	Figley Institute

Contract Course Checklist

	Item
	Source
	Complete

	Contract
	Staff/Host
	

	Course Registration List
	Host
	

	Course Workbook
	KRF/CRF & Instructor
	

	Visuals
	KRF/CRF & Instructor
	

	Evaluations
	Host
	

	Evaluation Summary
	Host/Staff
	

	Work Product (Test/Report)
	Participants via Instructor
	

	Copy of Signed FI Certificates
	Staff
	

	GCAT Membership Transmittal
	Staff
	

	Receipts/Travel
	Instructor
	

	Travel Reimbursement from Host
	Staff
	

	Travel Reimbursement to Instructors
	Staff
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


