	Seminar Presentation Checklist

	Qty
	Packaged
	

	
	
	Luncheon Presentation Materials

	
	
	Lender Packets

	
	
	Welcome and Introductory Letter

	
	
	Promissory Note

	
	
	Accredited Investor Form

	
	
	Your Business Card

	
	
	Credibility Kit

	
	
	IRA Packets

	
	
	Slide Presentation CDs

	
	
	Pens

	
	
	Notebooks

	
	
	

	Event Checklist

	Requested
	Confirmed
	

	
	
	Contact Event Location and Schedule Event (4 – 6 weeks prior)

	
	
	LCD projector

	
	
	Screen

	
	
	Lunch menu

	
	
	Seating Arrangements (see seating chart)

	
	
	Contact Mailing List Company

	
	
	Mail postcards (3-4 weeks prior)

	
	
	Manage reservations (check answering machine daily)

	
	
	Confirmations

	
	
	E-mails – 1 week prior

	
	
	E-mails – 3 days prior

	
	
	Emails – 1 day prior

	
	
	Phone calls – 1 day prior

	
	
	Emails – day of

	
	
	Phone calls – day of


