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Los Angeles, Ventura & Santa Barbara Counties
Small Business Development Center Network

CONFERENCE/ TRAINING EVENT CHECKLIST


	Course Name:
	

	Date:
	

	Location:
	

	Instructor Name:
	


	Items Checklist:
	Completed:

	Comments: 



	*Course Outline/ Copy of Instructor Presentation
	
	

	*Course Handouts/ Agenda
	
	

	*Marketing Materials
	
	

	Instructor’s Paperwork/ Timesheets, etc.
	
	

	* “Sign- in” sheet signed by all participants
	
	

	Service Collection Sheet/Payment Form
	
	

	*Completed Evaluation Forms
	
	

	*Management Training Report- Form 888
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