Workshops & Seminars Procedure
· Select topic/member need to be addressed

· Select speaker/trainer

· Select date, time, duration

· Select location

· Confirm cancellation date if low attendance

· Determine costs

· Facility

· AV needs

· Supplies (flip charts, markers, etc.)

· Food

· Speaker/trainer fee

· Materials for attendees

· Determine price

· Include profit for association

· Possible discount for multiple people from one company

· Upcharge for non-members

· Upcharge if registration after a certain date

· Seek event sponsors to defray costs

· Promotion

· Get speaker/trainer to prepare the content to entice attendance

· Prepare flier/registration form

· Include registration deadline

· Include date after which no refunds

· Include payment information

· Include directions to facility if needed

· Promo channels

· Association newsletter

· Broadcast emails to members

· Fliers at member meetings

· Logistics

· Book facility, audio/visual needs

· Arrange food

· Arrange supplies (flip charts, markers, etc.)

· Process registrations, fees

· Send registration confirmations

· Print name badges

· Print feedback forms

· After the event

· Analyze feedback to make improvements

· Pay related bills

· Prepare event income/expense statement to determine profitability

