Education
OBJECTIVES:

To provide quality educational events for chapter members and other government financial management professionals.

DUTIES:

The general duty of the Education Director(s) is to keep the chapter up to date on topics of importance to government financial management professionals.  Carrying this out entails a lot of detailed duties.  The Director(s) has/have to remain well organized and must have good communication skills.  A critical factor to keep in mind is the need to present quality programs at a reasonable price.  The following items are all duties that need to be completed to present a well-received education seminar.  

Annual Plan and Budget

Develop an annual education plan and provide copies to the President and President-Elect by July 15 for submission to the National Office.  This plan does not have to be detailed to the extent of specific topics and presenters.  The plan is an overview of what the chapter is expecting to complete during the year with the expected general topics.  Keep in mind that this plan is tentative and the Chapter will not be required to follow it.  This is simply a plan to show National that the Chapter is making a good faith effort to plan for the Chapter’s educational needs.  The plan is important to the Chapter because it provides a starting point/framework for the year.

A budget must also be prepared and provided to the Treasurer.  This can be done once the brainstorming session (see below) is completed and a rough estimate can be made of revenues and expenses based on the tentative education plan.

Seminar Development

Develop a subcommittee to assist in development of the seminar topics.  This is a brainstorming session, which helps the Director(s) identify topics and possible themes for the seminars.  When conducting the brainstorming session, try to bring brochures from other conferences.  They will be valuable sources of information for topic ideas and speaker names.  Depending on time constraints and the number of ideas generated, a few brainstorming sessions may be necessary.  Participants in the past have been past Education Directors, the Program Directors, current and past Presidents, and any other members that have an interest or may be of help.  Generally an open invitation is sent to the whole board.  Other participants can be invited to maximize resources for speakers.

Once the themes and topics are developed, the educational events need to be scheduled.  Negotiate a contract with the facility to provide for room(s), registration table, break refreshments, lunch (if applicable), and parking.  The facilities and requirements will vary depending on the format, such as a one-day with breakouts or no breakout sessions, or several half-day events.  By providing variety, the chapter should be able to meet the needs of a diverse membership over several years.  Scheduling should also take into account member schedules (i.e., avoid tax season, and year-end closing for the State financial management professionals).

Arranging for Speakers/Presenters

Contact potential speakers or delegate someone else to perform this task.  For example, if a particular Board member or at-large member knows of or is an acquaintance of a particular speaker, it may be appropriate for them to invite the speaker.  First contact should be made in person or by phone.

Use of the speaker forms provides the person inviting the speaker with information about date, location and topic.  Determine if each speaker has a time preference as to when they would like to make their presentation.  Speakers may have other responsibilities the same day or may need to travel back home.  Therefore, they may need a morning slot versus an afternoon slot.  

Confirm speaker engagements in writing.  The previously developed speaker confirmation letter (this can be obtained from the prior Education Director) can be used.  Also, provide a copy of the agenda of the conference so the speaker will know about other topics and presenters for the day.  Include the date, location and presenter’s time slot, if known, at the time of the confirmation letter.  If not, be sure to follow up with presenters to inform him or her of their time slot once the conference schedule is set.  Arrange for any necessary travel/overnight accommodations, equipment, biographical sketch, handouts, etc.

Regarding speaker expenses, vehicle travel, lodging, and meal reimbursement at State rates have been provided in the past.  Air travel for presenters should be negotiated well before the event so as to take advantage of early booking discounts.

Specific Conference Budget

Develop a budget and present the results to the board for their input and approval.  Include in the budget a price for the seminar to be charged to attendees (members and non-members).  The price for the seminars should be competitive with other organizations, but also allow enough of a profit to cover the expenses of the local chapter, as this is the organization’s main source of income.  The price should include a large enough differential between members and non-members to encourage registrants to become members.

Costs to keep in mind, in addition to the facility, lunch, speaker costs, and audiovisual costs, include the following:  advertising brochures, mailing of brochures, copying of speaker handouts, participant folders and name tags, speaker gifts, and a miscellaneous category to catch anything missed.

If a co-sponsored or joint seminar is being planned, the following should be addressed:

Co-sponsorship (sharing in recognition only) requires:

· Board approval for each event that is to be co-sponsored

· A representative from the co-sponsoring organization, other than an existing AGA board member, to be available to assist in the following:

 
Brainstorming sessions


Arranging for, obtaining materials from and communicating with speakers


Assist in obtaining equipment and facilities for the event


Setting up, registration, etc. as needed for the event.

· The organization must promote the event within their organization and any affiliated groups.

Joint events (sharing in profits/losses) require:

· Board approval for each event that is to be a joint event.

· The submission of a written plan (prior to the event) to the board detailing the agreement for sharing revenues and expenses.  Major costs to be considered in developing the agreement should include, but are not limited to, facilities, meals and refreshments, copying/printing costs and speaker honorariums.

· A representative from the other organization, other than an existing AGA board member, to be available to assist in the following:

 
Brainstorming sessions


Arranging for, obtaining materials from and communicating with speakers


Assist in obtaining equipment and facilities for the event


Setting up, registration, introductions, etc. as needed for the event.

· The organization must promote the event within their organization and any affiliated groups.

Preparing for a Seminar

Promotion:  Include seminar date in newsletter as soon as it is known, as in “Hold this date!” Provide additional information on theme, topics, or key speakers as they are confirmed.  Develop the seminar brochures and arrange for the distribution.  Brochures should be sent out approximately five weeks prior to the seminar.  Recipients should include, but are not limited to, AGA members, key financial management personnel throughout the State, and local governments and CPA firms in the area.  The membership database includes key financial people in the Lansing Chapter area, and should be utilized to identify appropriate parties to whom to mail the brochure.  Also, other membership organizations should be provided conference information so they can publicize it to their memberships as well.  Mailing labels for the general membership are available from the Membership Director.  The seminar brochure should be reproduced in the Disclosures newsletter the month prior to the event.  An electronic copy of the brochure should also be posted on the website as another means of advertising.

The conference brochure should also be forwarded to National so it can be added to their list of local training activities.  The brochure should also be sent to everyone in the database about two to three weeks before the conference as a reminder.  

An article should be prepared for the Lansing State Journal as well as smaller area newspapers.  The purpose is twofold:  If included in their business sections or “activities for the week” columns, it may generate additional attendance.  Or a reporter may attend, thereby providing free publicity for AGA.

Weeks Preceding the Seminar:  

Recruit members to introduce speakers two weeks before the seminar.  

Recruit volunteers to assist during the week preceding the seminar.  During that week, volunteer assistance will be needed to assemble the seminar materials, that is, speaker handouts, CPE forms, seminar evaluations, agendas, and note paper, into folders for the participants.  If attendance is expected to be over 100 people, it is also important to collate nametags and meal tickets, and to divide registration lists into at least three parts to speed up the registration process.  Prepare sign-in sheets and any announcements that need to be made, such as location of message board, public phones, restrooms, etc.  Sign-in sheets will be needed at the registration table the day of the seminar.  Assign at least two volunteers to greet participants and assist with registration.  Additionally, have blank receipt forms available for those who want an official receipt as proof of payment.

If applicable, confirm (IN WRITING) the lunch count to the seminar facility contact.

Speaker gifts will need to be purchased.  Keep in mind some speakers are not allowed to receive monetary or monetary-like gifts.  Also, presenters traveling on airplanes may find bulky gifts, such as gift baskets, impractical.

Develop the registration list and nametags.  This can be done in Microsoft Word or Excel.  A close working relationship is needed with the Treasurer to arrange for mail to be picked up frequently, registrations recorded, and deposits made in a timely manner.  If the Education Directors are collecting the money, they must always keep the money deposited timely and the registration list reconciled to the deposits.

Equipment

Recent conferences have utilized a multimedia projector that works in tandem with a laptop computer to run MS PowerPoint presentations.  If a presenter has some other type of presentation software they will have to bring their own computer.  Be sure to have an extra computer on hand as a backup.  Arrange for a VCR to be used with the multimedia projector if needed.  Also be prepared to provide an easel with markers, or an overhead projector.

Presenters using PowerPoint need only forward their presentation to the Education chair to be placed on a removable drive.  Encourage presenters to provide the electronic copy of the presentation at least one week prior to the conference.  Load all presentations on the removable drive prior to the event for smooth transitions between speakers.  Also, keep copies in email as a back up.  If a speaker insists on using his computer, do not make an issue out of it.

The need and costs associated with equipment rental should be discussed early in the planning phase, once the date is set for the conference, so the chapter is able to reserve the needed equipment.

The items that the conference facility must provide are:

· podium with microphone

· lapel microphones - sometimes, as is the case with a two-speaker presentation, there is the need to have two lapel microphones.  These and the podium microphone must be able to work simultaneously.  Therefore, the facility will need to be able to provide an audio mixing board.

· 8-foot projection screen, one that is large enough to be seen from the back of any conference room.

· Ensure there is adequate coat rack space

· Registration tables with skirts

· Any other equipment as deemed necessary

The Day of the Seminar

The volunteers (at least two, preferably three if registration if over 100) noted above will work the registration desk.  Stay free (the Education Director) to greet speakers and handle any situation that might arise.

Prior to the start of sessions, locate and test the lighting, test microphones, and test audio/visual equipment.  The Education Director(s) and President welcome the participants and start the seminar.

Ensure that evaluations and CPE forms are collected at the end of the day.  Gather up any extra AGA materials and take them.  Keep a few copies of the participant handouts for historical purposes and in the event a non-attendee would like a copy of the handouts.  CPE certifications must be kept for a minimum of three years, which is now achieved by entry in the online CPE database on the Chapter’s website.

Post-Seminar Details

Immediately after the seminar, thank you notes must be written to the speakers/presenters.  This is an important detail to maintain good relationships with speakers.  Because most speakers charge little or no fee or substantially reduce their fee, it is important to express sincere appreciation for their services.

Prepare any billings, send expenditure data (receipts and reimbursement forms) to the Treasurer, and reconcile revenue.  A meeting with the Treasurer may be necessary to reconcile the revenue and receivables to the amount of money deposited.  Prepare a summary of expenditures and revenues at the end of the seminar.  An invoice should be prepared for each registrant from whom payment has not been received.  The invoice should contain any needed MAIN information in case a State department is making payment.  The invoices support the establishment of the accounts receivable.  It should be noted that the registrant is responsible for payment rather than the employer.  This should be noted on the seminar brochure.  The Education Director should follow up on unpaid invoices until the end of the program year.  Then the Treasurer will take over.  Any receivables not considered collectible should be presented to the board with a request for write off.

Prepare a summary evaluation to mail with the recognition report and turn this in to the President-elect.

Prepare a summary of the seminar including attendees, speakers, and topics for inclusion in the newsletter.  Forward this information to the Communications Director.  Also forward a copy of the list of AGA attendees to the Awards and Nominations Director for use in the member participation award.

Complete the end of the year report for the National Office.  This report should include a summary of the entire year’s educational events.  A sample of the Year-end Education Report may be obtained from the previous Education Director.
GREATER LANSING CHAPTER OF AGA

PROPOSED GUIDELINES FOR 

CO-SPONSORING/JOINT EVENTS

The Education Committee for the Greater Lansing Chapter of the Association of Government Accountants is recommending that the following policy be adopted for events:

Co-Sponsorship (sharing in recognition) requires:

· Board approval for each event that is to be co-sponsored

· A representative from the organization, other than an existing AGA board member, that is available to assist in the following:

 
Brainstorming sessions


Arranging for, obtaining materials from and communicating with speakers


Assist in obtaining equipment and facilities for the event


Setting up, registration, etc. as needed for the event.

· Promote the event within their organization and any affiliated groups

Joint Events (sharing in profits/losses) require:

· Board approval for each event that is to be a joint event

· The submission of a written plan to the board detailing the agreement for sharing revenues and expenses.  Major costs to be considered in developing the agreement should include, but are not limited to, facilities, meals and refreshments, copying/printing costs and speaker honorariums.

· A representative from the organization, other than an existing AGA board member, that is available to assist in the following:

 
Brainstorming sessions


Arranging for, obtaining materials from and communicating with speakers


Assist in obtaining equipment and facilities for the event


Setting up, registration, introductions, etc. as needed for the event

· Promote the event within their organization and any affiliated groups

Note:  Some of the reasons for excluding existing board members as being the representative for the other organization are:

· Board members already have duties they are involved in and the planning of the seminars or events quite often takes a considerable amount of time.

· This would eliminate any confusion regarding the capacity a board member is functioning in.  They would be involved as an AGA board member and not as a member of the other organization.

· It avoids putting a board member in a position that could have, or appear to have, conflicting obligations by representing both AGA and the other organization. 
· This does not exclude a board member from being involved, only as being the representative from the other organization.

