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· DATE & TIME
· Check versus other study days already planned plus any other major national U3A events or local events. 
· Ensure is convenient to the Study Team Leader
· Start working on Study Day at least 1 year in advance
· VENUE
· Is main area large enough – check fire numbers allowed
· Are there other rooms available, all with sufficient chairs & tables as required
· Are the toilets clean and have they or will they supply soap, towels & water
· Kitchen, is this sufficient, e.g. are there kettles or boiler and sufficient china & cutlery.  Is this included in the rental cost, or extra.
· Gas or electric for heating kitchen & hall – is this on a coin metre.
· Dining room capacity.
· If you require sound system, CD/DVD player, white boards and a projector screen are they available.  Are there convenient electric points.
· Are flip charts available if required.
· Can you black out the hall – curtains or blinds
· Car parking, is this sufficient and free.
· Are they insured for public liability.  Sometimes you have to cover this.
· Cost, does this include use of all equipment and rooms required, is VAT on top.  Can they reduce costs when you mention OFSTED and community education support.
· Venue must be within easy distance of study day leader and helpers. 
· Try and ensure venues are varied throughout the year.
· Most people would travel up to 30 miles, if interested
· PROGRAMME
· Decide what it is you want in the programme
· What are you trying to achieve
· What message do you want to convey
· Is it purely presentations, or a mixture of presentations and workshops, or even displays and hands on as well.
· Do you expect many people to be interested, or is it a minority group.  This affects the venue chosen. 
· SPEAKERS
· What content do you want to have
· Where do you want the speakers to come from, e.g. external recommendations, university recommendations, within U3A.
· 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
· Check their IT requirements match those provided by the venue
· WORKSHOP LEADERS
· How many required on what topics
· Where will you get them from
· Reduced registration fee
· LUNCH
· Is this provided by the venue.  Agree good value for money at an agreeable price, but don’t knock down too far so that the food is below standard.
· If external caterers are allowed, either find out your own or look in Events Team supporting documentation.
· REFRESHMENTS
· Provide tea/coffee/biscuits
· on arrival
· Coffee break
· Tea break
· Make sure this is allowed for in Registration fee, regardless of whether it is provided by the venue or yourself
· BUDGET
· Decide what your budget is by completing proforma – see TVN Supporting documentation
· Things to take into account
· Hire of venue
· Cost of tea, coffee & bix
· Cost of lunch
· Cost of speakers
· External need negotiated fee + possibly expenses and a free lunch
· U3A speakers, free registration & lunch
· Cost of helpers - - reduced registration fee – if helpers unable to attend any sessions.  Helpers on registration and stewarding duties have no discount.
· Cost of administration, e.g. named labels
· Number of anticipated participants
· Contingency
· 5% if you think things will go well
· 10% if you are not quite sure
· 15% if you think you may not get the required numbers
· Once all costs are known, decide Registration fee which is dependant on expected number of participants.  People are comfortable with £15 + £6 lunch, or less if possible!
· HELPERS
· Car Park attendants
· Set up venue
· Registration
· Marshalls for direction
· Provision of tea, coffee. Biscuits, plus wash up afterwards
· IT technical support, if technician not provided
· Clear up after lunch
· Set venue back to normal at end of day
· APPOINT TEAMS
· as necessary to deal with registration, marshalling, catering etc.
· CONTACT NAME, PHONE NUMBER AND EMAIL
· Study Team Leader

· Application forms

· 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
· ORDER OF ACTIVITIES (Summary)
· Decide what it is you are trying to achieve

· Book Venue
· Find speakers, workshop leaders
· Book catering
· Produce publicity
· Start processing applications, acknowledge and place students in workshops
· Appoint helper teams
· Allocate workshops to rooms, if required
· Produce map of venue, if required
· Check venue, speakers and catering arrangements are OK
· Send final acknowledgement to pariticipants along with directions to venue
· Submit names for production of badges
· ON THE DAY OF THE EVENT
· Have mobile number available, in case of problems, e.g. speakers not able to attend!!!!

· Check Hall layout – where the light switches work, how the blinds etc. work and the sound system, including the microphone
· Check the toilets
· Make sure the car park is clear and reserve speakers space (take reserve notice)
· When sound etc. Is set up, check no wires across floow could cause accidents
· Seek out materials e.g. cleaning cupboard in case of spillage etc.
· Check kitchen – if outside caters are used, just give them the times you require service.  If your own volunteers, check provisions required, black bags for rubbish and tea towels.
· Useful to know whereabouts of local shop in case you run short of provisions.
· Check registration table/tickets/lists (duplicates advised) change if taken money
· Pay speakers, caterers
· AT THE END OF THE DAY
· Ensure clearing up team set things back to normal
· Thank everyone required
· Ensure all payments have been made
· Check any equipment provided by U3As is taken away
