Checklist for Educational Presentations

Preparing to Schedule a Presentation
· For co-ops, check in with Education Committee about the topic and speaker; this can be done during a monthly meeting with your Liaison and Committee Chairs
· Find out dates when  the  room is available
· Call potential speaker- obtain identify/obtain materials from the presenter that are needed
· Reserve the room for the date needed

Advertising Presentation
· Make flyer 
· Email flyer to supervisor, Liaisons/Administrator, and co-SC
· Give flyers to President/Main Office  for distribution 
· Post about workshop on The SCoop Blog

Preparing Before the Presentation
· The week of the presentation: contact the presenter to confirm the date; Do they need directions? 
· Identify volunteers to help with food and clean up (for co-ops the Kitchen Committee may be willing to assist with this.)
· Talk up the presentation in the lobby, elevator, and at home visits; call active members for a personal invitation 
· Gather the items needed for one presentation; refreshments, print a sign in sheet;  gather extra pens 
· Develop evaluation form to distribute at presentation for feedback

The Day of the Presentation 
· Make  an announcement on loud speakers
· Order the hot food, if any 
· Set up any equipment for presentation:
· Sign-in sheet; extra pens
· Evaluation form
· Refreshments

After the Presentation
· Clean up
· Take down the flyers
· Document on AASC
· Send a thank-you note to the presenter 
· [bookmark: _GoBack]Submit expenses/receipts for refreshments on Expense Report (make a copy for your records)
· Track expenses in Refreshment Budget spreadsheet
