CWEA Specialty Workshops:

What are they, how are they planned…..

Background:

The purpose of the CWEA Specialty Workshops is to deliver a comprehensive, in-depth, one-day training event to its members on specialty topics.  The topics come from the members, standing committees and the economic, social, regulatory and political environment of the Association.  Topic areas can be defined from the following:

· Annual Conference sessions – items that would benefit from more time (i.e. Survey Info for Operators)

· Emerging national issues and crisis (i.e. Terrorism)

· New regulations (i.e. Operator Regulations, CMOM)

· Standing committee identification of issues (i.e. Storm water, Micro filtration)

Topics are directed to the Training Coordination Committee for review.  If topic is feasible in the specialty workshop model, the TCC Chair and staff work with the committee to plan and implement the conference.

Key areas for planning a specialty workshop:

Identify the target audience:

Who is it?
Is it large enough to meet revenue goals? (100 per session)
Do they need the training?

Do they want the training?

Competition:

Is there competition on this topic?
If so, who/what is the competition?

How will the competition impact the training goals and revenue?

Selection of Speakers:

Who are the pre-eminent speakers on this topic?
Are they willing to do the training for CWEA?
If so, are there costs for them to do the training (travel, honorarium)?

When are they available?

Site selection:

What is the best location for this training (ease of transport to location)?

Where is the target audience coming from?

Is there a Local Section in the site area that will support the training?

Are there training facilities available at no cost (cities, counties, etc.)?

If no, what are the costs?

Budget: 

What are all the costs for the workshop?

Is AV needed?  
If so, is there a cost? Can it be donated by a local agency?

Plug costs into Specialty Conference Pricing Matrix
Complete the workshop budget template

Can revenue goals be met? ($7,500 per session)

Timing:

Is there any training already being conducted on the dates?
If so, is it targeted to same audience?

60 days is needed for promotion and registration

Promotion:

Document key areas for promotional mailer:

How you will benefit ...
What you will cover ... 
Who should attend ... 

Costs to attend

Staff produces mailer and mails out 60 days prior to first training date on topic
Meeting Logistics:

Staff receives and processes all registrations.

Weekly reports emailed on Thursday PM to TCC Chair and sponsoring committee

Registration badges, lists, attendee surveys and CEP (if approved) sent FedEx to sponsor to arrive day prior to event.  Additional signups are faxed by COB on day prior to event.

On-Site:

Are their volunteers from Local Section to do the following roles:

· Coordinate food (AM coffee, lunch)

· Receive registration materials day prior, and any additional sign ups 5PM evening prior

· Work the registration table

· Collect on-site registrations

· CEP form stamping and collection 

Send all materials back to CWEA office next day via enclosed FedEx envelope & shipping label

Workshop Wrap-Up:

Sponsoring committee works with local sections to prepare final budget

Final budget sent to staff for payment to Local Sections to reimburse for food, site costs, etc.

Once reconciled by staff, Local Sections sent honorarium for sponsoring

Staff summarizes attendee survey and reports results to TCC and sponsoring committee
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