Training Manual Checklist
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 Done
	Items to include

	
	Front cover and spine



	
	Tabs



	
	Brief biography and learning objectives for each speaker

· List speaker names



	
	List of contact information for attendees, speakers, and central office staff

Note: some individuals may not wish to disclose some or all of their contact information.



	
	Agenda



	
	Evaluation forms



	
	CME and/or CEU credit forms



	
	Sign-in sheet



	
	Name tags
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 Done
	Items to include

	
	Additional materials

· List materials
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