Regional Conference Planning Outline
Bashes are among the best ways to solidify regional relationships among student co-ops.  This spring, NASCO is pleased to work with our member co-ops to plan the Midwest Bash, TEXBASH, and WESTCO.  These bashes create excellent opportunities to reaffirm neighborliness among co-ops in the same part of the continent, to showcase host co-ops, and to allow co-op members to have a blast while getting a healthy dose of co-op education! 

While most of the organization of your bash takes place at a local level, NASCO staff can certainly assist you with planning, leading courses, and serving a source of ideas and resources.  In that regard, I took a moment to list some of the general steps in planning a bash: 
· Get a core group of people to plan it:  A planning committee is essential so tasks can be delegated.
· Create a theme and/or logo:  Themes and logos catch people’s attention on posters, brochures and T-shirts.  You could even organize the courses, caucus’ and discussions around the theme.
· Brainstorm courses and possible course leaders:  Think about areas that your co-op and/or board need training in as well as what resources your co-op can offer other people.  You may want to call co-ops in your region and ask what they would like to learn/talk about and what skills they can provide in the form of discussion leaders, caucus leaders or workshops.  Your staff, your Board, your officers, local groups and co-ops and NASCO are all good resources.  

· Send out a survey asking co-ops in the region what date is best for them and what course would be relevant to their current issues. 
· Choose a date as early as possible. This will allow participants, educators, and speakers to mark the date off on their calendar, which will solidify a commitment. 
· Brainstorm a keynote speaker or panel event. This could be a professor at the university, a community activist, co-op alumni, or public figure that has good speaking skills and relates well to students. Ideally, the speaker should relate to the theme of the event. 
· Make a budget:  Figure out what it will cost you to host the conference, estimate how many people will come and charge them a reasonable rate.  (How much will the advertising cost, if any? How much will food cost for group meals? How much will promotional material cost)  For example, the Madison co-ops once hosted Midwest Bash and charged $15 for local co-opers, $20 for people before the registration deadline and $30 after the deadline.    
· Create a flyer and brochure reflecting the program and theme.  Post flyers all over your co-op and send them to co-ops in the region.  Get the word out to everyone is one means of insuring a successful turnout. Also, advertise on web pages and by sending email to co-opers.
· Create an application form:  This should be simple, include meal options, sleeping arrangements (is on a co-op floor OK?), cost, name, co-op, application deadline and where to send it.  
· Confirm courses and instructors:  After you brainstorm courses and find people to lead them, make sure you confirm their commitment.  Communication is of the essence.  This will also act as a reminder to them to prepare their workshop or discussion ahead of time.
· Decide what kind of meal plan you want, if any:  Should the bash participants fend for themselves as far as meals go?  Will local co-ops invite participants to eat at their place or do you need to arrange meal preparation.  If so, you need to make menu’s, find people to cook (maybe participants could volunteer), find a place (a co-op house may make their kitchen/dining room available), if it’s warm enough, a  BBQ would be fun! 
· Choose meeting, eating and sleeping space:  Most likely, people will crash at co-op houses, but you should ask each house if that is OK and how many people can sleep comfortably in their common areas.  
· Reserve any places for meeting and eating if needed:  Classes could be held at co-ops, but if you plan to use University classrooms or other meeting space in libraries, other non-profit groups or elsewhere, you need to contact those organizations and follow their procedures for room allocation/rental.
· Decide if you want other promotional materials (T shirts, stickers, etc.):  T-shirts are great if the logo is awesome, but don't sell well if the graphics are unapplealing.  You might consider selling shirts adverstising your co-op if you don’t want to make conference shirts.    
· Plan entertainment (co-op movies, tours of local co-ops, party, etc.) 
· Create a registration process:  Who should registration forms be addressed to? Who should checks be made out to?  You may want to have a central location for participants to meet so your co-op can keep track of who actually shows up for the conference.
· Compile information to send to people when they register (what to bring, where to go, etc.):  A simple letter or flyer that includes information such as what house you are staying in, a map or directions how to get there, what things you should bring (sleeping bag, $, etc.) should be sent to everybody who registers.  If a bunch of people register from the same co-op, you could send one pack of information for the entire co-op (this saves $ on postage!) 
· Make a list of supplies that you will need (do instructors need stuff like flip charts, name tags, etc.)
· Get volunteers to do things that you can’t (cook, host party, be a taxi service, whatever)

Regional Conference Planning Timeline
The suggested timeline below was created from former regional conference planning timelines. It assumes that the conference will be held in mid-April. Your group may choose to hold the conference on a different date, or to organize the conference on a longer or shorter time-frame.
NASCO Institute (November):

· Great time to decide who is hosting the conference, who is organizing it, and to gather a list of contacts at each co-op. Also decide roughly when the conference will be be held (often March or April).

· Get in touch with NASCO staff to receive organizing resources and begin discussing overall process.
January or sooner:

· Gather a list of contacts at each co-op (e.g. people from NASCO Institute, member services directors, board presidents, social managers). NASCO staff have access to a lot of this information, and maintain mailing lists by region.

· Determine a few potential dates. Using the academic calendars of each college/university in the region that has a co-op, identify dates that have the fewest conflicts with midterms and finals. Cross-check this list with your co-op's board and member events.

· Poll co-ops in the region for their preferred dates, noting if there are any major conflicts.

· Form a local organizing group. Begin meeting regularly. Discuss goals of event, set individual group roles, and agree to general planning calendar.

· Speak to your board and/or staff. Confirm that your co-op is comfortable hosting the event and understands what the process entails.
February:

· Finalize the date of the conference. Send a “Save the Date” email to your members and the members of other co-ops in the region.

· Create/update conference website. List basic information and date of event.

· Discuss conference programming. Determine what sorts of programming you're looking for, who you will solicit for support, if you are interested in recruiting speakers/ special guests. Will you plan special events, co-op tours, parties, or other activities?

· Recruit volunteer to design event poster.
Early March:

· Set registration fees (if any).

· Finalize poster design and send poster to print, along with other relevant publicity materials.

· Set tentative, general conference schedule. 

· Purchase event insurance.

· Reach out to local co-op houses to request that they host guests during the conference. (Find out if anyone is planning a party.)

· Solicit organizations for monetary or food donations.
Mid March:
· Main mailing (cover letter, poster / flyer / brochure, schedule if possible, registration / RSVP info, workshop solicitation).

· Update conference website. Open online registration. 

· Recruit volunteers to design program guide, schedule, map, and other event materials.
End of March:

· Follow up with other co-ops to encourage attendance, get a rough headcount.

· Finalize workshops, collect descriptions

· Confirm the number of event participants that local co-ops can host.

· Recruit volunteers to fill various event tasks (cooking, set-up/break-down, registration, welcoming guests, leading tours, etc).
Early April:

· Finalize schedule and post around local co-ops.

· Finalize event material design. Send event materials to print.

· Send email to workshop facilitators discussing expectations and logistics.
1 week before:

· Registration / RSVP deadline. Estimate number of attendees.

· Send housing assignments to host co-ops and attendees, along with relevant contact information.

· Finalize food plans.

· Remind houses that they are hosting people, post info-sheets at host sites for guests.
Last few days:

· Food shopping, collecting food donations.

· Gather workshop materials (easels, markers, projectors, large inflatable hot tubs).

· Set up bulletin board / message center in common space.
