SPECIALTY CONFERENCE MODEL
LOCAL SECTION, COMMITTEE SPONSOR – VOLUNTEERS AND STAFF RESPONSIBILITIES

	COMMITTEE  SPONSOR – VOLUNTEERS RESPONSIBILITIES
	TIMING

	
	

	1. Determine topic and possible speakers
	12 weeks prior

	2. Contact TCC Chair  to discuss locations and provide guidance based on past conferences
	12 weeks prior

	3. Work with TCC to identify and contact a Local Section that may have the optimal audience and location for the training topic to discuss locations and dates
	10-12 weeks prior

	4. Determine speakers and line up based on dates available at meeting site
	10-12 weeks prior

	5. Develop budget (using template and historical data), submit to TCC Chair & CWEA staff for Operations Committee review and approval (meet first week of each month)
	10-12 weeks prior

	6. Develop agenda including speakers that have been lined up 
	10-12 weeks prior

	7. Work with staff on the marketing piece drafts and final versions
	8-10 weeks prior

	8. Confirm speakers
	8 weeks and 2 weeks prior

	9. Serve as moderators at each training location
	Day of event

	10. Assist Local Section as needed with on-site registration, food & beverage and audio visual needs
	Ongoing

	11. Provide wrap up report and any areas of improvement
	Within two weeks of event


	LOCAL SECTION SPONSOR – VOLUNTEERS RESPONSIBILITIES
	TIMING

	1. Find a location, preferably without cost, to accommodate up to 120 attendees, classroom style
	10-12 weeks prior

	2. Arrange for food to be delivered to site – coffee a.m. and lunch – sandwiches, bbq, hot  etc., using budgeted amount
	8-10 weeks prior

	3. Work with standing committees as needed on location, additional local speakers, etc.
	8-10 weeks prior

	4. Advise staff of location address, insurance requirements, costs for facility and meals 
	8-10 weeks prior

	5. Arrange for audio visual equipment, preferably without cost, or rent through A-V company
	6-8 weeks prior

	6. On-site registration, using pre-registration lists provided by staff
	Day of event

	7. Turn-over funds and records to staff by deadline
	Within one week of event


	STAFF RESPONSIBILITIES
	TIMING

	1. Provide guidance with TCC chair on topics, locations and timing (vs. CWEA calendar of events)
	12 weeks prior

	2. Prepare flyer, using information provided by Local Section volunteers
	8-10 weeks prior

	3. If necessary, handle contracts for facilities, meals, A-V, speakers
	8-10 weeks prior

	4. Prepare web advertising and on-line registration form
	8 weeks prior

	5. Mail flyer to member list (without emails) and send out e-blasts monthly
	8 weeks prior

	6. Process all pre-registration
	Ongoing 

	7. Process all funds, complete accounting
	Ongoing

	8. Handle all questions
	Ongoing

	9. Prepare badges, registration materials, mail to Local Section Volunteers
	1 week prior

	10. Receive and process funds and records from on-site
	Within one week after event

	11. Process payments, including payment to Local Section sponsor, $1,200 per day
	Within 30 days of event

	12. Complete financial report
	Within 60 days of event
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