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Training Logistics Checklist

Name of Course:

Training Date:

Materials Shipment Date:

	Before Training:


	Due Date
	Completed
	Notes

	
	
	Yes
	No
	

	Reserve training room

	
	
	
	

	Develop or modify sample agenda in toolkit 


	
	
	
	

	Develop student contact information list


	
	
	
	

	Distribute pre-training materials to students
( Agenda

( Information for Students document

( Pre-Assessment


	
	
	
	

	Compile pre-assessment results 


	
	
	
	

	Develop or modify student materials in toolkit

	
	
	
	

	Develop or modify sample evaluation form in toolkit

	
	
	
	

	Gather Supplies 


( Name badges/tents


( Pens/pencils

( Laptops (for students who cannot bring one)

( Extra surge protectors

( Poster paper/markers


( Projector screen

( Notepads

( Online projector

( NEAT MHEA on USB stick

( Other 


	
	
	
	

	Reproduce course materials


( Agenda

( Student list

( Workshop Evaluation form 

( Student Materials

( Other 


	
	
	
	

	Check classroom room set up


	
	
	
	

	Check audiovisual equipment


	
	
	
	

	Put out student materials


	
	
	
	

	Load NEAT MHEA on laptops


	
	
	
	

	Update student list (delete no-shows, add late registrants)

Check that houses, tools, and equipment are available in sufficient supply for field activities


	
	
	
	

	During Training
	Due Date
	Completed
	Notes

	
	
	Yes
	No
	

	Update student list (delete no-shows, add late comers)


	
	
	
	

	Collect student evaluations


	
	
	
	

	Distribute certificates


	
	
	
	

	After Training
	Due Date
	Completed
	Notes

	
	
	Yes
	No
	

	Compile evaluation results


	
	
	
	

	Mail out certificates to late comers
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