 29-30 $250 

InDesign CS6

Part 1 T6320 1.2CEU/16CPE 2 Feb 11-12, May 19-20 $250 

Part 2 O6321 1.2CEU/16CPE 2 Feb 26-27, Apr 29-30, May 19-20 $250 

Photoshop CS6

Part 1 T6730 1.2CEU/16CPE 2 Jan 14-15, Apr 21-22 $250 

Part 2 O6731 1.2CEU/16CPE 2 Jan 26-27, Mar 23-24, Apr 30-May 1, May 21-22 $250 

Crystal Reports 2011 New!

Level 1 O9448 1.2CEU/16CPE 2 Jan 5-6, Feb 9-10, Mar 18-19, June 1-2 $250 

Level 2 O9449 1.2CEU/16CPE 2 Jan 12-13, Mar 24-25, June 4-5 $250 

Crystal Reports 2013  New!

Part 1 O9548 1.2CEU/16CPE 2 Jan 20-21, Mar 3-4, May 5-6 $250 

Part 2 O9549 1.2CEU/16CPE 2 Jan 22-23, Mar 5-6, May 11-12 $250 

QuickBooks 2013

Get Going With QuickBooks O9360 1.2CEU/16CPE 2 Jan 15-16, Feb 17-18, Mar 25-26, May 4-5 $250 

Keep Going With QuickBooks O9361 1.2CEU/16CPE 2 Jan 20-21, Feb 24-25, Mar 31-Apr 1, May 7-8 $250 

Web Design with HTML5 and CSS3

Level 1 O9040 .6CEU/8CPE 1 Jan 15, Feb 13, Mar 16, Apr 20, June 5 $125 

Level 2 O9041 .6CEU/8CPE 1 Jan 29, Feb 27, Mar 18, Apr 24, June 25 $125 

Business Analysis Essentials OBA01 1.2CEU/16CPE 2 Jan 12-13, Mar 2-3, Apr 9-10, May 28-29 $350 

Maximizing the Use of the iPad Updated! T1279 .3 CEU 1/2      Mar 26, May 7 (1:30p-5:00p) $60 

Action Grammar C5031 1.2CEU/16CPE 2 Feb 3-4 $250 

Attitude is Everything C9266 .6CEU/8CPE 1 Apr 3 $125 

Business Writing: Clarity Through Critical Thinking C2036 .6CEU/8CPE 1 Apr 10 $125 

Communication and Collaboration for Project Success C9119 .6CEU/8CPE 1 May 5 $125 

Creating and Delivering Powerful Presentations C9041 1.2CEU/16CPE 2 Jan 26-27 $250 

Creating Workplace Civility  C9100 .6CEU/8CPE 1 Apr 17 $125 

Delivering Quality In-Person Customer Service C5555 .6CEU/8CPE 1 Feb 11 $125 

Developing Dynamic Listening Skills  C2508 .6CEU/8CPE 1 Feb 25 $125 

“Easy” English for the Multi-Lingual Writer C8005 1.2CEU/16CPE 2 Apr 2-3 $250 

Effective Office Management C2202 .6CEU/8CPE 1 Mar 30, May 12 $125 

Enhancing Your Personal Productivity C9226 .6CEU/8CPE 1 June 17 $125 

Managing Multiple Priorities C5044 .6CEU/8CPE 1 May 6 $125 

Managing Stress and Preventing Burnout C9033 .6CEU/8CPE 1 Mar 16 $125 

Mind Tools for Memory C9279 .6CEU/8CPE 1 Apr 24 $125 

Word 2013

ADOBE PRODUCTS

TABLETS

ONLINE LIVE TRAINING

WEB DESIGN

BUSINESS SOLUTIONS

PERSONAL DEVELOPMENT PORTFOLIO

QUICKBOOKS

CRYSTAL REPORTS
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Motivating Yourself for Professional Success   New! C9092 .6CEU/8CPE 1 Mar 13 $125 

Revising, Editing, and Proofreading C2033 1.2CEU/16CPE 2 May 28-29 $250 

Strategies for Handling Difficult Behaviors C7519 .6CEU/8CPE 1 May 18 $125 

Successful Letter and Memo Writing C6788 1.2CEU/16CPE 2  Jan 22-23 $250 

Successful Workplace Communication C1022 .6CEU/8CPE 1 Mar 6, June 4 $125 

Time Management Strategies C8002 .6CEU/8CPE 1 Mar 11 $125 

Writing Effective and Efficient E-mails C4260 .6CEU/8CPE 1 May 8 $125 

Adaptive Leadership C1237 .6CEU/8CPE 1 Feb 2 $125 

Back to Basics: Essential Skills for Supervisors  New! C1038 1.2CEU/16CPE 2 Mar 10-11, June 8-9 $250 

Brilliant Briefings  New! C3150 .6CEU/8CPE 1 Feb 5 $125 

Building Collaborative, Productive and Cohesive Teams C1243 .6CEU/8CPE 1 Mar 20 $125 

City Systems Management: A Guide to Understanding Important Human Capital 

Processes   New!
C7445 .6CEU/8CPE 1 Mar 24, Apr 29 $125 

Coaching For Employee Commitment and Performance C1238 .6CEU/8CPE 1 Apr 30 $125 

Contract Management/Administration New! P3016 .6CEU/8CPE 1 June 10 $125 

Contract Negotiation Techniques    New! P3015 .6CEU/8CPE 1 June 2 $125 

Creating a Collaborative Workplace C7516 .6CEU/8CPE 1 Apr 20 $125 

Data Analytics for Managers C4311 .6CEU/8CPE 1 Jan 30, Apr 16 $150 

Developing Yourself and Others Through Delegation C9117 .6CEU/8CPE 1 Mar 25 $125 

Essentials for Successful Project Management C1234 1.2CEU/16CPE 2 Feb 19-20, June 23-24 $250 

Excel Tools: Summarizing Data C4312 .6CEU/8CPE 1 Mar 31, June 25 $150 

Fundamentals of Business Mathematics  New! C7746 .6CEU/8CPE 1 Mar 19, May 19 $125 

Fundamentals of Supervision C1044 1.2CEU/16CPE 2  Jan 12-13 $250 

Hitting the Bulls-eye: Setting Targets that Work C9321 .6CEU/8CPE 1 Apr 29 $125 

Initiating and Managing Difficult Conversations C9013 .6CEU/8CPE 1 May 4 $125 

Inspired Leadership: Creating a Motivational Environment C9248 1.2CEU/16CPE 2 Apr 23-24 $250 

Introduction to Procurement   New!          P3014M .3CEU/4CPE 1/2 Apr 21, May 1 (1:30p - 5:00p) N/C

Introduction to Statistical Analysis    New! C7747 .6CEU/8CPE 1 Apr 30, May 28 $125 

Leading Productive Meetings C1050 .6CEU/8CPE 1 May 27 $125 

Leading Short-Term Improvement Projects C9014 .6CEU/8CPE 1 May 7 $125 

Managerial Decision Making and Problem Solving C2525  .6CEU/8CPE 1 May 14 $125 

Managing Off-Site Employees C5045 1.2CEU/16CPE 2 Feb 19-20 $250 

Performance Management and Lean Six Sigma: An Introduction to Quality and  

Productivity Improvement
C9287 1.2CEU/16CPE 2 Feb 9-10, Apr 13-14 $250 

Principles of Financial Management C4314 .6CEU/8CPE 1 Feb 18, May 28 $150 

Rapid Retooling C9253 .6CEU/8CPE 1 Mar 4 $125 

Resolving and Managing Conflict C7518 .6CEU/8CPE 1 June 2 $125 

Selection Interviewing: Hiring Right C4027 .6CEU/8CPE 1 Apr 28 $125 

Supervising Challenging Employees C9038 1.2CEU/16CPE 2 Jan 29-30 $250 

Thinking Like a Consultant       New! C7740 .6CEU/8CPE 1 Apr 1 $125 

Writing Performance Evaluations  C9166 .6CEU/8CPE 1 Feb 23, June 30 $125 

Assessing the Reliability of Computer-Processed Data A8043 1.2CEU/16CPE 2 Mar 9-10 $475

Developing and Presenting Audit Findings A7021 1.2CEU/16CPE 2 Apr 8-9 $475

Dun & Bradstreet Supplier Risk Manager: Introduction to Spend Analysis   A8215 .2CEU/2CPE 1/2 Mar 5 (12:00pm - 2:00pm) N/C

Introduction to Dun & Bradstreet Supplier Risk Manager                        A8200 .2CEU/2CPE 1/2 Feb 9 (12:00pm - 2:00pm) N/C

Making Your Case to Prosecute Fraud A8090 1.2CEU/16CPE 2 Mar 23-24 $475

Managing the Audit Engagement A9102 1.8CEU/24CPE 3 May 13-15 $550

Planning Audit Assignments A8451 1.2CEU/16CPE 2 Apr 21-22 $475

Reviewing Other People's Report Writing A9502 1.2CEU/16CPE 2 Jan 13-14 $475

Skills for Leading & Managing Audit Projects A9109 1.8CEU/24CPE 3 May 19-21 $550

Using Metrics to Access Performance A8027 1.8CEU/24CPE 3 June 3-5 $550

Building Operator Certification Level 1 C7200 5.4 CEU 9
Feb 6, Feb 20, Mar 6, Mar 20, Apr 3, Apr 17, May 1, May 8,  

May 15 (8:30a  - 4:30p)
N/C*

Building Operator Certification Level 2 C7202 4.8  CEU 8
Jan 30, Feb 13, Feb 27, Mar 13, Mar 27, Apr 17, May 8, May 15 

(8:30a  - 4:30p)
N/C*

Building Re-Tuning Training (BRT) C7300 1.5 CEU 5 May 6, May 13, May 20, May 27, June 3 (9:00a - 12:00p) N/C*

Certified Building Commissioning Professional (CBCP) Program C7101 3 CEU 5 June 2-5, June 8 (8:30a  - 4:30p) N/C*

Certified Energy Manager C7100 2.5 CEU 5 Feb 3-6, Feb 9 (8:30a  - 5:00p) N/C*

Energy Efficient Operations of Electrical Systems C7105 3 CEU 5

Section A: Feb 3, Feb 17, Mar 3, Mar 17, Mar 31 (8:30a - 4:30p) 

Section B: Feb 10, Feb 24, Mar 10, Mar 24, Apr 7 (8:30a - 

4:30p)

N/C*

MANAGEMENT & SUPERVISION PORTFOLIO

PROFESSIONAL PRACTICES PORTFOLIO

AUDIT PROFESSIONALS

ENERGY MANAGEMENT PROFESSIONALS
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Energy Efficient Operations of Controls Systems C7106 3 CEU 5 Apr 1, Apr 15 , Apr 29, May 13, May 27 (8:30a - 3:30p) N/C*

Energy Efficient Operations of Piping Systems C7107 1.8 CEU 3 May 27, June 10, June 24 (8:30a - 3:30p) N/C*

Energy Efficient Operations of Mechanical Systems C7108 2.4 CEU 4 Feb 18, Mar 4, Mar 18, April 1 (8:30a - 4:30p) N/C*

Energy Efficient Operations of Plumbing Systems C7109 1.8 CEU 3 Apr 14, Apr 28, May 12 (8:30a - 4:30p) N/C*

Conflicts of Interest Seminar for Procurement Professionals P4002 .3 CEU 1/2 Apr 15 (9:30a - 12:30p) N/C

Contract Management/Administration    New! P3016 .6CEU/8CPE 1 June 10 $125 

Contract Negotiation Techniques      New! P3015 .6CEU/8CPE 1 June 2 $125 

APT (Automated Procurement Tracking) Basics P6049M .3 CEU  1/2 Mar 12 (1:30p - 5:00p) N/C

Contract Public Hearings P6140M .3 CEU  1/2 May 19 (9:00a - 12:30p) N/C

Ethics/Legal Compliance P6005M .6 CEU 1    Feb 26 N/C

Intergovernmental Procurements P6143M .3 CEU  1/2 Mar 26 (1:30p - 5:00p) N/C

Local Law 63 Compliance P6091M .3 CEU  1/2 Mar 19 (1:30p - 5:00p) N/C

NYC Nonprofit Assistance: Approaching Foundation & Responding to RFPs P6165M .3 CEU  1/2 Mar 25 (9:00a - 12:30p) N/C

NYC Nonprofit Assistance: Intro to Fundraising Planning P6166M .3 CEU  1/2 Apr 14 (9:00a - 12:30p) N/C

NYC Nonprofit Assistance: Nonprofit Revitalization Act P6167M .3 CEU  1/2 Jan 27 (9:00a - 12:30p) N/C

Performance Evaluation Process                                                                        P6142M .3CEU  1/2 Apr 21 (9:00a - 12:30p) N/C

Procurement Law for Beginners P6064M .3CEU  1/2 Mar 5 (1:30p - 5:00p) N/C

Project Labor Agreements (PLA) for Contract Administrators P6072M .3CEU  1/2 May 14 (9:00a - 12:30p) N/C

Small Purchase Procurements P3013M .3CEU  1/2 June 2 (1:30p - 5:00p) N/C

Subcontractor Tracking P6118M .3 CEU  1/2
Jan 22, Feb 19, Mar 17, Apr 16, May 21, June 11                

(1:30p - 5:00p)
N/C

Understanding the VENDEX Process P6008M .3 CEU  1/2 Mar 25 (9:00a - 12:30p) N/C

Vendor Responsibility & Determinations P6006M .3 CEU  1/2 Apr 14 (1:30p - 5:00p) N/C

LMSW Licensing Preparation Program* C9635 N/A 10 Feb 4, 6, 11, 18, 20, 25, 27, Mar 4, 6, 13 $500 

Contract Administration P1001 1.8 CEU 3 Apr 8-10 $695 

Developing and Managing Requests for Proposals in the Public Sector P1002 1.8 CEU 3 Apr 21-23 $695 

Introduction to Public Procurement P1003 1.8 CEU 3 May 18-20 $695 

The Legal Aspects of Public Procurement P1006 1.8 CEU 3 May 6-8 $695 

Strategic Procurement Planning P1007 1.8 CEU 3 Jan 27-29 $695 

Sourcing in the Public Sector P1005 1.8 CEU 3 June 3-5 $695 

Special Topics in Chapter 68: Enforcement C9071 2CLE/.2CEU 2 hrs Jan 30 (10:00a - 12:00p) N/C

Special Topics in Chapter 68 of the City Charter: Gifts C9070 1.5CLE/.15CEU 1.5 hrs May 27 (10:00a - 11:30a) N/C

Special Topics in Chapter 68: Political Activities C7074 1CLE/.1CEU 1 hr Apr 27 (10:00a - 11:00a) N/C

Special Topics in Chapter 68 of the City Charter: Post-Employment C9072 1.5CLE/.15CEU 1.5 hrs May 29 (10:00a - 11:30a) N/C

What Every Attorney Should Know About Chapter 68 of the City Charter C9058 2CLE/.2CEU 2 hrs Feb 27 (10:00a - 12:00p) N/C

Everybody Matters (Full Day) C1075 .6 CEU/8CPE 1 Apr 23, June 18 N/C

Everybody Matters (1/2 Day) C1077 .3 CEU/4CPE 1/2 May 7, May 21 (9:00a - 12:30p) N/C

M/WBE Program Review and Updates P9002S .3 CEU  1/2
 Jan 8, Feb 12, Mar 12, Apr 9, May 14, June 11                  

(9:30a-12:30p)
N/C

IT PROFESSIONALS

* A fee of will be assessed for a “no show” or late cancellation in accordance with the CTC Cancellation Policy. See the Course Catalog, page 87 for details.

HUMAN RESOURCE PROFESSIONALS

See Course Catalog, page 95 for details. 

See Course Catalog, page 115 for details.

See Course Catalog, page 96 for details. 

View the IT Training Program Spring 2015 Catalog

PROCUREMENT PROFESSIONALS

                                                                                        MAYOR'S OFFICE OF CONTRACT SERVICES (MOCS) COURSES

PROJECT MANAGEMENT PROFESSIONALS

See Course Catalog, page 97 for details. 

ORGANIZATION & EXECUTIVE DEVELOPMENT PORTFOLIO

See Course Catalog, page 108 for details and/or call Organization and Executive Development Programs at 212-386-0004.

CERTIFICATION & CREDIT BEARING PORTFOLIO

CUNY PUBLIC ADMINISTRATION PROGRAM

(Union Tuition Reimbursement May Apply)

For more information on CUNY courses at DCAS/CTC contact: J. Valentine at: 212-669-3630 or contact CUNY at The Murphy Institute at: 212-642-2068               

EMERGENCY MANAGEMENT CERTIFICATE PROGRAM 

See Course Catalog, page 134 for details.

SMALL BUSINESS SERVICES (SBS) M/WBE COURSES

LMSW LICENSING PREP COURSE

*Two-hour live training sessions (3p-5p) that meet for 6 weeks. See Course Catalog, pages 120-121 for details.

NATIONAL INSTITUTE OF GOVERNMENTAL PURCHASING (NIGP) FOUNDATION COURSES FOR CERTIFICATION

NYC SPECIFIC PROGRAMS

CONFLICTS OF INTEREST BOARD (COIB) SEMINARS

DIVERSITY & INCLUSION COURSE
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