Check List of Any Course

Course Title: 




Course Dates:
Venue: 

PLEASE NOTE DEADLINE DATES WHERE INDICATED
THE FIRST FEW STEPS
· Work out aims and objectives (or Intending Learning Outcomes) for the course

· Number of Participants

· Book Venue (dates, rough numbers of delegates, accommodation, meals, refreshments, break out rooms)
DESIGN STAGE ONE
· Design a program, fact sheet and topics list based on the A&Os

· Determine Speakers (invite, brief via fact sheet, determine fees, ask them to design their bit, prepare handouts)
· Finalise the program and timings
· Order materials  (stationary, flip chart, pens etc)
· Bring other equipment (laptops, projector etc)
· Prepare Handouts

· Handouts Printed

· Prepare Presentation Aids

· Prepare Certificates

· Market the course (design flyer, programme on 2 sides of A4, work out course fee, residential or not?)
· Book participants in (and their accommodation, meals  if appropriate)
· Distribute programme, directions, pre-course materials to participants
· Any special participants’ needs?
· Purchase consumable items – name tags, stationary, flip charts etc
· Now Double Check everything again.

