Sample training prOgram checklist

TRAINING: 
DATE: 
LOCATION:   

	TASK
	PERSON(S)

RESPONSIBLE
	TASK BEGINS
	DATE DUE
	DATE DONE

	PRE-COURSE PREPARATION
	

	MARKETING
	

	Ensure proper paper is stocked in photocopy room; order more when necessary
	
	
	 
	

	Produce a draft of the flyer for this course
	
	

	
	

	Obtain marketing/mailing list from ALA
	
	6 months
	
	

	Photocopy, fold, label, and stamp brochures for mailing
	
	6 months
	
	

	FACULTY
	

	Invite faculty (initial contact)
	
	6-7 months
	
	

	Draft 1st faculty confirmation letters
	
	6 months
	
	

	Produce A/V fax-back form
	
	6 months
	
	

	Mail 1st faculty confirmation letters with the draft agenda, draft objectives, previous outline(s), and A/V fax-back form
	
	5-6 months
	
	

	Fax 2nd faculty letters with their final outlines, agenda, objectives, and directions to the conference center
	
	1+ weeks
	 
	

	REGISTRATION – PARTICIPANTS
	

	Enter participants into database
	
	As needed
	
	

	Draft participant confirmation letters
	
	4-5 months
	
	

	Send confirmation letters with directions to the conference center
	
	As needed
	
	

	Create name tags for participants, faculty and staff
	
	5 days
	
	

	Create sign-in sheets for registration 
	
	1 week
	 
	

	SYLLABUS
	

	Create file folders for course materials
	
	6 months
	
	

	Develop draft agenda and objectives
	
	6 months
	
	

	Place work order (perfect bound books), after approval of quote
	
	3 months
	
	

	Finalize agenda
	
	5 weeks
	
	


Distribution:

	<<list names>>
	
	
	
	
	


These individuals are proofers.  Please allow at least one (1) day per person for proofing 

	TASK
	PERSON(S)

RESPONSIBLE
	TASK BEGINS
	DATE DUE
	DATE DONE

	SYLLABUS (continued)
	

	Gather clean copies of reprints and outlines readily available 
	
	6 weeks
	
	

	Draft book cover for review, then finalize
	
	3 months
	
	

	Outlines, new reprints (also A/V and travel forms), slide files via email due at Training Center
	
	6 weeks
	
	

	Contact faculty and give drop-dead due date for changes 
	
	5+ weeks
	
	

	Word process syllabus (include cover page, Faculty List)
	
	4+ weeks
	
	

	Review syllabus content and edit
	
	4 weeks
	
	

	Handouts due at Training Center
	
	4 weeks
	
	

	Submit syllabus materials and pagination for printing
	
	3+ weeks
	
	

	1st proof returned (with original materials) to Training Center
	
	3 weeks
	
	

	Review syllabus proof and edit
	
	2+ weeks
	
	

	Resubmit revised and additional materials with proof for printing
	
	2 weeks
	
	

	2nd proof to Training Center
	
	1+ weeks
	
	

	Review and edit 2nd proof (if necessary)
	
	1+ weeks
	
	

	Return revised and additional materials for final printing
	
	1+ weeks
	
	

	Complete syllabi to be delivered to training site
	
	2 days
	
	

	SLIDES/VISUAL PRESENTATIONS
	

	Review slide content & colors. Format for prints, if necessary.
	
	2+ weeks
	
	

	All slides/PowerPoint presentations developed and ready to present
	
	2 weeks
	
	

	PORTFOLIO
	

	Check stock of brochures; order more if necessary
	
	2-3 months
	
	

	Produce evaluation forms, credit page, and pre- & post-tests
	
	2 months
	
	

	Copy materials & assemble portfolios
	
	2 weeks
	
	

	LOGISTICS
	

	Finalize contract with training site; provide a copy to TA
	
	4-5 months
	
	

	Determine needs from A/V fax-back forms 
	
	4 months
	
	

	Arrange A/V needs with training site
	
	4 months
	
	

	Order catering
	
	4-5 months
	
	

	Create signs (course name, registration, help desk, etc.)
	
	3 weeks
	
	


	TASK
	PERSON(S)

RESPONSIBLE
	TASK BEGINS
	DATE DUE
	DATE DONE

	LOGISTICS (continued)
	

	Call to confirm room arrangements, A/V, catering, outside signs, and all other logistics 
	
	2 days
	
	

	Assemble materials to be delivered to site (handouts, portfolios, name tags, registration sheets, signs, packing tape, laser pointers, signs, easels, etc.) to ship with FedEx?
	
	2 weeks
	
	

	STAFFING
	

	Assign task to each staff and create staffing instruction 

(if applicable)
	
	1 week
	
	

	POST-COURSE TASKS

	EVALUATION TOOLS
	

	Summarize evaluations, worksheets, and questionnaires. 
	
	2 days after
	
	

	Update participants’ course status & credit in database
	
	2+ week after
	 
	

	Create and send CEU certificates/certificates of participation
	
	4 weeks after
	 
	

	Prepare evaluation pages for individual faculty
	
	4 weeks after
	 
	

	Develop and mail out faculty thank-you letters with evaluation summary 
	
	5 weeks after
	 
	

	Route copy of evaluation summaries among the training team
	
	5 weeks after
	
	

	FOLLOW-UP
	

	F/U travel reimbursement with faculty and purchasing 

(if applicable)
	
	3 weeks after
	
	

	Disassemble syllabus originals
	
	3 weeks after
	
	

	File all documentation in course files 
	
	3 weeks after
	
	

	Update CNTC training file list of new CVs, reprints, and outlines
	
	3 weeks after
	
	


