CLASS COMMITTEE PLANNING PROCEDURES
(Duplicate for the ALL Office)


Name of Class: _______________________________________________________________________________________

Name of Class Presenter: ___________________________________________________________________________
Contact person name: ___________________________________________Email: ____________________________
	   Home phone:  ___________________________________   Cell phone: ____________________________
Day/date of class(es): _______________________________________________________________________________
Time of class(es): ____________________________________________________________________________________

Classroom location: __________________________________________________________________________________

Check availability of rooms and have office reserve the room ___________________________________

Determine cost and set dates for registration _____________________________________________________     

Office sends contract to confirm _________________________   Date of signed confirmation ________

Parking permit for presenter (Vanessa) ___________________________________________________________   

Create flyer; include registration deadline dates for members and guests ____________________   

Send final flyer to Merrilee Unrath (for final review and distribution to Vanessa & Jarlene for publication in print and on ALL website)______________________________________________________

Date of mailing ______________________________________________________________________________________

Prepare Event Report and send to office and treasurer _________________________________________   


For class: Equipment needed ______________________________________________________________________   
                   Volunteers to take attendance __________________________________________________________
	      Technician needed? ______________________________________________________________________   


Send thank you note to presenter _________________________________________________________________   

Additional information _____________________________________________________________________________
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