
 

 

Instructor Dates and Deadlines Checklist 
 
 
 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

 
 

Questions? Visit the KSS Instructor Website or email Jessica Donnelly (jdonnelly@kipp.org). 

Registration Closes 
 
 

Review your Attendee # & Assigned Room Set (An email will be sent to you) 
Print and Ship your Materials for KSS (Directions and information will be sent in July) 

 

Check into Instructor Services & Pick Up Packages/Printed Materials 
 

Deadline for Securing Travel & Hotel  
Please Note: Instructors will be reimbursed for 1 night of hotel per session and flights up to $400 
 

Contract, Instructor Bio & Session Descriptions Due  
(Email contracts to Eliana Ditren: editren@kipp.org) 
(Instructor bio, session descriptions, and session needs submitted via online form) 
 

Registration Opens!  
 

Session Plans Due (Email to kssprogramming@kipp.org)  
Review your AV Needs & Preferred Room Set (An email will be sent in early June) 
 

Deadline for Submitting Reimbursements  
(Email completed form and receipts as single PDF to invoice@kipp.anybill.com cc: editren@kipp.org) 
 

Deadline for Shipping to Arrive in Houston  
INSTRUCTOR SERVICES/ (Your Name) 
c/p Shephard Exposition Services 
10001 Fannin Street 
Houston, TX 77045 

http://www.kipp.org/kipp-school-summit-instructor-website/
mailto:editren@kipp.org
https://www.surveymonkey.com/r/Q8S9S82
mailto:kssprogramming@kipp.org
mailto:invoice@kipp.anybill.com

