Seminar Checklist

	Dates


	Oct. 30, 2015

	TITLE
	Essential Functions for The Clinical Educator ~ A Contemporary View

	Sponsor


	OH/KY CONSORTIUM

	Rooms reserved/confirmed


	Amy

	CEU Process 


	Deb

	Speaker(s)/Description

	Amy   provides: Amy Both, Julie  Crompton, & Corey Overmyer

Deb provides Deborah George, Susan Hartman, & Jean Weaver

	Speaker travel/housing


	N/A

	Course objectives/Outline

	Each speaker gives  2; Jean & Deb work together

	References & Cases

	Each speaker gives  2 references AND develops own  case; Jean & Deb work together

	Course Schedule


	DONE

	Forms completed: 

1. Attendance 

2. Evaluation

3. Certificate
	Obtain from online - Deb

	Equipment/ materials


	Amy

	Snack/ lunch ordered, estimate count given (10 days)
	Amy

	Final count for snack/ lunch (2 days)
	Amy

	Brochures completed & share with consortia  members
	Deb

	Email Blast/Other PR 

	???

	Name tags/Folders

	Jean

	Confirmation letters/ parking permits
	Jean

	Set up of Registration table/ equipment/ materials
	Amy


Developed by Deb George;6-14-15
