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This notebook contains hard copies of all the material on the “Immediate Institute” disk.





1.	Introduction: Biblical foundations for starting a school, an introduction to Harvestime, the strategy of reproduction,  and strategic steps to establish an Institute. 





2.	Foundational Documents: This file provides guidelines for formulating foundational documents, a doctrinal statement, and a statement of purpose for your school.





3.	Budget and finances: This file provides a sample school budget and guidelines for financial integrity.





4.	Organizational Chart: This file provides suggested administrative positions and responsibilities for the school.  You may add or delete positions as deemed necessary for your own school.





5.	Curriculum: Introduction to Harvestime curriculum, course listing,  and course order form.





6.	Faculty Handbook: A model handbook for faculty members, ready to personalize by adding or deleting information relevant to your own school.





7.	Student Handbook: A model handbook for students, ready to personalize by adding or deleting information relevant to your own school.





8.	Examinations:  Examinations for Harvestime International Institute courses.





9.	Exam Answer Sheet: Standard blank answer sheet for taking exams.





10.	Examination Answer Keys: Answer keys for all courses.





11.	Library Manual: This manual provides basic guidelines for establishing a college library.





12.	Publicity: This file provides sample brochures, news releases, radio or television ads, bulletin inserts, posters, flyers, invitational letters, and ideas for promoting your school.





13.	Forms: Standard forms ready for personalization, including forms for a student data base to record grades, transcripts, etc.





14.	Correspondence: Standard letters ready for personalizing for your own school.





15.	Student Ministries Handbook: To prepare your students for student mission assignments.





16.	Course syllabi: Simple outlines to get you started in developing your own syllabi for courses.





