For the Host

(Everything You Need to Know to Make Hosting a Leadership Training Program Painless (and Maybe Even Enjoyable!)
Your responsibilities and expenses as host:
· Trainer(s) transportation expenses.

· Trainer(s) food expenses while in area for program.

· Arrangements for and expenses of: trainer(s) lunch on program day(s); lodging which provides a separate room for each trainer (# of nights depends on length of program and transportation availability between your area and trainer(s)’ home(s)). 

· Arrangements for attendees’ lodging.

· Arrangements and fees for securing program venue.

· Arrangements for and expenses of AV, seating/tables suitable for note-taking, and other required equipment and supplies.

· Physical setup and breakdown of the program site.

· Arrangements for and expenses of lunch for registrants.  Morning coffee is optional, but nice (perhaps you can find someone to sponsor coffee if expense is a problem).

· Duplication of program materials, which will be sent electronically, and folders for presentation of materials.
· Vigorous publicity for the program.
· Registrants can send their registration forms and payments directly to the NCCW office by mail, fax or e-mail (instructions are on registration form).  If host group wishes, it may collect forms and payment and send them in bulk to NCCW (but don’t hold them – send them at least once a week!).  
Support available to you:

1. NCCW office support for questions about administrative procedures, registration, travel and lodging arrangements, fees and expenses, etc:

· Carla Walsh, Program Director, at cwalsh@nccw.org or 703-224-0990 x102;

· Annette Perry, Assistant to Program Director, at aperry@nccw.org or 703-224-0990 x103.

2. Support for questions about program content and arrangements:  
· Your assigned trainer.
Checklist and Timeline:
4 months ahead:
· Select sites for the program and for lodging attendees and determine available dates.  Select a contact person.  This person will serve as the contact point for discussions with the NCCW office and the trainers and will be the recipient of documentation and materials from the office and the trainers.
· Select a range of dates (3, if possible) on which you could hold the program, listing them in order of preference on the Host Pre-assessment Form. Complete the Host Pre-assessment Form and return it to the NCCW office.

· Wait for a member of the training team to contact you to discuss the content and scheduling of the program.

3-4 months ahead:

· After speaking with a trainer and settling on a program date, secure the training site and reserve a block of sleeping rooms based on your estimated number of registrants.

· Sign the letter agreement and return it to the NCCW office.

· Decide whether you want registrants to make their room reservations directly with the hotel or through your contact person.
· Decide on your lunch arrangements (provide a catered lunch, cater it yourselves, ask another organization to sponsor it, etc.).
· VERY IMPORTANT!  Notify the NCCW office of your venue, lodging, lunch, and other arrangements and keep the office updated on any changes.

· Personalize the registration form and begin getting it out to people in your newsletter, at meetings, in the diocesan paper, etc.

· Begin other publicity activities (see enclosed “How to Publicize” sheet).

· Call the office if you have any questions.

2-3 months ahead:
· If you’re collecting registrations yourselves, send them in promptly and regularly.

· Arrange for any AV and other equipment and supplies.
1-2 weeks ahead:

· Duplicate program materials (including a number of extras for last-minute or on-site registrants) and assemble folders.

· Obtain blank name tags and Sharpies to fill them out.[image: image1.png]



