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Spring Timeline Schedule 
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March 
(5-CLASS SCHEDULE) 
 
Prepare Ahead… 
 Build classes to capacity by phone-network 
 Mail “Sorry We Missed You” letters if necessary 
For Your Business... 
 Send March Press Release to local papers 
 Order certificates holders for BMT awards 
 Letter to Board re:  Parents’ reception and confirm their attendance 
 Get overhead projector for Spring Ball Dinner 
 Review dinner packet and supply serves with instructions 
 Print student Graduation Certificates 
 Spring Ball 
 Parent’s Reception (just following the Ball). 
 Present BMT awards at school assemblies and remind press. 
 File taxes 
 Send Thank you notes to outgoing Advisory Board 
For NLJC Corporate…. 
 Send royalty report and student registration lists to corporate office postmarked by the 10th of the 

month 
 

April 
(5-CLASS SCHEDULE) 
 
Prepare Ahead . . .  
 Build classes to capacity by phone-network 
 Mail “Sorry We Missed You” letters if needed 
 
For Your Business 
 Send April press release to local newspapers. 
 Pay quarterly taxes. 
 Mail End of Year Statements to Corporate Office.  
 Send Royalty Report and Student Registration lists to Corporate Office 
 Submit Spring Ball photos to NLJC for website and media 
 
For NLJC Corporate…. 
 Send royalty report and student registration lists to corporate office postmarked by the 10th of the 

month 
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May 
Prepare Ahead . . . 

 Build classes to capacity by phone-network 

 Mail “Sorry We Missed You” letters if needed 

 

For NLJC Corporate . . . 

 Send Royalty Report and Student Registration lists to Corporate Office 

 Mail End of Year Statements by June 1st 

 

Spring Timeline Schedule, continued 
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2015-2016 Cotillion Season Jump-Start List 


