DRAFT Regional Summit Planning Committee Position Org Chart (July 2011)
Minimum: 6 staff & 10 volunteers




Registration








Logistics





General Sessions








Breakouts








Recognition








CRN





RS Staff 


Lead





RS Volunteer Lead





Minimum: 1 staff & 1 volunteer 








Responsible for:


Registration communication


Website customization & reporting


Nametags & ribbons


Registration packets/handouts


Preparing registration giveaways


Organizing and manning the registration welcome table








Minimum: 1 staff & 3 volunteers 








Responsible for:


Shipping coordination and supply transportation


On-site facility communication around meeting room setup, meals, sleeping rooms, etc.


On-site signage and banners 


On-site decorations


On-site hospitality, high-energy welcome of volunteers and giving directions





Minimum: 1 staff & 1 volunteer (at least one who is VERY A/V savvy)





Responsible for:


Coordinating smooth General Session scripting and flow on-site


Selecting local presenters for specific pieces


Working with traveling emcee for smooth transitions


Securing General Session A/V equipment 


Working with and customizing large General Session PowerPoint files


Working with music and video files on-site








Minimum: 2 volunteers 








Responsible for:


Selecting local presenters for specific breakouts


Updating presenters with Facilitator Guides and any changes as necessary


Communicating with local presenters to make sure they are prepared 


Printing handouts for presenters as necessary


Decorating and stocking breakout rooms with necessary supplies


Appreciating and recognizing presenters in creative ways





Minimum: 2 volunteers 








Responsible for:


Serving on the Awards & Recognition Task Force to determine Summit Recognition Plan


Making sure all recognition items are ordered 


Adequately recognizing all winners, including National & Division Awards, Pacesetters and Top Fundraisers.  


Working with General Sessions to make award presentation  smooth 


Adding extra creative recognition as needed locally








Minimum: 1 staff 











Responsible for:


Coordinating with RS Leads for combined sessions and/or meals


Coordinating with Registration for CRC attendees


Coordinating with Logistics for any on-site room and signage needs


Planning all details of separate CRC sessions, awards  and breakout needs
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