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Sage-ing International Sponsored Online Events CSL Check List

Plan Your Event
First Steps
· Submit a written or verbal proposal to the Education Coordinator (EdCoord) (as early as 8-4 months in advance) for consideration.  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.
· If your online event is approved, you will select the date with the EdCoord.
Money Matters
· Participant and facilitator fees are set by the Ed Coord.
· 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 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.   
· The EdCoord will handle scholarships and refunds.
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.  Post the event on your website if you have one. 
· If needed, EdCoord will work with marketing team to help in recruiting participants for your event.  
Event Preparation and Responsibilities 
· The EdCoord will meet with you to discuss content and answer questions.  A Zoom Specialist is available to consult with you on lighting, background, and other aspects of “putting your best face forward.” An Event Host and 1-2 Tech Hosts will be assigned to help with your event.  The Event Host will open your event, introduce SI and you, help with Q&A if needed during the event, and will close your event by thanking everyone.  The Tech Host(s) will manage all of your tech needs.  This team will meet with you 1-2 weeks prior to your event.  A script or outline of your agenda with the timing, PPT, video/music requests, etc. need to be emailed to the Tech Host before this meeting.
· The EdCoord writes a greeting email which includes necessary instructions, a link to the handouts, and the ZOOM invitation.  The Admin person schedules these greeting emails to be sent 5 days before, 2 days before, and the day of the event.  *Handouts must be prepared and emailed along with special instructions to the EdCoord 3 weeks before the start date. 
· EdCoord will email you a link and code to register for your event.  By registering, you will receive the greeting email with the zoom link.
· Evaluations will be emailed after your event.  Contact Ed Coord 2 ½ weeks after your event to request a summary of the feedback received.
Facilitate Your Event
· Join the Event Host and Tech Host 30 minutes prior to the start of your event to make sure internet is working and to ask last minute questions.
· If your event is a pre-requisite for certification, talk about the certification training program.  Indication of Interest forms will be emailed to participants.
Close Your Event 
· EdCoord prepares the financial report the month following your event after PayPal/Partner expenses have been received.  SI’s Treasurer then processes the check request for your facilitator fee.
· EdCoord emails the recording of your event to those who registered for your event once the edits and link are ready.
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