Workshop Sign Up Sheet
Registration:  

Duties & Volunteers
· Buy name tags & colored dots ______________________________
· Make copies of sign-in sheet  _______________________________

· Make signs for break-out groups ____________________________
· Man registration table, instructing members to sign in, fill out name tags, hand out programs _______________________________________________

Program & Workshop Content: 
Duties & Volunteers

· Type the program for the meeting  ___________________________


· Bring 4 timers for break-out groups ___________________________


· Bring microphone/speakers  _________________________________

Emcee: 

· Welcomes people at the beginning of the workshop. Keeps the workshop on schedule. ________________________________________________
Time Keeper: 

· Keeps time for the emcee if needed.  Keeps track of the time for the break-out groups. __________________________________________________

Literature: 

· Oversees the literature sales during the workshop. _________________________________________________________

Evaluations: 

· Brings copies of evaluation forms & pencils/pens.  Distributes evaluations at end of workshop. Collects finished evaluations. _________________________________________________________

Set Up & Clean Up: 
Duties & Volunteers

Room Set Up: 

· Set up chairs for each break out group

· Set up chairs/tables in main room

· Set up coffee & literature tables 
1. ________________________________________________________
2. ________________________________________________________
3. ________________________________________________________
4. ________________________________________________________
Coffee/Tea: 

· Check to see what supplies Intergroup has available 
· Buy coffee, tea, sweeteners, milks
· Buy paper goods: cups, stirrers, napkins
· Make coffee & hot water 
1. ________________________________________________________
2. ________________________________________________________
3. ________________________________________________________
4. ________________________________________________________
Room Clean Up: 

· Put all chairs & tables away

· Put literature away

· Clean up coffee & tea supplies
· Make sure space is left as nice as or nicer than you found it
1. ________________________________________________________
2. ________________________________________________________
3. ________________________________________________________
4. ________________________________________________________
