Action Plan for Sponsors
Setting up your CRS Two-Day Classroom Course
This action plan identifies the steps involved in submitting a CRS Two-Day Classroom Course to the 

Council of Residential Specialists for approval. 
· Choose three different dates to hold your CRS Two-Day Classroom Course.
· Select a Service Package to meet your budget and staffing needs.  Please see Service Packages and Sponsor Fees.
· What are the budget requirements you have?  
· Review the CRS Course Catalog to determine which course you would like to sponsor. 
· For a list of courses you sponsored in the past, please contact the Education Program Coordinator.
· The Council strongly recommends that you submit your CRS Course Sponsor Licensing Agreement at least four months in advance. This will give you sufficient time to market your course and ensure success.
· Check the list of Instructors that are certified to teach the course you selected and decide which Instructor you would like to work with.

· You may want to choose two or three different Instructors who you would like to work with, in case your first choice is not available.

· Review the Course Schedule to make sure that another nearby organization is not sponsoring a CRS Two-Day Course within a close date or location proximity to your course. Please see the Course Schedule Checklist. 

· The CRS accepted standard is 100 miles or two months between the presentation of any CRS Two-Day Course in order to prevent over-saturation in a particular area.
· Contact your selected Instructor and discuss dates, compensation and other terms relevant to your course. Please see Discussion Points for Instructor Agreement. 
· It is strongly recommended that you do not sign or enter into a contractual agreement with the Instructor until you have received written approval of your course from CRS.
· Complete the CRS Course Sponsor Licensing Agreement.  You will need to provide your dates, Instructor, course selection, location, and your service level: Standard, Enhanced or Comprehensive.
· Send your CRS Course Sponsor Licensing Agreement to CRS, attention Education Program Coordinator, with your $250 processing fee.

· The processing fee is refundable only if your course is not approved by the Council.  

· The Education Program Coordinator or another CRS employee will contact you via e-mail within five business days to let you know whether or not your course was approved.
· Contact your Instructor to finalize your agreement with him or her upon course approval by the Council.

