CHOOSING a DATE

There is no ‘right date for your event’ as each school will have its own exam schedules for 1st, 2nd and 3rd years.  Accepting that, there are some general guidelines to consider when establishing your date, choose one that is:

· MOST IMPORTANTLY A DATE THAT WORKS FOR EVERYONE IN YOUR PLANNING TEAM!!

· Not too early (around orientation)

· Not too late (around exams)

· Not during the AMSA’s National Convention (March 19-23, 2005; Washington, D.C.)

· Avoids important dates in your region if you elect to defer until the Fall.  The most pertinent being those for your Regional Conference (established in June).

· Avoids other national meeting if possible (for example PNHP (Physicians for a National Health Program))

· Not in direct competition of local events (sporting, civic or cultural) that are likely to reduce interest.

· Consistent with other organizations that will likely draw interest from HuMeders (example the national AHMA/ACAM meeting – usually in the spring)

It is a good idea to suggest choose three sets of dates that work best for your school and post them on your regional listserve and the national HuMed listserve to see which is the least conflicting.
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SAMPLE TIMELINE for a FALL RETREAT
This section contains a sample timeline for you to set up your conference.  Customize it to fit your timeline and your region.  

At the national retreat (late January)

· Enjoy the retreat as a participant

· Solicit ideas for theme, mentors and logistics from other coordinators during the training session

· Get information from the National HuMed leadership/ DSP/ past coordinators (files)

Immediately after the national retreat (late January - February)

· Discuss the life altering event with friends, family and anyone else who will listen to you

· Gather your core planning team

· Make a short posting on the HuMed and regional listserves saying hello and welcoming people to your beginning

· Identify potential sources of money and faculty allies

During National Convention (March) 

· Attend HuMed events, reconnect with people from the National Retreat, make friends, have lots of fun!

· Present yourself and your team’s ideas to region at regional time. This is also a good place to recruit more team members if you are in need and also identify contacts at schools in your region, who can help you with advertising at their school

· Solicit ideas for theme, speakers and feedback from other members of region

· Discuss with Regional Conference Coordinators your efforts; explore the possibility of presenting your retreat at the Regional Conference

· Identify funding sources remaining from other conferences

Right after national convention (late March)

· Contact your new regional trustee

· Contact the new National HuMed leadership – Regional Retreat Coordinator

· Begin to consider dates, themes, and session topics

Spring (March through May)
· Divide up the work! (before they leave for the summer!)

· Begin developing budget and start fundraising

· Research dates and brainstorm theme ideas for retreats 

· Publicity  – compose short email summarizing the retreat to perk interest before people leave for the summer. 
Summer (June through August)
· Finalize dates and title for retreat– Tell the Regional Retreat Coordinator

· Give preliminary info to Regional Retreats Coordinator, so it can be posted on the website

· Keep in touch with regional trustee and Ntl HuMed leadership (we are here to help!)

· Begin contacting possible mentors / physician session leaders (if applicable) – the sooner you contact the mentors the better, this way they can keep the weekend open!
· Student selection person – (1) Create a deadline and application (2) Post information on the web (3) Establish who will review the applications 

· Reserve retreat site

· Get chapter contacts from regional trustee and email them with a heads-up 
2 months before retreat

· Planning Team meeting !!

· Finance – Have some possible funding sources identified and submit proposal

· Mentors -- Select Mentors

· Site – (1) Decide on food, contact potential donors, reserve travel if needed;  (1) Reserve ant equipment needed by speakers (3) Do a preliminary walk-through of space, sign contract 

· Creative – (1) Brainstorm recreational activities (2) Compile lists of things to do (3) Establish a list of things needed: drums, guitar, face paint, etc.

· Publicity – compose short email summarizing the retreat to remind people, sustain interest. Make sure that your application is posted on the web (send the info to the regional retreat coordinator and it will be posted)
6 weeks before retreat

· Mentors – confirm, discuss their role at the retreat, find out what supplies they will need

· Publicity – compose short email summarizing the retreat, giving updates, and denoting number of spots still available, and any deadlines 

4 weeks before retreat

· Coordinators -- Keep in touch with HuMed Leadership, regional trustee and DSP

· Recruit more volunteers (e.g., first years) to help on committees and do specific tasks

· Finance committee -- Finish fundraising

· Mentors -- All mentors should be confirmed, all materials received, travel & lodging arranged (remember you do not pay for travel for mentors). Email mentors a copy of the Code of Conduct and let them know they will need to sign a copy at the retreat.

· SITE -- Make final arrangements; Go visit the site if possible to get a feel for what you need

· TRAVEL – Help people from the same schools/cities get in touch with each other, s

· Student selection - based on application deadline, send out acceptance letter and email that includes: date fees are due, address for fees to be mailed to including to whom check should be made out to, address of retreat site; directions to retreat site; solicitation for food requirements (vegan, vegetarian, omnivore, special needs); housing preference if applicable

· Entertainment/ Fun– Recreational activities should be planned, complete list of things needed

· Publicity -- Mail out third mailing to chapters with preliminary program/ agenda, send out a short email weekly from now until the deadline for apps/ the event depending on number of applications received. Plaster campuses with posters

2 weeks before your retreat

· Coordinators -- Keep in touch with HuMed / RTs / DSP; 

· Team Planning meeting if possible:

· Finance – (1) Collect all receipts (2) Prepare thank you notes for funders in advance

· Mentors -- Call to confirm attendance for all speakers/ faculty!

· Publicity committee – (1) Print almost final draft of program/ agenda if used (2) Check printing deadlines for programs and other materials for packet (3) 

Week of retreat

· Coordinators keep in touch with HuMed/ RTs / DSP; Oversee all committees

· Planning Team keep in touch; confirm agenda, to-do list and inventory of items needed with individual name of person responsible

· Facilities – (1) Make sure all equipment is ordered/ obtained if needed (2) Make signs for meeting rooms, bath rooms, streets (to direct people to building) if using a campus site.  Designate two people to be the ‘goffers’ during each retreat day.

· Housing/parking -- Make any final housing assignments for late registrants

· Entertainment/ Fun – Make sure the recreational activities are completely organized; eyeball all drums, materials, crafts needed

· Publicity committee – (1) Finish any final printing (2) Assemble packets for attendees (3) Print up assessment and feedback forms (4) Print out code of conduct for mentors

· Travel committee – Confirm what time everyone is arriving and make sure that everyone has a ride. Encourage carpooling!

Days of retreat

· Relax and have fun! 

· Finance -- Keep collecting last minute receipts and last minute money!

· SITE -- Check all equipment, put up signs, and laugh often; Pick up mentors from airport (if needed), introduce mentors, make sure they have what they need, thank them. Herd participants into room.

· Travel – Start airport runs early and use cell phones.  Keep receipts, as this is the classic source of lost receipts.

· Housing -- Handle any last minute requests or mix ups, meet and greet, empower participants to ‘own’ the site and their accommodation needs; use signs to point people in the right directions so that people are not required to be on-site.

· Publicity -- Coordinate registration table if used, get people to sign up for helping with meals/clean up, fill out waviers

· Evaluations -- Get feedback on conference

· Mentors – address any questions about the code of conduct and have mentors sign paper copies

After the retreat

· Congratulate yourselves on a great retreat no matter what, laugh at things forgotten, and revel in the friendships made. Get some rest.

· Send thank you letters to all exhibitors, funders, and mentors. Thank volunteers.

· Collect all files to pass on to next year's coordinators (Send it to the Regional Retreat Coordinator).  Write a one-page summary to be sent to the Regional Retreat Coordinator for posting on the web so others can be inspired. Please send digital pictures too!!

· The regional retreat coordinator should be in touch with you to evaluate the retreat planning process, ask for suggestions in way to improve resources…. This is very important for the success of these amazing retreats!!

· Send signed code of conduct forms to AMSA DSP

** Realize that lots of planning can be done over email, if you team agrees to check email and respond to email regularly! It is best to set deadlines for responses in your email. You should have an initial planning meeting and probably 1-2 more meetings as things progress. Also plan on arriving to the retreat site before the participants for set up, finalizing your programming and doing a little team bonding!!

