PLANNING GUIDE FOR CRRA WORSHOPS

The attached information is provided to help in planning a workshop.  Please note that all workshop dates must be approved by the Board and should not fall within 6 weeks of the Annual Conference.  ARC is available to service as staffing for the workshops at a cost of $2,000 per workshop, or alternative staffing arrangements can be made by planning committee.

Process & Time Line

Technical Councils are asked to include target workshop topics in the annual workplan that should be adopted at the conference TC meeting or at the TC retreat following the conference.

Task









Time needed prior to workshop

1.
Identify workshop topics for following year


July-August, prior year

2.
Develop draft schedule for following year


August-September, prior year

3.
Form workshop steering committee



6-8 months

4.
Planning tasks






6 months

· Hire staff

· Develop agenda & speaker list

· Target locations

· Target audience

· Develop marketing strategy

5.
Submit Draft Budget





4-6 months

6.
Invite Speakers






4-6 months

7.
Confirm Location






2-3 months

8.
Hire caterers







2-3 months

9.
Develop draft brochure & mailing list



2-3 months


(Review by ARC accounting)

10.
Give mailing list to staff for input




10 weeks

11.
Mail save the date cards





8 weeks

12.
Finalize and print brochure





6-8 weeks

13.
Submit information to:





6-8 weeks

· Website

· Recyclescene

· Listserve

· NRC

14.
Send electronic brochure





4 weeks

15.
Develop & use registration database



4 weeks to event

16.
Confirm logistics, speaker travel, facilities, food


4 weeks to event


and audio visual needs

17.
Prepare packets, attendee list, sign in and 


1 week


name badges

18.
Prepare post workshop article for Recyclescene

1-3 weeks after

ADDITIONAL WORKSHOP PLANNING TIPS

· Include CRRA name and logo as an official sponsor on all printed materials

· Include NRC – Affiliate logo on all printed materials

· Include CRRA membership information at workshops to recruit new members

· Discuss CRRA membership at some point during workshop

· Refer to green or zero waste activities taking place at the workshop

· Remember that workshop scheduling is first come- first serve.  Staff can only accommodate so many workshops at one time, therefore schedule early and get approval prior to booking any location or time.

· You can include other than CRRA members to act as steering committee member.  Utilize their email distribution lists to promote to other sectors and possibly increase CRRA membership

· Look for meeting locations near mass transit and include details in brochures

· Create an e-brochure and ask those receiving it to send to other distribution lists that might be interested.

DRAFT BUDGET
Draft Budgets should be submitted to ARC and CRRA Treasurer prior to any expenditure.  Please use a separate form for each workshop scheduled.

Workshop Name: _______________________________________________________________

Workshop Sponsor: _____________________________________________________________

Date of Workshop: _______________________   Location/City: _________________________

# Paid Attendees: ________   # Unpaid Attendees: _________ Total # Attendees: __________

Expenses



Estimated

Actual

Notes
Room Rental



$_________

$_________
Food: for ________




  -Breakfast



$_________

$_________
  -Lunch



$_________

$_________
Staff Cost:

  -Labor



$_________

$_________
  -Travel



$_________

$_________
Audio Visual 



$_________

$_________
Speaker Cost


$_________

$_________
Printing



$_________

$_________
Postage
$_________

$_________

#___ brochures mailed

Misc Supplies
$_________

$_________
Conference Calls
$_________

$_________
Other _________________
$_________

$_________
Other _________________
$_________

$_________

TOTAL EXPENSES

$_________

$_________

<less>  Sponsored costs:

  -________________
$_________

$_________

Type of sponsorship

EXPENSE BALANCE
$_________

$_________

Minimum Cost Per Person to Cover Expenses = 
$__________________

(= Expense balance /(divided by) # of Paid Attendees)

****Actual Registration Fee

$____________/per person

 Total Registration Income = 
$_________

$_________
 (Estimated paid attendees x

   registration fee)

Net Profit
$_________

$_________
(Total registration Income –

   Expense balance)

