INTRO TO TRANSFORMATION WORKSHOP

Overview
Please make at least one Information Meeting (called “Intro to Transformation Training”) a mandatory meeting for all of your team members. Have the date/time and location set and include that in your upfront agreement with the team at the 1st Team Meeting when getting clear on their commitments. 
You need a minimum of ten enrollees (i.e., ten people who have never been through the training before) at the ITT Workshop in addition to your team and other graduates who are able to share the value and check in afterwards with enrollees about registration follow-up and clarity. 
You will need to allow a minimum of 2.5 hours for the workshop with an hour before and after for prep and ground, as well as tear down and wrapping up conversations. The team will need to arrive one hour beforehand so you can pray, ground for 30 minutes, and have time to get food, drinks, and materials ready and set-out before guests begin to arrive.
As the Sponsor, you need to schedule a facilitator for the meeting. Please ask the GAP Community Director of Communications for insight and suggestions of who is available and would be a good resource for you in your area.
Meeting Location
ITT Workshops can be held in any type of venue, such as private homes, church halls, work conference rooms, and so forth. If over 20 guests are expected, you might consider a hotel meeting room or large hall. The location must be private and allow for movement of the guests. It is a good idea to have the ambiance for the room to be inviting (i.e., lighting, music, refreshments, etc.).
Supplies & Materials
· 1
table for guest and graduate sign-in sheets and guest registration cards
· 1 box
ball point pens
· 2
fine-point black markers/sharpees for name tags
· __
adhesive name tags
· __
Paper registration forms to fill out on the spot (www.gapcommunity.com/awakenresources)
· 1
sign-in roster for guests and grads
· 1
Table for guest and graduate sign-in sheets and guest registration cards
· 1
easel (for large paper pads)
· 1
large easel pad
· 1
portable music system and background music
· __
boxes of facial tissues (optional)
· __
refreshments (drinks and snacks)
__
paper goods (plates, napkins, cups)

Set Up
On a table near the entrance to the room, arrange guest and graduate sign-in sheets with registration cards, pens, name tags, and flyers (www.gapcommunity.com/awakenresources). Keep the table(s) neat with your supplies set out in an orderly fashion. Have registration cards and receipts ready for use after the presentation.
Set up the easel (or dry-erase board) in the front of the room. Arrange a sufficient number of chairs for the anticipated attendance so that all seats provide a clear view of the easel. If you have background music and refreshments, set these up in the back of the room.
If you are in a hotel or a facility with many rooms, please provide signs directing guests to the meeting room location. Ask the facilities manager to post the Information Meeting on a marquee or bulletin board in the entrance/lobby of the location.
Grounding
Inform team members about expectations for their way of being at the workshop. Team members should be professional and clean-cut in their dress and their manner, maintaining a warm, friendly, welcoming, and comfortable atmosphere for guests. The physical environment is important to the workshop’s success, as is the presence of courteous, pleasant, and helpful graduates outside of the team. Focus on the guests and leave your own cares to the side.
The team, graduates, and presenter should ground to set the tone for the meeting at least thirty minutes before the guests arrive. It is very important to use this time for prayer, to clear any questions, and to receive instructions. Make time for the presenter to discuss the agenda for the meeting. Communicate to those present that once the meeting is over, the team and graduates should reset and clean up the space, making sure the room is left in better condition than you found it.
Be sure to pray for the success of the ITT Workshop before, during, and even after the meeting. Cover your entire meeting in prayer: the logistics, the presenter, the guests, the team, and the graduates.
Registration
Your registration team may consist of team members, you, and/or other graduates. Choose two people for registration, one for hospitality and one for the actual registration procedure. Registration procedures for large Workshops (20 or more guests) are the same as for smaller Workshops except you will need more tables and more graduate help. For example, for large workshops, use four graduates for registration and two for hospitality.
The hospitality person serves as a greeter. As guests arrive, he/she should direct them to the registration table. Each guest signs in with his/her name and phone number. The person registering guests should ensure that this contact information is provided and then give the guest a nametag before directing them to the seats.
Graduates should sign in with their name, phone number, and training date. Name tags can be made after set up and before guests arrive. Graduates are to be with guests in the meeting room, being friendly and welcoming.
Enrollment
At the end of the meeting, those guests who decide to participate in the Training should be directed to the registration table where they can pay the registration fee and complete the registration card. 
For large workshops (20 or more guests), two graduates should handle the money and two should check the registration cards for accuracy (Are names, addresses, email addresses, and phone numbers provided? Is the card legible?)
In order to participate in the training, each individual who signs up must pay the registration fee made payable to you, the sponsor. When a registration card and check is received, write directly on each registration card the amount paid, how it is paid (cash or check), the date, and the check number (if applicable). If payment by credit card is made available, note this on the card instead. Provide the enrollee with a receipt.
Once the participant has enrolled, tell them that they will receive a confirmation packet via email. 
Follow Up
At the end of the workshop, process all registrations and rosters. 
If workshop participants fill out a paper registration form on the spot, either you or your Admin Captain fill out that info online to transfer it to the online registration page so that is accessible to all parties (GAP Director included) and easy to find if the paper version is lost.
Use the guest sign-in sheets for follow-up phone calls. Follow up is directed by the Sponsor. Within three days of the workshop, call each guest that attended the meeting but did not enroll in the Training. You do not need to do this personally but can enroll your best communicators from the team or graduates to make these calls. This follow-up provides an excellent opportunity for enrollment. 
