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Sage-ing International Sponsored In-person Event CSL Check List

Plan Your Event
First Steps
· Notify the Education Coordinator (EdCoord) immediately (even as early as 8-5 months in advance).  Contact: Rosemary Cox, 574-386-1962 or r.cox@sage-ing.org  
· On the CSL password protected area of Sage-ing International’s website (www.sage-ing.org) carefully read the documents pertaining to your type of SI sponsored event.
· Identify a venue.  Gather information about room rental fee, deposit, contract, and insurance needs if required.  Before committing, contact EdCoord for approval regarding the rental fee, insurance, and contract.  EdCoord checks to see if insurance covers the requirements needed by the organization renting the space and sends an invoice for the deposit to SI’s Treasurer.  Select a date after receiving approval.  
Money Matters
· Work with the EdCoord to prepare a budget and set a participant fee which is based on projected expenses, SI’s contribution, and the facilitator fee.  Refer to the discount policy that is on the password protected site.  If you offer a discount, a code will be given to you when your flyer is ready to be posted in the SI Bulletin.  As people register, if they qualify for a discount, they will contact you or the EdCoord for the code.  SI also uses a sliding fee scale; discuss this possibility with the EdCoord. 
· If a sponsoring organization is handling the registration and expenses, the EdCoord will help you set the facilitator’s fee and SI’s contribution for delivering the event.  The sponsoring organization will need to send you a check after the event for your fee which is mailed to you and a separate check made out to “Sage-ing International” for SI’s contribution, which is mailed to Sage-ing International, 13725 Metcalf Ave #426, Overland Park, KS, 66223.  The sponsoring organization may need proof that SI is a non-profit; contact the EdCoord.   
· When using SI’s online registration if someone wants to pay by check, the check must be made payable to “Sage-ing International.”  On the bottom left line of the check make sure the participant clearly designates the event and date for which the registration is intended.  For example, “ASW Longmont, CO 3/10/19.”  Mail the check to
Sage-ing International, 13725 Metcalf Ave #426, Overland Park, KS, 66223.  Inform the EdCoord.  
· If someone asks for a refund prior to your event, contact the EdCoord who approves the refund.  If the person qualifies, the EdCoord will submit an invoice to the Treasurer.
Marketing
· Use the form provided by the EdCoord to gather the information about your event that is needed to design the flyer.  Send this form to the EdCoord when complete (if possible 5 – 3 ½ months prior to your event).  After reviewing the information, EdCoord submits document to marketing team member who designs the flyer.  When the flyer is ready, it will be posted on the SI website and info about your event will be in the monthly SI Bulletin until your event occurs.  Your event might also be posted on social media, marketed with SI’s partners, and/or marketed via email blasts.
· Advertise through your networks and with local organizations.  You will be emailed a live link to the flyer and a pdf of the flyer upon request.  This flyer will have information about your event and how to register.  You can send this out via email within your network, pass copies out at various community groups, and post this on public bulletin boards e.g., at public libraries. 
· If needed, EdCoord will work with marketing team to help in recruiting participants for your event.  Plan to have enough participants to meet two goals:  at a minimum, to cover expenses; and at a maximum, the number that can fit in the space.     
Event Preparation and Responsibilities  
· Print a few copies of Sage-ing International's Certification Brochure, the Contact form and the Indication of Interest form found on SI’s website (CSL protected site).  Print enough evaluation forms to pass out to all of your participants.   
· Email your participants as they register; welcome them and provide information that will help make your event a success – e.g. reminder of date and location, parking details, meal and snack information, dress, items to bring, special instructions, etc.  Request that participants not book flights until you send a confirmation that the minimum number of participants has been met.  The email confirmation stating that the minimum number has been reached needs to be sent out by the facilitator 4-3 weeks prior to the start date.  SI does not refund air fare.  If the event is cancelled by SI, the full registration fee will be refunded.   
· If you choose to use the Certificate of Attendance, edit the document to include the information specific to your event.
Facilitate Your In-person Event  
· If your event is a pre-requisite for certification, talk about the certification training program.  Hand out the Indication of Interest forms and collect the completed ones.
· Invite participants to complete both sides of the evaluation and collect those after they are completed. 
· Pass out the Contact Information form.  If participants want to receive SI’s Monthly Bulletin, they need to give permission by providing their name and contact information which is not shared with other organizations.  Participants who register online can check the box at the bottom of the registration to receive communication from SI.  It is important that you still explain this at your event because some people will overlook checking the box or may have questions.  Participants who register by check will not have the opportunity to sign up online.
· Pass out the Certificate of Attendance if you choose to use it.
Close Your Event 
· Email or mail evaluations (Contact EdCoord for address.) to Data Collector Linda Cronk lindacronk44@gmail.com 
· Email or mail the completed Indication of Interest forms to Certification Program Coordinator Jeanne Marsh, 111 Wilkinson Pass Lane #204, Waynesville, NC 28786 or j.marsh@sage-ing.org 
· The EdCoord submits a final invoice to the SI Treasurer for reimbursement of expenses and for facilitator fee.  Send the following to EdCoord Rosemary Cox, 52395 Santa Monica Drive, Granger, IN 46530 or r.cox@sage-ing.org  
· List of participants who did not register online and the amount paid
· Contact form listing those who want to receive the SI Bulletin and the Communicator.
· Receipts for all expenses
· Budget Report Form summarizing actual revenue and expenses (include facilitators’ names and addresses)
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