Attachment C

Responsibilities of Decentralized Workshop Site Coordinator

· Forward all RMASFAA-L training announcements to state listserv

· Send information on time, location etc. to State membership.

·  Provide attendees with directions to training site.

· Make sure training materials arrive and are available at the training site.

· Monitor registrations in case more training materials are needed and work with the Training Committee Chair to have additional materials sent in time for the training.

· Provide attendees with nametags.

· Coordinate logistical matters for state instructor and team instructor.

· Ensure facility is adequate for training purposes.

· Coordinate Audio / Visual needs with trainers.

· If refreshments will be provided, coordinate ordering, payment and delivery.  HOWEVER, please keep in mind that RMASFAA will not reimburse for these expenses.  

· Handle on site workshop registration, collect payment as needed.

· Have a receipt book available.

· Provide RMASFAA Treasurer accounting of registrants who attended training and payments collected.

· Provide attendees with Housekeeping information before training begins (i.e. where restrooms, phones etc. are located).  

· Provide attendees with list of nearby restaurants if a (on your own) lunch break is scheduled. 

· Mail materials to the paid attendees who are unable to attend

· Collect evaluations from attendees

· Mail left over training materials and evaluations to the Training Chair.
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