TxDOT Public Transportation Division (PTN)
Schedule of Training
September - December 2015
This calendar is posted for the convenience of public transit agencies; TxDOT does not endorse or recommend any specific vendor for training. The information
posted is not inclusive and is subject to change. For more information, contact the PTN Training Program Manager at PTN_Training@txdot.gov.
TxDOT provides tuition and travel reimbursement scholarships for transit agency employees to obtain training as funding allows. Please contact
PTN_Training@txdot.gov for scholarship information if there is a note that scholarships are available for a training class.

NOTE: Applicants must contact the entity listed in the “Notes” column for registration.

September
Class Name

Dates

Location/
Host

Event
Provider

Course
Fee

9-10

Houston, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

Business Grammar & Proofreading

15

Arlington, TX

NST

$199

Register: www.nationalseminartraining.com

Email and Business Writing

15

Austin, TX

Pryor
Seminars

$149

Register:
www.pryor.com/mkt_info/seminars/desc/EE.asp

Business Grammar & Proofreading

16

San Antonio,
TX

NST

$199

Register: www.nationalseminarstraining.com

Writing Policies and Procedures

18

NST

NST

$249

Register: www.nationalseminartraining.com

Transit I – The Foundations (formerly Principles of Transit
Management)

28-29

Dallas, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

Transit II – The Pillars (formerly Advanced Transit
Management)

30-1

Dallas, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

Transit I – The Foundations (formerly Principles of Transit
Management)

Notes

October
Class Name
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Dates

Location/
Host

Event
Provider

Course Fee

Notes

Understanding Cost Accounting

Transit Trainers’ Workshop

5

Austin, TX

Pryor
Seminars

$249

Register:
www.pryor.com/mkt_info/seminars/desc/A
O.asp

11-13

New Orleans,
LA

NTI

345

Register:
www.ntionline.com/courses/courseinfo.php
?id=176

*NO
SCHOLARSHIPS
AVAILABLE

Fundamentals of Project Management

21

Austin, TX

Pryor
Seminars

$299

Register:
www.pryor.com/mkt_info/seminars/desc/P2
.asp?EventCode=173987

Financial Management for Transit Operators

27

Dallas, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

Monitoring and Managing Your Maintenance Program

28

Dallas, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

How to Read and Understand Financial Statements

28

Austin, TX

Pryor
Seminars

$249

Register:
www.pryor.com/mkt_info/seminars/desc/fs.
asp

November
Class Name

Dates

Location/
Host

Event
Provider

Course Fee

Financial Management for Transit Operators

3

Houston, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

Event Planning – A One-Day Workshop

4

Austin, TX

Pryor
Seminars

$149

Register:
www.pryor.com/mkt_info/seminars/desc/E
V.asp

Monitoring and Managing Your Maintenance Program

4

Houston, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

17-18

Pharr, TX

SURTC

FREE

Register: ptn_training@dot.state.tx.us

19

Austin, TX

Pryor

$179

Register:

Transit II – The Pillars (formerly Advanced Transit
Management)

The Controller’s Workshop
9/10/2015

Notes

Seminars

www.pryor.com/mkt_info/seminars/desc/Q
W.asp

December
Class Name

Procurement Series -1 – Orientation to Transit Procurement

Dates

Location/
Host

Event
Provider

Course Fee

4

El Paso, TX

NTI

$600

Notes

Register:
www.ntionline.com/courses/courseinfo.php
?id=21

ANYTIME Webinars / Resources
NTD Safety and Security Reporting –Major Event Reporting

8/20/2015

WEBINAR

NTI

FREE

Register:
www.ntionline.com/courses/courseinfo.php?id=
199

NTD Safety and Security Reporting – Basic Setup/Non-Major
Event Reporting

8/18/2015

WEBNAR

NTI

FREE

Register:
www.ntionline.com/courses/courseinfo.php?id=
198

Passenger Service and Safety (PASS) Training Program

Anytime

WEBINAR

CTA

$25

DBE Training

Anytime

WEBINAR

FTA

FREE

Register: www.fta.dot.gov/civilrights/12885.html

Curbing Transit Employee Distracted Driving

Anytime

WEBINAR

TSI

FREE

Register: www.tsilearn.dot.gov

Fatigue and Sleep Apnea Awareness for Transit Employees

Anytime

WEBINAR

TSI

FREE

Register: www.tsilearn.dot.gov

Supervisor Drug & Alcohol Training Webinar w/ Reasonable
Suspicion Training

Anytime

WEBINAR

FS11

$149

Register: www.fs11.formsite.com

9/10/2015

Register: http://training.ctaa.org/

Description of Training and Events
Basics of Effective Project Management and Execution: Learn proven strategies of expert project managers to keep your projects on
track, accurately assessing competing desires from stakeholders and how they fit in with the project’s overall vision; managing a limited
budget for maximum results; dealing with time constraints and how to make deadlines work for you; communication; and identifying and
dealing with obstacles before they arise.
Business Grammar & Proofreading: Packed with tips, tricks and easy-to-remember techniques, this workshop is a must-attend event
for you if any part of your job involves communicating in writing. Whether you prepare formal business reports, proofread business
letters, send e-mail to customers or clients, or jot memos to your boss, the skills you’ll learn will add professional polish — and accuracy
— to every sentence you write!
Business Writing and Editing for Professionals: This business writing and editing course teaches the best practices for keeping your
business communications and correspondence professional, on point and error free.
Coaching and Mentoring Skills for Leadership: You’ll gain tools, techniques and strategies guaranteed to solve tough problems like
how to get employees to take the initiative, how to motivate team members to achieve even more, how to keep staffers’ personal
problems from affecting work, and more. In short, you’ll learn how to build a rock-solid team of winners!
The Complete Course on How to Supervise People: By mastering the skills taught in this seminar, you will lower turnover costs,
reduce your stress, improve employee accountability, improve productivity, prevent unnecessary rework, create greater job satisfaction,
avoid legal nightmares, enhance your credibility, work effectively under pressure, motivate employees, build trust and respect, and
achieve greater overall success!
The Controller’s Workshop: Your business looks to you for financial leadership. This intensive workshop will help you tackle a broad
range of financial issues head on, from monitoring controls and cash flow to advising upper management on purchases, hiring,
expansion, and other areas that are directly affected by financial performance.
Cost Benefit Analysis of Rural and Small Urban Transit: The research focuses on the benefits of public transit systems in small-urban
and rural areas in the United States. This study estimates the cost savings from using transit in place of other modes and the significant
costs that would result from trips foregone in the absence of transit. Results are presented both nationally and regionally to demonstrate
the impacts of investments in rural and small-urban transit.
Curbing Transit Employee Distracted Driving: This course is designed to raise awareness of distracted driving with the desired
outcome of reducing the risk of distracted driving by public transportation professionals.
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DBA Training: FTA has designed this training to address the changes to the DBE requirements and how these changes impact goal
methodology and overall program implementation.
Developing Your Leadership Voice - How to Be an Effective Communicator Who Gets Results: Effective leaders share one
common trait: STRONG communication skills. This course if power-packed with all the essential know-how you need to give your
communication skills the shot in the arm they need to go from so-so to exceptional.
Email and Business Writing: Eight email practices guaranteed to kill your credibility. How your auto signature line may be sabotaging
your professional image. Ten situations in which you should never communicate by email. Techniques for writing clear, brief messages
that elicit quick response. Nine common blunders that will cause your emails to be ignored, avoided — or instantly deleted! Visual tricks
that increase the readability and retention of your message.
Effective Business Writing: Exceptional writing skills are the mark of exceptional professionals. From persuasive memos to complaint
letters; and sales letters to executive summaries – the need for solid written communication is stronger than ever.
Essential Skills of Dynamic Public Speaking: From start to finish, our expert trainer walks you through proven strategies and mental
formulas that any businessperson – even the most nervous speaker – can use to give off-the-cuff talks and planned speeches like a
seasoned pro.
Event Planning – A One-Day Workshop: There's nothing magical about putting on a well-run professional gathering. Being organized,
doing the right things at the right time, and understanding a few key strategies will lead to success. You'll discover the inside track at this
seminar — and come away with the confidence you need to pull everything off like a real pro, even if this is your first time planning an
event.
The Extraordinary Administrative Professional: The practical, powerful skills you’ll learn at this course will set you apart in your
organization and help everyone realize what a valuable asset you are. Become an expert at handling difficult people, dealing with the
office politics, managing time and priorities, problem solving, projecting confidence and poise, getting organized, partnering with your
boss and dealing with sticky situations and more.
Fatigue and Sleep Apnea Awareness for Transit Employees: This course is designed to inform and guide transit operators and
systems regarding the identification and treatment of individuals at high risk for obstructive sleep apnea and other sleep disorders, as
well as providing general concepts about sleep and fatigue.
Financial Management for Transit Operators: Transit systems need complete and accurate financial data in order to manage the
operation of their programs. It is critical that the transit agency manager understand how operating decisions impact their financial
picture, and the true costs of operating the system so decisions are made with the most accurate information possible. Transit projects
are also required to report to their board of directors and funding sources how their money was spent, what revenues were realized, and
the financial status of the organization. This course covers accounting fundamentals; revenue management; contracting; local match;
cost allocations; budgeting; audits; and developing 3 – 5 year management plans.
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Fundamentals of Project Management: Learn the imperative questions to ask before you even begin — get the information that will
make certain you key in on what is expected, by when, and at what cost. Practice using the planning and scheduling tools that
professional project managers use (GANTT charts, the critical path method, work breakdown structures, project management software,
and others). Discover the best places to find the people you'll need, how to articulate the kind of skills, attitudes, and work habits you're
looking for, and ways to pry the people you want from their own work, maybe even from a reluctant boss. Implement the controls and
safety nets you need to establish early on: learn how to set (and meet) milestones, gain confidence to negotiate for new deadlines if
necessary, motivate a team that's losing interest, and determine what to do when plans change midstream — or when the "Murphy
factor" hits your project in a big way.
Grant Writing Class: If you’re ready to learn how to find and write grants you’ve come to the right place. Beginning and experienced
grant writers from city, county and state agencies as well as nonprofits, K-12, colleges and universities are encouraged to attend.
How to Communicate with Tact, Professionalism, and Diplomacy: Learn the secrets to being seen as a polished, influential
professional who garners respect and builds positive relationships with ease.
How to Deliver Exceptional Customer Service: Increase the return on your customer service dollars. Make your customers feel
important and appreciated. Reduce stress and turnover in customer service jobs. Become a master in the art of listening. Say "no" and
be firm without antagonism.
How to Give Effective Performance Feedback to Employees: How to talk to employees about their performance in clear, constructive,
easy to understand terms so they really “get” what you need from them.
How to Read and Understand Financial Statements: Understand basic accounting principles that will help you make sense of financial
data. Become familiar with general accounting terminology. Learn to evaluate your organization's financial process and become a more
powerful strategic decision-maker. Discover the most common financial analysis techniques and learn which are best used for different
situations. Communicate more confidently with financial professionals.
Human Resources for Anyone with Newly Assigned HR Responsibilities - An HR legal primer on FLSA, EEO, FMLA, ADA and
more: Benefits basics including workers’ comp, FMLA, COBRA and exempt vs. non-exempt. Record keeping 101: What to save (and for
how long), what to toss and what to shred. Best ways to establish and maintain employee confidentiality. The essentials of employee
coaching, counseling and discipline. Critical, need-to-know legal information about hiring and firing.
Leadership: Many transit managers become so bogged down with administrative details that they do not have time to put more
leadership into their management style. As a transit manager, your life is hectic, your time is valuable, you are often overloaded and
barely "hanging on." This situation often denies you the opportunity to lead. Leadership is often the missing ingredient to greater
productivity, not more work! This workshop contains the essentials for effective leadership, identifies traits every leader should develop,
and shows the impact leadership can have on your life and those you lead.

9/10/2015

Leadership, Team-Building and Coaching Skills for Managers and Supervisors: This team-building program will teach you step by
step, how to produce a manager's "game plan" that ensures you'll reach your goals and objectives. Plus, find out how to maximize every
employee's abilities … and uncover strengths and talents you never knew existed!
Managing and Supervising People: Managers play a crucial role in any organization’s success. While many people reach management
positions with strong technical skills, those same people often face frustration when managing their organizations’ most valuable
resource – its people. Management styles that focus on tasks and procedures have become less effective. Good managers know how to
achieve positive results through people. Motivating and retaining talented people can give your organization a true competitive
advantage. This course provides and exceptional overview of management with particular emphasis on motivation techniques.
Management Skills for First-Time Supervisors: You’ll develop skills in team-building, problem-solving and dealing effectively with
nonperformers and problem employees. Bottom line: This renowned workshop provides the essential training no supervisor can afford to
be without! Why take the long, hard rocky road of trial and error to supervisory success when you can jump-start your skills in just one
day?
Measuring Customer Satisfaction: As with most things in business, measuring customer satisfaction begins with a plan. The UT Austin
online program shows you how to get the most out of developing customer surveys as well as analyzing data and implementing change.
You will discover the importance and elements of an effective customer satisfaction system that includes managing customer
requirements. You’ll learn to use principles of survey design to develop a customer satisfaction survey that works. Finally, you’ll use key
analytical tools and basic statistical analysis to turn data into useful information that can be operationalized.
Monitoring and Managing Your Maintenance Program: One of the most important responsibilities of a transit manager is to ensure
that there is a well-planned and executed vehicle and facility maintenance program. An effective maintenance program contributes
significantly to the provision of reliable, safe, efficient, and cost-effective transit services. This workshop addresses preventive
maintenance, in-house vs. contracted maintenance, vehicle inspections, information management, warranty management, and more.
NTD Safety and Security Reporting – Basic Setup/Non-Major Event Reporting: NTI, in cooperation with the Federal Transit
Administration (FTA), is offering a webinar series to discuss the National Transit Database Safety and Security Module. The series is
comprised of two webinars: Basic Setup/Non-Major Incident Reporting and Major Incident Reporting. The Basic Setup/Non-Major
Incident Reporting will review the following forms: S&S-10, S&S-20, S&S-30, and S&S-50. This webinar is intended for transit
professionals with the responsibility of submitting the monthly Safety and Security Module Reports to the NTD, as well as transit
professionals that support data collection or data reporting of safety and security information to the NTD.
NTD Safety and Security Reporting –Major Event Reporting: NTI, in cooperation with the Federal Transit Administration (FTA), is
offering a webinar series to discuss the National Transit Database Safety and Security Module. The series is comprised of two webinars:
Basic Setup/Minor Incident Reporting & Major Incident Reporting. The Major Incident Reporting will review the S&S-40 form. This
webinar is intended for transit professionals with the responsibility of submitting the monthly Safety and Security Module Reports to the
NTD, as well as transit professionals that support data collection or data reporting of safety and security information to the NTD.
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Passenger Service and Safety (PASS) Training Program: Comprehensive training on the assistance that drivers should be providing
to passengers with special needs.
Person-Centered Mobility Management: This series of webinars will feature presentations by NCST’s 2012-2013 grantees detailing
their unique approaches to implementing mobility management for older adults. Following brief presentations describing what they did,
their accomplishments and their ongoing work on mobility management, the grantees will engage in a dialogue discussing their biggest
challenges, lessons learned, unique aspects of providing mobility management to older adults and how other communities might adopt
their innovative approaches. Time will be included for grantees to respond to questions and comments from webinar participants. Each
webinar will last approximately 90 minutes. You may attend any or all of the webinars, but you must register for each event individually.
Principles of Project Management: Compare concepts presented in this workshop with how you currently manage projects, improve
your methods, and share project management ideas and experiences with other professionals. Focus on the thought processes behind
project management rather than on the specific use of a software package.
Procurement Series - Orientation to Transit Procurement: The first of a four-part series, this three-and-a-half-day foundational course
is an overview of transit procurement and emphasizes "best practices" for contract procurements by FTA grantees. This revised
procurement course will focus on good procurement business practices and policies from a broader industry perspective. The course
introduces minimum standards for individual agency practices as described in the FTA Circular 4220.1F, and the Master Agreement and
provides participants with a framework for examining basic issues pertaining to third-party contracting. This training covers the roles and
responsibilities of contracting parties and will explore opportunities for teaming/partnering internally and with transit suppliers. Specific
problem areas that may emerge during the procurement process will be identified and addressed. The Best Practices Procurement
Manual and Circular 4220.1F are referenced throughout the course. This course is conducted utilizing exercises, case studies, and other
interactive training activities.
Project Management Workshop: Master the art of project planning, and organize your project without omissions, mistakes, or
miscalculations. Use better communications techniques to get the cooperation, support, and resources that are vital to the project's
success. Root out waste in every stage of the project — wasted time, money, and effort that endanger a project's success. Identify and
use indispensable planning and scheduling tools that assure the project is implemented exactly as planned. Estimate time and costs with
pinpoint accuracy, using a simple 3-point approach that reduces the risk of costly delays and errors.
PTN Operator’s Training: This training is designed for transit operators. It will show and teach how to use the newly revised New
Proposal Submission Forms as well as Reimbursement Forms.
Transit I The Foundations (formerly Principles of Transit Management): As a transit manager, you have many responsibilities. Most
individuals who become managers of rural or small urban transit systems do not start out in life planning and training to prepare
themselves for these positions. Rather, through a series of events, many fall into the role of managing transit operations. This course is
intended to provide new transit managers with enough basic information to "hit the ground running," and provide a base of information
and resources to assist in navigating through the maze of transit management responsibilities. For those who have managed programs
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for a number of years, it provides exposure to key elements of management and transit program assessment that previously you may not
have taken the time to address or implement. This course is broken into individual modules which cover: introductory human resources;
vehicle and facility maintenance; safety and risk management; general administration; financial management and FTA 101.
Transit II – The Pillars (formerly Advanced Transit Management): This course is broken into individual modules: Advanced Human
Resources - Staying Out of Court Policies and Procedures; Performance Appraisals, Resolving Workplace Conflict; Coaching and
Counselling; Financial Planning — Evaluating Financial Capacity and Decision Making; Cost Allocation; Full Cost Accounting; Strategic
Planning — Internal and External Benefits; Strategic Planning Process; Managing the Change Process; Best Practices; Intelligent
Transportation Systems for Transit – Needs Assessment; Advanced ITS; Identification of Deficiencies; Funding Options; Emergency
Management and Continuity Planning – Collaboration and Participation; Preparedness; Response; Recovery; Mitigation; Crisis
Management; Ethics and Leadership — Communication; Motivation; Mentors; Role Models; Decision-making; Attitude Assessment;
Teambuilding.
The Social Media Marketing Conference: This session provides an eye-opening look at social media: what it is, how it works, the latest
trends and developments, and what you need to be aware of to fully utilize its powers for your own organization. This session will guide
you in defining your social media goals, and help you decide which conference track and/or individual sessions are the best fit for you.
Top 10 Management Survival Skills for First-Time Supervisors: Become a strong, more successful leader. This webinar will give you
the tools you need to become a more effective leaders – able to handle whatever the job throws at you.
Transit Trainers’ Workshop: The goal of the workshop is to offer skills, strategies and techniques that will build the professionalism of
transit trainers, enable trainers to become proactive partners in their organizations, and facilitate the sharing of information and resources
in the industry.
Understanding Cost Accounting: Determine whether it's cost-effective to launch new products, scale back, or revise product lines.
Avoid making unnecessary purchases that aren't in your company's best interest. Track trends that may adversely affect production
costs. Accurately measure how department and company resources are being utilized. Create budgets and cost control programs that
reflect the "real numbers".
Writing Policies and Procedures: We’ll teach you the secrets to getting employees to read and understand the policies you’ve given
them . . . a no-nonsense system that will work at all levels, from clerical through senior management. (The best part about this new
technique is you can use it without seeming pushy, and it won’t take up a lot of anyone’s time.) Plus, you’ll gain insight into how to
present rules to employees positively, so you can gain their support from the start . . . how to field gripes when you must issue an
unpopular policy . . . and how to respond to those.
Writing with Diplomacy, Tact & Finesse: Get powerful techniques guaranteed to make all your writing stronger and clearer, for the
results you want. This is the perfect way to improve your most valuable skill at work.
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