PRE-COURSE CHECK LIST        (for designing any course)

Course Title




Course Dates





DEADLINE DATE

· Number of Participants

· Book Venue

· Request Nominations

· Invite Speakers

· Design topic list

· Prepare Session Notes

· Design Program

· Write Fact Sheet

· Book/Order Equipment

· Book/Order Materials

· Prepare Handouts

· Handouts Printed

· Prepare Presentation Aids

· Prepare Certificates

· Book transport (speakers)

· Book transport (participants)

· Check nominations

· Book accomodation

· Advise Supervisors

· Confirm Speakers

· Confirm participants

· Distribute fact sheet

· Distribute pre-course materials

· Organise participants needs

· Confirm accomodation

· Purchase consumable items

· Organise tea/coffee etc

· Organise meals

· Invitations to management

· Pickup films, video’s etc

· Prepare name tags

· Check stationary

· Other

· Other

· Other

· Other

· Now Double Check everything again.































