Regional Summit Leadership Team:
2 Staff leads: CET Lead and District/Regional Staff Lead partnership
1 Volunteer Lead: Council Member/Leadership Volunteer

	Summit Lead Roles
	CET Lead
	Region/District Staff Lead (Vol Lead based on skill set/time to contribute)

	Registration
	- Work with Marilyn Dryke to design registration website
- Develop E- Invitation, FAQ’s, resources documents, policies, etc
- Monitor attendance/pull reports
- Determine materials/breakout format based on #’s

- send out motivational emails prior to Summit

- develop and send online survey post Summit


	- get feedback on what information is needed on website from staff/council
- walk through registration needs (conference call with CET Lead/Marilyn)

- test registration website

- optional for Vol Leads: write fun, motivational emails prior to Summit

	Presenters & Breakouts
	- determine which breakouts to offer PRIOR to building registration site (work with RVP, supervisors and district staff  for special needs)

- Review all modules in detail

- Set up training calls for Presenters, help district staff find presenters

- Lead training calls to review modules with presenters 
- work with National presenters on modules and audience needs
- Take Care of National Presenters – transportation, gifts, materials, etc
- work with District Staff/Vol lead to make sure handouts, breakout kits, music, flip charts, and all other materials are ready for breakouts

-  Make sure breakouts match up to attendees and flow smoothly at registration


	- work with district staff & vols to identify breakout presenters and gather contact information
- Closer to Summit -> print ALL breakout materials and organize handouts, breakout kits,…make sure everything is ready for Breakouts!

- create fun signage for Breakouts (Vol Lead or Team preferably)

	Materials & Resources
(shipped to local Summit office or location of Staff Lead)
	- order national giveaway materials 
- order registration materials

- order signage and logistical supplies as needed

- order shirts and materials for Friday

- order Awards and Recognition materials

- order/coordinate committee gifts/thank you’s
	- have call with CET Lead to go through all materials orders to double check list
- Buy local items needed (work with CET Lead)

- check and organize local inventory to be used for Summit ( banners, signs, floor signs, etc)

- check inventory as items are shipped to office

- make sure all items are delivered to Summit location and returned back to office



	Building Committee- Leading Committee
	- Co-Lead Summit Committee Calls
- take notes and send out after calls

- make sure Summit sub-committees are productive AND recognized
	- work with region staff/volunteers to build committee
- Co-Lead with CET Lead the Summit committee calls

- make sure Summit sub-committees are productive AND recognized



	Communication – Division calls, relay information to region
	-Be present on Division Summit Planning  Calls
- Read through all division materials in detail

- Communicate  information to regional Summit Committees
	-Be present on Division Summit Planning  Calls

- Read through all division materials in detail

- Communicate information to regional Summit Committees

	General Sessions
	- Work with General Session Committee
- Work with RVP and Supervisors to make any changes necessary to General Sessions content

- Recommended to be staff lead for General Sessions onsite at Summit

- Make sure rehearsals happen

- double check all materials/dvds prior to Summit

- work closely with AV committee member

- work with GS speakers and make sure they have materials, ppt, etc
	- Gather input from Regional Leadership to make sure General Sessions have correct language, information for region
- Lead on Logistics  and Decorations for General Sessions and Entire Summit:  Make sure General Session materials, giveaways, signage, decorations are at Summit location and set up prior to Summit & in-between sessions (Committee role)

	Onsite Logistics/ Onsite Registration
	- Make sure all signage and materials are ordered for Summit
- Coordinate all registration materials, name badges, agenda, and other materials for registration packet 
- complete W,W,W,W for committee for onsite coordination

- co-lead onsite Committee Meeting at Summit to go over details

- coordinate swag bag materials


	· Coordinate and Manage all onsite registration, breakout prep, and onsite logistics with committee
· Make sure Summit runs professionally, is festive, and is organized

· Put together registration and other Summit materials the week of Summit (swag bags, name badges, etc)
· co-lead onsite Committee Meeting at Summit to go over details

·  coordinate swag bag materials



	Awards 
	· order all materials for Awards and Recognition
· Work with Division on final 10-11 award winners

· Input regional/local information into General Sessions for awards
	· give input on awards and flow

· double check award winners

· work with CET Lead to make sure all awards materials were ordered and are in place for Summit


	Budget/hotel
	· manage budget

· work with regional staff lead on BEOs, hotel map/flow, etc
	· work with hotel (along with CET Lead) to plan meals, BEOs, needs for breakout rooms, etc.
· visit site, plan out breakout rooms, registration, etc



	Onsite at Summit/Week of Summit
	· onsite lead for General Sessions and working with GS presenters

· Pull final Registration #’s and work breakout rooms and layout

· Final content changes/tweaks to any breakout content, general sessions, learning stations, etc.

· Complete Final W,W,W,W with District/Region Staff/Vol Lead

· Review final hotel contract and needs (with Staff Lead)


	Staff Lead and Volunteer will work with Committee (made up of district/region staff and council/other volunteers to accomplish this onsite for Summit) – they will be LEAD PLAYERS ONSITE IN MAKING SUMMIT SUCCESS

· walk through site and work with hotel for final count/decisions on meals, GS set up, AV needs, breakout set up, o

· manage all Registration prep, manpower

· manage all logistics/signage prep and manpower

· manage all General Session and facility site decorations prep and manpower 

· manage Breakout prep – handouts, flip charts, music, decorations, signage

· Learning Stations prep and set up

· Disney Parade, Rookie Welcome and other Summit activities prep and set up

· Manage Personal Touch activities – special gifts, thank you items, awards, pacesetter decorations, etc

	Survey and Analysis
	· Send out Surveymoney evaluation and reminders
· Co-Lead Wrap Up with Committee to go over results

· Complete Summit analysis
	Co-Lead Wrap Up with Committee to go over results


Estimated time commitment for Staff/Volunteer Lead:
· Qualities:  A team player, hard worker, and strong organizer/leader

· 1 hour per week starting in late spring and summer
· 4 hours per week in the last 2-3 weeks before the Summit  -will be busiest time for Regional Staff/Volunteer Lead before Summit
· 1 hour conference call with CET once a month beginning in May

· Face to face meeting (Aug 12-14)
· On-site management during all Regional Summit activities, including pre and post Summit setup and cleanup
