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CHART Regional Training Forum Best Practices

General
· Keep an idea notebook/journal.  Use it as the year goes along to jot down any ideas for content, possible new members, places to have meetings, icebreakers, etc.

· Don’t forget that CHART provides up to $300 to cover the costs (for such things as AV rental, photocopies, etc.) at the forum.  Make sure to pre-approve any expenses with Allison and send her the receipts after the forum for reimbursement.  CHART also provides templates on the website to help with any needed RTF material.

· If pressed for time, consider forming a team of 2 to 3 people to help facilitate the event and assign roles (hospitality, content, marketing, etc.) to those who volunteer.

· Encourage attendees to fill out surveys after your forums so you can target the most desired content and the best possible date/time/location.
· Make sure to let the CHART office know about your forum once the details are set so that it can be publicized in emails, on the website, and in the FlipCHART.  After your forum, send a write-up and photo to the CHART office so others will know what topic was covered and who attended.  You never know who might see it and want to contact you about a future session.
· Create buzz in the CHART community about what is happening at your RTF by tweeting about it. Our standard hashtags for RTFs are #CHARTrtf and the location abbreviation, so examples would be:
· #CHARTrtfsd (RTF San Diego)
· #CHARTrtfny (RTF New York)
· #CHARTrtfnw (RTF Northwest)
· In addition to tweeting, don’t forget about using the CHART Facebook page or the CHART group in LinkedIn.  These posts will go to a national audience of trainers, so even if someone cannot attend because they are not local, they might know other trainers in their company at a local restaurant or hotel who might be interested.

Time and Place

· Set general dates (e.g., late May, early October) to have the meetings in your area so you have a goal to work toward.  Without a deadline to keep you focused, it becomes easy to push the forums off until later.  Additionally, this practice will help your regular attendees have a general idea when future sessions will take place.

· Check the calendar before you pick a date to see if there might be any conflicts from other events that CHART members are likely to attend (National Restaurant Association show, SHRM conference, etc.) and watch out for holiday weekends.

· Consider linking the forum on to the front or tail-end of a state restaurant association event (or a local ASTD event) to give added value and potentially draw from audience of hospitality or training professionals. 
· You don’t need to wait until a few months before a forum to find a host – ask the attendees at the end of your current forum if anyone would like to host the next one.
· Let members know the time, date, and location of upcoming forums as soon as possible.  If you are making a flyer to advertise your session in March but already know the details for another forum in October, for example, put the October information at the bottom of the flyer so people can save the date.  You can also announce this information at your current forum – as you wrap things up for the day, give out as much detail as you can about any upcoming get-togethers.
· Additionally if attendance is declining, try shaking things up a bit – hold the forums on different days and different times, or possibly skip the regular setup and try something completely different – for example, have a cocktail hour and invite everyone for an informal get-together, or create a community service element on a weekend (similar to a CHART conference service event).

Content

· When you do find a CHART member willing to host the event, ask if they would also like to show off or demonstrate some unique aspect of their restaurant or hotel to make the forum more interesting and memorable.
· Ask the host company (or another local member) if they could possibly donate breakfast or lunch to the event.  They may want to highlight a new product or service, and this meal can be used to provide networking time during your forum.

· Ask forum members if they would like to present a topic.  They may want to practice a session on other trainers before rolling it out at their home company or another conference.

· Duplicate sessions from a CHART conference (Ask My Peers Live, President’s Panel, etc.) or from other conferences that you thought were productive.

· Ask a vendor or other outside entity to provide a session – examples would be a local health department discussing food safety training or a winery presenting suggestive selling training for servers.

· You could also talk with (and invite) the educational arm of your local State Restaurant Association or State Tourism & Lodging Association.  They may have training materials and programs that they would love to showcase that many attendees might not know exist, and in addition, attendees can share back with them program needs that perhaps the association could work on developing.

· Develop something completely new, like a book club where everyone reads the same book beforehand and comes ready to discuss it.

· Set a theme for the event and ensure all presentations revolve around the same theme.  Examples might include topics such as Team Member Engagement or Creating Effective Partnerships.

· Show and tell is always a great forum topic.  Ask each attendee to prepare a one to two-minute talk about some new program or vendor they are using and really love.  Another option is to ask them to also discuss area in which they need assistance and see if any other members have ideas or can point them in the right direction.

· Always allow plenty of time for networking and interaction.  Consider a list of possible topics to discuss and put them out on the tables (or just print them on the back of the agenda).
Attendance

· Email all the local members about the forum and give them plenty of notice.  Let them know the agenda, the outcomes, directions to the event, and reminders that it is free!

· Remember to check the directory on the CHART website for new members before sending out the invites, and don’t just search your state, but look at neighboring states as well.  You can also ask the CHART office about non-members in your area who may have recently attended a conference to see if they might be interested.
· Check previous forum sign-in sheets to make sure that you invite attendees from any recent sessions.
· Reach out to Pro-Start (high school) and Manage First (post-secondary) instructors to see if they would be interested in attending.  Connecting with these trainers can lead to some very insightful discussions, and you can segue into it with these folks by making them aware of the annual scholarship offerings.  Sometimes the students bring an interesting perspective to an RTF agenda topic as well, so asking the instructors to bring along their top pupils can generate some real “a-ha” moments.

· Ask your co-workers if they know of any new restaurants or hotels that might have trainers who would be interested in attending.  For example, perhaps your HR Director participates in a local roundtable with other HR executives and might be able to help spread the word about future forums and their content.
· Pay attention to local business papers or Nation’s Restaurant News to keep an eye out for new restaurant or hotel companies in your area.

· Don’t forget about the gaming operations in your area.  CHART serves this segment from a hospitality training perspective, too, and they might have trainers who would like to come.
· Ask local CHART members to bring others from their company (even from outside of training, if the topic is relevant) to provide a different perspective during the discussions.  For example, if the topic relates to operations, it might be beneficial if the trainers invite their Multi-Unit Managers or senior General Managers to attend.

· Create referral competitions to inspire regular attendees to bring guests with them.  For example, each person scores 1 point if they bring along a guest from the restaurant industry, and they will earn 2 points if they bring a guest from the hotel industry.  The person with the most points either at one session or over a period of time wins a prize.

[image: image1.png]