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-SAMPLE-

AGENDA

REGIONAL TRAINING FORUM
[city, state]

[place]

[date]

Registration








3:00 – 3:30 p.m.

Welcome Reception/Networking




3:30 – 4:30 p.m.

Speaker #1








4:30 – 5:00 p.m.

· Intro speaker

· Thank speaker 

CHART Update







5:00 – 5:15 p.m.

Include:

· Conference update (dates, location, speakers)

· Encourage them to use our Web site

· Remind them about the Flip Chart

· Introduce Executive Committee Members in attendance (allow 5 minutes if Board member requests it)

Participants share information on new programs


5:15 – 5:25 p.m.

Closing Comments






5:25 – 5:30 p.m.

· Thank for coming

· Remind them of the conference

· Thank sponsors (if any) of event

· Distribute Conference Brochures

Networking








5:30 – 6:00 p.m.

Tips:

· Start on time

· End on time

· Plan ahead, execute details

· Recommend holding on Monday-Thursday (not on Friday’s or weekends)

· Thank everyone for participating

· Recognize sponsors 
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-SAMPLE 2-

AGENDA

REGIONAL TRAINING FORUM
[city, state]

[place]

[date, time]

Registration








5:00 – 5:30 p.m.

Networking








5:30 – 6:30 p.m.

Speaker #1








6:30 – 7:00 p.m.

· Intro speaker

· Thank speaker 

Speaker #2








7:00 – 7:30 p.m.

· Intro speaker

· Thank speaker 

CHART Update







7:30 – 7:45 p.m.

Include:

· Conference update (dates, location, speakers)

· Encourage them to use the Web site

· Remind them about Flip Chart

· Remind them about “Ask My Peers”

· Introduce Executive Committee Members in attendance (allow 5 minutes if Board member requests it)

Participants share information on new programs


7:45 – 7:55 p.m.

Closing Comments






7:55 – 8:00 p.m.

· Thank for coming

· Remind them of conference

· Thank sponsors (if any) of event

· Distribute Conference Brochures

Tips:

· Start on time

· End on time

· Plan ahead, execute details

· Recommend holding on Monday-Thursday (not on Friday’s or weekends)

· Thank everyone for participating

· Recognize sponsors 


