List of Activities for a New Public Class
Presentations
Prepare presentation: _________________________________________________________
Put PDFs and USB materials in dropbox
Create 1-up PDFs and put on iPad
Confirm Laura ordered PDFs
Course Materials
Confirm Lisa prepared, shipped and confirmed receipt of materials 
Give PDFs to client
Travel
Book flight
Book hotel and rental car
Web updates
Have Lisa list class on our various websites
Promotion
Ask Lisa to find a local user group or two
Offer a free seat to a local user group(s)
Send an initial announce to local groups
Send an announcement to local groups 2 weeks before end of early pricing
Send an announcement to local groups 2 weeks before class starts
Reminders
Make sure Lisa is scheduled to send reminders the week before class
After class
Give Lisa names and emails so she can send letters of participation, PDU info

