SAMPLE
CHECKLIST FOR WORK-BASED LEARNING
TRAINING SPONSOR APPRECIATION ACTIVITY

	Responsibility
	Date
Completed
	
	Name of
Student
	Student Record of Finances

	
	
	
	
	Total Amount Due
	Partial Payment (Date/Amount)
	Total Paid (Date/Amount)

	Type of activity
	
	
	1.
	
	
	

	
	
	
	2.
	
	
	

	Date of activity
	
	
	3.
	
	
	

	
	
	
	4.
	
	
	

	Location and time
	
	
	5.
	
	
	

	Arrangements made (menu, physical arrangements, program)
	
	
	6.
	
	
	

	
	
	
	7.
	
	
	

	
	
	
	8.
	
	
	

	Invitations ordered
	
	
	9.
	
	
	

	Guest list for students, training sponsors, and special guests prepared
	
	
	10.
	
	
	

	
	
	
	11.
	
	
	

	
	
	
	12.
	
	
	

	Invitations mailed
	
	
	13.
	
	
	

	Table and room decorations ordered
	
	
	14.
	
	
	

	
	
	
	15.
	
	
	

	Program, nametags, and place cards prepared
	
	
	16.
	
	
	

	
	
	
	17.
	
	
	

	
	
	
	18.
	
	
	

	Certificates prepared
	
	
	19.
	
	
	

	
	
	
	20.
	
	
	

	Student “Permission to Leave School” forms on file
	
	
	21.
	
	
	

	
	
	
	22.
	
	
	

	
	
	
	23.
	
	
	

	Facilities, arrangements, number attending (including self) confirmed
	
	
	24.
	
	
	

	
	
	
	25.
	
	
	

	
	
	
	26.
	
	
	

	
	
	
	27.
	
	
	

	Finances
	
	
	28.
	
	
	

	Program rehearsal
	
	
	29.
	
	
	

	Student rehearsal
	
	
	30.
	
	
	

	Transportation
	
	
	31.
	
	
	

	
	
	
	32.
	
	
	

	
	
	
	33.
	
	
	

	
	
	
	34.
	
	
	

	
	
	
	35.
	
	
	

	
	
	
	36.
	
	
	

	
	
	
	37.
	
	
	

	
	
	
	38.
	
	
	

	
	
	
	39.
	
	
	

	
	
	
	40.
	
	
	

	
	
	
	41.
	
	
	

	
	
	
	42.
	
	
	



CHECKLIST FOR WORK-BASED LEARNING
TRAINING SPONSOR APPRECIATION ACTIVITY
(continued)

	School Guests
	Attending
	Not
Attending
	Paid (Date/Amount)
(Optional)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Training Sponsors
	
	
	(Not Applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Special Guests
	
	
	(Optional)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



