Training Logistics
PHA NAME

SHIPPING ADDRESS

TRAINER 1 Cell: 
TRAINER 2 Cell: 
PROPERTY MANAGER Cell:
Caterer:
Caterer’s Number:

At Least One Week Before Training
Project Coordinator
· Confirm attendance list with property manager
· Send travel recommendations to trainers
· Hotel:
· Airport(s):
· Ground transportation:
· Training site address: 
· Send background information to trainers
· Documents received about pest control, housekeeping standards, etc.
· Completed IPM questionnaire 
· Arrange for food
· Food delivery address: 
· On-site contact person’s number: 
· # of people attending:
· Buy:
· Chips
· Soda
· Juice
· Fruit
· Cookies
· Plates
· Napkins
· Cutlery
· Breakfast: 
Pick up at:
· Include cream, sugar, utensils, napkins, cups, and plates (if not purchased already)
· 2 coffee totes
· Donuts
· Lunch: 
· 11:30 am delivery to the training location. 
· Include condiments, utensils, napkins, cups, and plates (if not already purchased)
· Sandwich platters
· Determine who is bringing
· Computer: 
· Projector: 
· Speakers: 
· Mail or bring the following items:
· Binders
· Exams
· Course evaluations
· Course completion certificates
· 1 sign in sheet
· Photo waiver forms
· Asthma Regional Council IPM DVD
· Masking tape 
· Poster paper 
· Markers 
· Pens
· Name tags (sticker kind)
· Gifts (snap traps, monitors, flashlights)
· Resident IPM Kits (1 put together and supplies for 49 more)
· Tenant’s Role in IPM DVD 
· Speakers (if needed)
· Projector (if needed)
· Instructions for return shipping (if needed)

Trainers
· Make transportation and lodging reservations
· Receive and review background documents
· Review IPM in Multifamily Housing Training
· Pack show and tell items

Day before Training
Project Coordinator
· Call caterer to confirm order and pay for the food. Include tip.

Trainers
· Visit housing authority to see/set up the training room
· Visit the 2 vacant units that will be used for the demonstration and place 6 monitors in each
· Walk around the exterior of the building to plan for the exterior demonstration
· Meeting time: 
· Meeting address: 
· PHA Contact: 

Day of Training
Trainers
· Get zero-balance receipt for hotel
· Run the training day
· Clean up the training space after the training is complete
· Make sure the property manager at the PHA has all the materials that need to be shipped back
· Get the completed sign-in sheet, photo release forms, exams, zero-balance catering receipts, and course evaluations for the project coordinator

Within One Week After Training
Project Coordinator
· Follow up with the Property Manager to discuss initial implementation ideas and set up a monthly call-in day
· Follow up with Trainers to see how the training went and their suggestions for implementation recommendations
· Scan sign-in sheet, photo release forms exams, and course evaluations
· Send course evaluation .pdf to trainers
· Call property manager to orchestrate the return shipment
· Receive returned materials
· Receive and process trainer reimbursements

Trainers
· Submit travel reimbursement form and receipts for hotel and transportation for reimbursement
· Invoice for time

Property Manager
· Ship leftover materials
· Markers
· Masking tape (if a considerable amount is left)
· Speakers
· Projector
· ARC DVD
· Make a plan for IPM implementation
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