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Upcoming Class Checklist
3 Months Prior:










 FORMCHECKBOX 
Finalize training agreement with material & equipment lists

 FORMCHECKBOX 
Publicize/market class


 FORMCHECKBOX 
E-mail     

 FORMCHECKBOX 
Post-card

 FORMCHECKBOX 
Meetings

 FORMCHECKBOX 
Classes


 FORMCHECKBOX 
Web site

 FORMCHECKBOX 
Professional organizations


 FORMCHECKBOX 
Other:
 FORMCHECKBOX 
Reserve Classroom
 FORMCHECKBOX 
Complete paperwork for Continuing Education Units for various disciplines

1 Month Prior:










 FORMCHECKBOX 
Survey options for lunch for both days  (delivery options?, call-ahead seating?)
 FORMCHECKBOX 
Confirm classroom reservation
 FORMCHECKBOX 
Confirm hotel reservations for instructor
 FORMCHECKBOX 
Confirm each participant registration – assess special needs & dietary requirements
1 Week Prior:










 FORMCHECKBOX 
Purchase classroom materials:

 FORMCHECKBOX 
Bottled Water
 FORMCHECKBOX 
Sodas
 FORMCHECKBOX 
Juices
 FORMCHECKBOX 
Candy

 FORMCHECKBOX 
Ink Pens

 FORMCHECKBOX 
Tablets

 FORMCHECKBOX 
Cups

 FORMCHECKBOX 
Plates
 FORMCHECKBOX 
Napkins

 FORMCHECKBOX 
Highlighters

 FORMCHECKBOX 
Utensils

 FORMCHECKBOX 
Other:
 FORMCHECKBOX 
Order lunches  (a few vegetarian – typically 1 vegie for every 3 participants)

 FORMCHECKBOX 
Test power-point projector

 FORMCHECKBOX 
Send reminder e-mail to all participants – provide parking instructions & directions
 FORMCHECKBOX 
Write receipts for payments to each participant
 FORMCHECKBOX 
Make name tags for both days for each participant
 FORMCHECKBOX 
Make signage showing directions to classroom

1 Day Prior:











 FORMCHECKBOX 
Purchase refreshments:
 FORMCHECKBOX 
Fruit


 FORMCHECKBOX 
Ice






 FORMCHECKBOX 
Muffins/Breakfast snacks
 FORMCHECKBOX 
Pack materials

 FORMCHECKBOX 
Table cloths

 FORMCHECKBOX 
Portable office bag





 FORMCHECKBOX 
Registration folder
 FORMCHECKBOX 
OTHER:
 FORMCHECKBOX 
Set-up room – if possible
 FORMCHECKBOX 
Post signage showing location of classroom

Day of class:











 FORMCHECKBOX 
Arrive 1 hour prior to registration

 FORMCHECKBOX 
Check signage – still in place or replace as needed

 FORMCHECKBOX 
Power-point projector working
 FORMCHECKBOX 
Morning refreshments out

 FORMCHECKBOX 
Folders, materials and workbooks ready

 FORMCHECKBOX 
Registration folder ready

Night After Day One of Class:








 FORMCHECKBOX 
Purchase more refreshments if needed
 FORMCHECKBOX 
Tidy classroom for next day

 FORMCHECKBOX 
Print certificates




 FORMCHECKBOX 
Review “To Do List” from Day One

Day After Class:










 FORMCHECKBOX 
Send e-mail to all participants:

 FORMCHECKBOX 
“Thank You” for attending

 FORMCHECKBOX 
Ask if there are any unusual reactions

 FORMCHECKBOX 
Inform about other upcoming classes related to crisis response

 FORMCHECKBOX 
Inform about upcoming projects related to crisis response

 FORMCHECKBOX 
Copy course evaluations and mail to instructor
To Do List from Day 1
 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 














 FORMCHECKBOX 
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