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June 
(5-CLASS SCHEDULE) 

 
 Prepare Ahead . . .  

 Build classes to capacity by phone-network; concentrate 
on getting equal numbers of boys and girls. 

 Color and tie all dance cards for upcoming season 

 Address all Spring Ball envelopes for upcoming season 
 
 For Your Business 

 Send June press release to local newspapers. 

 Pay quarterly taxes. 
 
 For NLJC Corporate…. 
 Send royalty report and student registration lists to 

corporate office postmarked by the 10th of the month 
 

July 
(5-CLASS SCHEDULE) 

 Prepare Ahead . . .  

 Build classes to capacity by phone-network; concentrate 
on getting equal numbers of boys and girls. 

 Send confirmation letters to all facilities with dates and 
specifications of needs for classes/balls 

 Prepare media envelopes for each newspaper for all 12 
months 

 Type all press releases on computer and leave blanks for 
pertinent information 

 Prepare all props for balls 

 Check stationery supplies 

 Prepare billing statements for 9/1 to 12/1 

 Purchase booklets 

 Ensure an equal number of boys and girls in all classes. 
 
 For Your Business 

 Send July press release to local newspapers. 
 
 For NLJC Corporate…. 
 Send royalty report and student registration lists to 

corporate office postmarked by the 10th of the month 

 

 

August 
(5-CLASS SCHEDULE) 

 
 Prepare Ahead . . .  

 Build classes to capacity by phone-network 

 Send chaperone list to parents with schedule and 
statement (note any schedule changes) 

 Hold Student Assistant training class 

 Write note cards for teaching or update old ones with 
changes 

 Download name tag template from website, make name 
tags (Standards Manual 20), and send sample to 
Corporate Office 

 Mail Chaperone and Assistant Reminder Cards (Standards 
Manual 19) 

 
 For Your Business 

 Send August press release to local newspapers. 

 Have Reminder Cards printed and mailed for Class #1 

 Send out Acceptance Cards 
 
 For NLJC Corporate…. 
 Send royalty report and student registration lists to 

corporate office postmarked by the 10th of the month 


