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September 
(5-CLASS SCHEDULE) 

 
 Send Royalty Report & Student Registration 

Lists to Corporate Office postmarked by the 
10th 

 Send September Press Release to the local 
papers. 

 Pay quarterly taxes. 
 Start classes. 
 Buy favors and prizes for first class. 
 Write down names of parents for potential 

board members. 
 

(September - November) 
 Book sports figure to speak at Spring Ball. 
 Mail Chaperone reminder cards.  
 

October 
(5-CLASS SCHEDULE) 

 

 Send October press release to local papers. 
 Buy favors and prizes for second class. 
 Give students Ten Best Mannered People List. 

(to be turned in at next class) 
 Send Royalty Report and Student Registration 

lists to Corporate Office postmarked by the 
10th. 

 Order Holly/Winter Ball reminder cards to 
distribute at November class.  

 Order favors and prizes for Holly/Winter 
Ball— allow 3 weeks.  

 Holly/Winter Ball Dance Cards (color and tie)
—  allow 2 weeks.  

 Mail chaperone and assistant reminder cards. 
 Book facility for a board Tea in January.  

  

 

November 
(5-CLASS SCHEDULE) 

 

 Send November press release to local papers. 
 Mail chaperone instructions for Holly/Winter 

Ball. 
 Buy favors and prizes for third classes. 
 Collect student lists of the Ten Best Mannered 

People and send to Corporate Office. 
 Send Director’s list of Ten Best Mannered 

People and send to Corporate Office.  
 Send Royalty Report and Student Registration 

Lists to Corporate Office. 
 Line up Holly/Winter Ball florist. 
 Buy Holly/Winter Ball prizes for contest 

winner(s).  
 Mail Chaperone and assistant reminder cards.  


