Liaison Worksheet and Checklist
Contact Potential Instructor
	
	☐   Explore a range of topics, titles and ideas for a course with the potential instructor
		When general topic is decided upon…
	
	☐    Confirm Topic, Title, number of sessions

	☐    Instructors preferred times for class: day of week, time of day, dates & months – 			(please provide more than 1 or 2)

	☐   Proposed location – on or off campus?

	☐   Contact info: Instructors email, telephone, cell, mailing address, etc. Send this info to 			our administrator.

	☐   Your contact info for instructor:  cell and/or phone, and email address 

	☐   Course description - brief – prefer no more than 5-6 sentences for catalog

	 ☐   Instructor Bio – also brief – prefer 4-5 sentences for catalog

	☐   Handouts (none preferred) – minimum of one week lead time for copying, 
		OR we can send small files to our website 

	☐   Confirm with instructor the dates/times /number of sessions of course, when catalog is 		completed

	☐   Video needs – prefer Powerpoint on a flash drive for on campus classroom computers

	☐   Honoraria - $75/session, regardless of the length. Forms required for payments (unless 		done previously)

	☐ NOTE! IF a course or event has a “per person” admission fee, the recipient must decide 		(during course definition), whether to accept $75/event OR the admission fee for 		reimbursement – NOT both! 

	☐   Contact Instructor one week prior to first class session, to resolve any issues. Also
		confirm time, place and numbers of sessions. Also contact in person/phone and 			email the instructor to confirm classroom, time and dates – especially if changed.

	☐ Also remind the Administrative Ass’t. to notify all class attendees if there are any 			room, time or day changes  to the course.

	☐ Ensure a notice of any room change has been posted on the original classroom door 			just prior to the first class being held

	☐ Collect the attendance sheet from Amy prior to first class session – bring to class

	☐  Compose a Thank You note on Academy Notecards following final class session
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