Planning a Workshop

Before the Workshop:

Two months before the workshop at the business meeting:

· Pick the date

· Plan the topic

· Ask the Intergroup Rep to announce it at the Intergroup meeting

After that meeting:

· Secure the room with the church

· Ask the church about borrowing their coffee pots

Publicity

· Make a flier

· Get flier to the Intergroup & Region websites
· Get copies of the flier for the home group members to pass out

· Advertise in local OA newsletter
One month before the workshop at the steering committee meeting:

· Plan the format.  Use the notes from previous workshops

· Review what jobs need to be done

· Review the schedule
· Discuss evaluations, etc.

One month before the workshop at the business meeting:

· Have a list of jobs that need to be done and have people sign up

· Explain how the sign-in sheet with colored dots works (each dot represents a break out group)

· Emphasize the importance of being true to the commitment you sign up for

· Inspire the group to remember that this is their home group that is doing a service to the OA world.  That it is our responsibility to carry the message and this is a powerful way to do this.  Every workshop we have had, people leave feeling touched and renewed and committed to working this program.

