Checklist for ASTD Monthly Meetings

	TO DO
	COMMENTS / CONCERNS
	DATE DONE

	Date identified:
	NOTE: This is a great place to record notes and save monthly for your (program director records)
	(

	TWO months (minimum) to SIX months (even 12) in ADVANCE

	Venue/site identified:
Confirmation again 3-4 wks prior with technical  or other specs discussed
	
	

	Speaker Identified and confirmed:
Every speaker will have different needs and questions but some things to consider for all…
· Can you tailor to training / developer /coach / designer audience?

· Can you make it interactive?

· Meet time parameters?

· Leave a bit of time for Qs?
Suggestion to directors – Be direct with speakers!  Don’t assume they know to be interactive  or anything else. 
==============================

Of course: identify speaker needs (logistical, projector, flip-chart, microphone….)
	
	

	Program Description on Website and calendar:  (See many/many examples on website and in files provided)
Consider getting suggestions or assistance from marketing director, but you are the principal contact, so first draft is programs.
Note: Always ask the speaker if they have promotional material.  Most will!

NOTE: Our virtual assistant, can be of great help here.  Janet will post copy to Wild Apricot on website and enter registration info, but it is the Director of Program responsibility to write copy and determine pricing (unless they delegate this). 
	
	

	Eight to Six Weeks in Advance of Event Start

	Create e-mail blast to be distributed:

· 8-12 weeks prior is best 
· 4-6 weeks (must send by now once per wk)

· 2 weeks ( twice a week best)
· 4 days and then day prior (if needed) 
Again, many, many examples in the files

Again, Up to the Program Director(s) to write copy and schedule for virtual assistant.
	
	

	
	
	

	TWO Weeks in Advance of Meeting 

	Approximate # of attendees?

Updated in real time on website…

	
	

	Caterer for event (at least 2 wks in advance)
See the orientation binder.  Don’t be afraid to experiment.  We’ve used pizza, supermarket catering depts., Mexican fusion, and upstarts.  If you have to save money, there are many take out options that are nice, but you will need volunteers or the time to handle food and drinks themselves.
	
	

	No later than ONE WEEK Prior to start of Event

	Caterer notified of number and menu
· Check for vegan /vegetarian
· Add a few extra (2? 3? 5? if you think there may be a lot of door action… (rare)
ASK or BEG caterer to label food?  Always a struggle.  As much labeling of food ingredients as possible with so much interest concern with meat, non-meat, gluten,  allergies…
	
	

	Add speakers and any other registrants or assistants to Wild Apricot list:  Why?  This will assure accurate meal count and ensure a name badge for each speaker / panelist as well as attendees.
	
	

	A Few days or at Least One Day Prior to Event

	Print name badges for meetings
Handled by Virtual Assistant.  BUT need to confirm with them and see if there are needs…  Don’t assume anything 1st time.
	
	

	Print registration list for meeting
Add any notes they may need and encourage or find networking volunteers to greet and make everyone feel spec
	
	

	Print handouts for meeting
· Speaker handouts if applicable and per the speaker.  Get them to bring them, if they want to, but since we don’t pay for presentation this is a service we offer.  (3-4 pages max usually)
· Agenda – Some folks always ASK for Agenda.  We often do a mini agenda (four per page – like the evaluation) 
Marketing or promo sheet for future events (many, many examples in files)


	
	

	· Gift - Always give the speaker a $50 or so gift certificate, if we don’t pay them.

	
	

	Day of the Event

	Monday Meetings are lunch meetings!  

TIME of EVENT:

11:30 to 1:00 PM (pretty firm times!  Registration and lunch 11:30 to 12:00, announcements start by 11:50 if possible, Presentation is 12-1:00 with hard stop at 1PM so folks can get back to work)
Tuesday Meetings are evening meetings!

5:30 to 7:00 or 7:30 (up to you, if you need extra time) Be sure to announce the time of end is 7:30 and should have on an AGENDA.  The end time is sensitive for folks.  5:30 to 6:00 registration and meal, 6:00 is announcements and start of the program.  7:00 or 7:30 is the end of the program.

	· Giveaways Most often we do a drawing for 1-3 books or gift-cards at end of event.  Check on what is available and someone can make big order periodically
	
	

	Division of Responsibility at the start of the Event

· Usually President or his/her designate will do a welcome 

· Someone to kick off event, make announcements, other stuff as needed (program person do it or find someone else to do it, or ask the 
President or his/her designate to do it)

This is often the time we ask for:

Are there new members here?

First time attendees?

Ask – Would you like to introduce yourselves?  Tell us anything about you?

Ask – Room in general – Any announcements for the good of the group?  Jobs, news, etc?

NOTE: Should also recognize board members in attendance at event, anyone who was a particular help or volunteer for event and always – Thanks to the registration team ask them to come it – if possible

· Distribute handouts, have someone speak to handouts (agenda, coming events, materials from sponsor, evaluations, etc.)

· Introduction of the Speaker  
Again responsibility of Program person to do it or find someone to do it.  Should coordinate with speaker to see how much or little they wish you to say about them
	
	

	Petty change - $60 for registration (another thing to make sure the registration team has ready, if needed)  Janet?  Additions?
	
	


CONTINUED on NEXT PAGE – Post Event Activities
	Post-Event or After the Event

	· Collect completed evaluations and summarize data 
	
	

	· Obtain final # of  attendees from registration
	
	

	· Send evaluation summary to ASTD Board

ASTD Board Meeting are USUALLY the Last Monday of the Month (at least one week after the monthly meeting)
	
	

	· Don’t forget the receipts and your fiscal responsibility.  We ask that you do this within 10 working days of the event.
Send a summary of spending to the Finance Director and the Virtual Assistant

Package a set of ACTUAL receipts for the ASTD Virtual Assistant, who will file for tax records.

There is an e-format example on file and in the orientation binder.


	
	

	· Complete your Program Report – Do a monthly Revenue vs Expenses  Data sheet / May need to coordinate with Janet or Finance, but this can be a very simple accounting of the monthly event. You can get a thumb nail idea of revenue from Wild Apricot and you will know the expenses, because you spent the money.  Send to ASTD Board for the monthly board meeting…
	
	


General Rules for Scheduling Events in Sacramento
Rule # 1 – Try to alternate daytime and evening events.  We plan a lunch event one month, followed by an evening event the next month.  Exceptions – of course.  This is simply the general rule.  If a speaker is available only evenings and it is time for a daytime event, then up to you as program director.

Rule # 2 – Almost Always the 3rd or 4th week of the month.  

· (Note: 3rd week if a 4-week month or 4th week if a 5-week month)  

HINT – to make things easy, coordinate with President, but see if you can’t make the last Monday or Tuesday of every month for the Board Meeting.  The monthly event is almost always the week before the board meeting and allows for reporting out on the monthly event at every board meeting.  (Get this annual calendar done early, if only in draft form) .  

· Are there exceptions?  Yes.  Up to you.  If you can only get a speaker for second week of month, then go for it!  Remember, you will need to start marketing earlier then.  (
Rule # 3 – A) Monday Meetings are lunch meetings!  

Why? – Experience tells us that Mondays or Fridays are ONLY days of the week that most of our trainers are available.  T-Th are Training Days! 

 TIME of EVENT: 11:30 to 1:00 PM (pretty firm time!  Registration and lunch 11:30 to 12:00, announcements start by 11:50 if possible, Presentation is 12-1:00 with hard stop at 1PM so folks can get back to work.
Rule # 3 – B) Tuesday Meetings are evening meetings!
Why – Experience tells us that T-Th are Training Days and trainers only available in evenings!

TIME of EVENT: 5:30 to 7:00 or 7:30 (up to you, if you need extra time). Be sure to announce the end time is 7:30 and show it on an AGENDA.  The end time is sensitive for folks.  5:30 to 6:00 registration and meal, 6:00 is announcements and start of the program.  7:00 or 7:30 is the end of the program.
Exceptions to the Rule: 
We were successful in 2013, using the following two additional scheduling ideas.

1) Friday mornings for 3-3.5 hour events.  We were successful doing a long speaker and panel event on a Friday morning in June in 2013.  The event was sold out and held 9-12.  

Lesson: If you have a great event but need more time that you can get from a regular Monday or Tuesday event, consider a Friday morning.  Probably shouldn’t happen often, but Friday morning is probably a time folks are ready to get away from the office, especially if the long event offers something of exceptional or unique value.

2) Remember the Super-Session Model (Thursday evening followed by All-Day Friday)

a. The Super session was a full day Friday event (big speaker or big name and full day workshop).  In 2013, this was Ruth Clark and the Science of E-learning.

b. The Regular monthly meeting (normally a Monday noon or Tuesday evening event was moved to Thursday evening).  Why?  The full-day special event speaker did an evening event as well.  Ruth did this for nothing, as we compensated her well for the daytime event the next day.  What else?  The evening event served two audiences: 1) those folks who didn’t have the time, money or inclination to attend an all-day event and 2) those who couldn’t get enough of Ruth Clark. (Note: we DID have a slightly different but related topic on Thursday evening)
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