Course Coordinator Checklist


Before the first class:

· Call the instructor to see if there is anything you can do to help prepare

· Collect Checks

· Begin class roster 

· Order the appropriate course materials.  See the course coordination page for your specific class for details on where to order the course materials.  Request the bill be made to the Indy ASQ section.

After the first class:

· Order any additional primers as needed

· Finish class roster

· Send the class list to the education chairman

Before the last class:

· Get certificates from education chairman

· Download and print course evaluation forms

After the last class:

· Download Indy ASQ check request form 

· Fill out one check request form for the course primers

· Fill out one check request form for the instructor pay @ $30 per hour

· Fill out one check request form any personal expenses

· Attach receipts and checks to the appropriate check request forms and send to the Indianapolis section Treasurer

· Send class evaluations to the education chairman
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