1            TVN SUMMARY GUIDELINES FOR STUDY DAYS    28 July 2010               

· DATE & TIME
· Check versus other study days already planned plus any other major national 
· VENUE
· Is main area large enough – check fire numbers allowed
· Cost, does this include use of all equipment and rooms required, is VAT on top.  
· Venue must be within easy distance of study day leader and helpers. 
· Try and ensure venues are varied throughout the year.
· PROGRAMME
· Decide what it is you want in the programme
· Is it purely presentations, or a mixture of presentations and workshops, or even displays and hands on as well.
· SPEAKERS
· What content do you want to have
· How do you ensure the speakers are good quality.  What support can you give them, e.g. help with powerpoint if skills not present.
· Ensure the titles are engaging
· WORKSHOP LEADERS
· How many required on what topics
· LUNCH
· Is this provided by the venue or external caterers.  
· REFRESHMENTS
· Provide tea/coffee/biscuits
· BUDGET
· Decide what your budget is by completing proforma – see TVN Supporting documentation
· HELPERS
· PUBLICITY
· Flyer
· Application Form
· Newsletter paragraph
· Have all available 6 months before study day
· Send to TVN Chairman to forward on to TVN communication distribution list
· ON THE DAY OF THE EVENT
· AT THE END OF THE DAY
