BOARD ENGAGEMENT FOR TRAINING, SPEAKER 
	Duty
	Tasks
	Timeframe

	1. Identify program content & subject matter for trainings/
conferences
	a. Work closely with board and co-training chairs to brainstorm themes for fall conference & spring training.

b. Work closely with board and co-training chairs to create a list of potential breakout sessions and speakers based on identified themes
	Summer

	
	c. Send out ‘Call for Proposals’ for Fall Conference*
d. Work closely with co-training chairs to identify ‘opening’ and ‘closing’ speaker and/or panel for Fall Conference
	At least 10 weeks before event 

	
	e. Create list of possible speakers for Spring Training

f. Share list with board; coordinate voting and/or decision making process. Finalize 1st & 2nd choice for Spring Training speaker**
	Early Fall

	2. Contact potential speakers and/or other session leaders for trainings/
conferences
	a. Coordinate voting or decision making process to determine session leaders for Fall Conference**
b. Communicate closely with ALL session leaders and speakers for Fall Training 

i. Identify travel, AV, handouts or other needs
	At least 4 weeks before event

	
	c. Work closely with 1st choice speaker to identify monetary and other needs for Spring Training.
i. Identify stipend, travel, lodging or other needs
	Mid Fall to early Winter

	3. Solidify contracts or agreements with potential panelists/speakers 
	a. Coordinate agreement with speakers and panelists for Fall Training
	At least 8 weeks before event

	
	b. Coordinate speaker contract for Spring Conference
c. Work closely with speaker to identify training needs (i.e. handouts, AV, etc.)
	By mid-January

	4. Work closely with speaker and/or session leaders
	a. Arrange all session leader and speaker needs for day-of

b. Coordinate with co-training registration chair to identify materials for participant packets & other necessary materials
	3-4 weeks before event

	5. 
	c. Distribute evaluations

d. Moderate panel OR introduce speaker
	Day of event

	6. 
	e. Process evaluations and share results with board

f. Send thank you emails to all session leaders, panelists, and speakers 
	One week after event

	7. Coordinate with past & elect Training, Speaker Chair
	a. Work closely with past-chair to transfer materials and knowledge
	Summer

	8. 
	b. Identify potential members for training roles*
	January-March


*Denotes suggested responsibility for Elect board member
**Perform task in absence of Training Speaker chair
