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 (Pre- conference Orientation Guide: Mike Daily, GCI Board of Directors, 505/828-9546)

These notes are based on a seminar that was held at Hoffmantown Church (Albuquerque, NM) in September of 1999.  Approximately 130 people attended the seminar.  The format of the seminar was two hours per evening on Wednesday, Thursday, and Friday with a four hour session on Saturday morning.  These notes are intended to provide some ideas on promoting the seminar and what type of budget to plan for in conducting the seminar.

Planning the Seminar

After confirming the dates of your seminar with your church leadership and with GCI you will want to start promoting your seminar.  First, decide if you will provide childcare or not.  On-site childcare will make it easier for people to attend but will tend to double your expenses.  You may want to consider taping the seminar and selling the tapes and / or the seminar books.  A table set up is recommended for registration and for material pickup, information, and for sales.  Reserve your facilities with these things in mind.  The advertisement below was developed by GCI and is effective in describing the value of the seminar in mailings, handouts, bulletins, etc.  

Your Children: Fun or Frenzy, a four day parenting seminar

Before you give up on your dream family, before you decide that the only way you can endure the pain of the disappointment of your family life is to devalue your expectations until they are almost nonexistent, consider this alternative:

Respectful, articulate children.  Children who are responsive, who clean up after themselves.  Children who are pleasant to be with, are quiet and well-behaved in public, who come when they are called, who play well together without fighting or bickering, who obey quickly the first time.  Children who bring you honor and respect in your community, school, and family.  Fatigue, stress, humiliation, and shattered hearts do not have to be the norm.

Speaker: Rev. John Mahon and his wife Eleanor, married since 1975, both hold degrees in Education from the University of Texas and have taught in the public school systems in Houston and Austin, Texas.  Rev. Mahon holds, as well, an M.A. from the Moody Graduate School in Chicago, with an emphasis in family counseling.  He draws from his varied experience as College Minister, Associate Pastor, Pastor, Navigator Community Minister and, most importantly, father of four children ranging in ages from middle school through college.

The seminar will consist of four sessions to be held from 6:30 to 8:30 pm on September 8, 9, and 10 with the final session from 8:00 to 12:00 noon on September 11.  Cost is $xx.xx per person if received before August 31st, $xx.xx after August.  Child care will be provided.  For information or to register call xxxxxxxxx at xxx-xxxx.

Promoting the Seminar

1) Have your church print a flyer or brochure on the seminar using the above advertisement with your church’s logo and formatting.  About a month before the seminar mail the flyer to those in your church who are likely to be interested in parenting issues (or mail it to the whole church if that is easier).  This gets the word out quickly and gives people a chance to think about it.  However, it takes time and money and is not the most effective way of advertising.  An estimate of the percent of attendees that come because of this is 5%.

2) Announce it on the local Christian radio station.  Helps bring in people from outside the church but not the most effective method (did not do this for the Hoffmantown seminar).

3) Print the advertisement in the church bulletin starting about 6 weeks before the seminar.  Have the advertisement run as often as possible until the seminar starts.  An announcement in the church service can complement this but it is not necessary.  An estimate of the percent of attendees that come because of this is 25%.  

4) Have a table set up in the foyer with a poster, brochures and manned by one of your key people.  Registration can take place before and after all services.

Most effective - Have the person running the seminar (the business manager) attend the Sunday School classes and Bible studies of those most likely to be struggling with parenting problems.  Arrange ahead of time with the class leaders to let you announce the seminar.  It is best if the announcer knows John or has been exposed to the seminar material before and can speak from personal experience.  At Hoffmantown I talked briefly about John’s ministry background and his current emphasis on missions and parenting.  John is asked by many missionary organizations to teach their missionaries about parenting.  The missionaries use what they have learned to help the nationals with their parenting as part of their regular ministry.  John has taught the seminar in the major countries of Europe, Africa, Asia, and the Middle East. Although his emphasis is on overseas missions, John also teaches the seminar in the USA as time permits which is why we have this great opportunity to get help from him with our parenting.  Bring a clipboard to pass around with the following items attached.  

A) Copies of the advertisement for people to take if they are interested.  

B) A sign up sheet with the person’s name, phone number, and place to mark “paid” if they are including payment (this is the only info you need at this point).  

C) An envelope for them to put their check or cash in.

Stay in the class and monitor the progress of the clipboard around the class.  Sometimes         

people get focused on the Bible lesson (which is good) and forget to pass the clipboard around.  You may need to gently move it to the next person if it gets set down and forgotten. Visiting each class at least two times before the seminar will help quite a bit.  You might want to start these announcements about 3 weeks before the seminar.  By then they have seen the bulletin or mailing that you have already done.  Leave those who have signed up in previous weeks on the clipboard so others will be encouraged to attend as they see familiar names already signed up. An estimate of the percent of attendees that come because of this method is 50%.  

What To Do When They Call

When people call about the class you will want to answer their questions and get them registered.  To register have them mail you a check for payment of the seminar and a piece of paper with the following information:

1) Names of the adults who will be attending

2) Address and phone number

3) If they need childcare have them include the names and ages of the kids (most childcare providers need to know how many of each age they need to plan for).

Once you have received their mailing they are registered.  Use Excel to keep track of registration and payment received.  For those who signed up on your clipboard you will need to call them and request the same as above.  If they have already paid using the clipboard envelope just get their information over the phone.  

It is important to have a deadline, 7 to 10 days before the conference at which time the  price goes up.  This is necessary since your ability to plan and keep costs low is hampered by late registrations.  Refunds for people who can’t make the seminar may be considered on a case-by-case basis or a policy of refunding half the price can be used.  By receiving payment as early as possible you increase the likelihood that someone will attend and the accuracy of your predicted count is greatly improved.

Other Preparations

In addition to promoting the class and keeping track of registration you will want to finalize your logistics.  This includes:

1) Keeping your childcare providers updated on estimated numbers and ages of kids

2) Arranging for others to provide snacks and drinks (great serving opportunity for those you are training).

3) Arranging for someone to take care of taping the seminar.

4) Arranging for 3 or 4 people to help with first day check-in.

5) Arrangements for John – Plane ticket, hotel, rental car or equivalents.

6) Arrange for John to meet with Bible study groups or discipleship groups during the day on Thursday or Friday for more direct interaction – breakfast and lunch meetings work well.  Wednesday can also be used but is recommended that this time be used for final preparations (seminar notebooks, room set-up, unexpected problems).

7) Arrange for someone to introduce John at the seminar.  It is recommended that the pastor sponsoring the seminar be considered for this.
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During the Seminar

The day of the seminar make sure you have the seminar notebooks ready to go.  Also, make 3 or 4 hardcopies of your registration Excel file.  As people check in have them report in to you and your assistants.  Make sure they have paid, give them their books, and mark them down as having checked in.  Later you can merge the information from your assistants into one list.  Having 3 or 4 people doing this will allow things to move at a good clip.  Make sure the taping is being done during the seminar.  Also, once things get going someone will need to stay at the registration table to answer questions, help with problems, oversee any tape or book signup lists, etc. As part of the seminar you will want to think about how to give people  the opportunity to support GCI mission trips.  Contact John Mahon at GCI for ideas on how to do this.

Important - At the end of the first night make an announcement and let people know that it is not too late for people to come to the seminar so if they want to invite a friend that is OK.  Attendees who missed the first night would still pay full price.  It is estimated that 20% of attendance resulted from this being done after the Wednesday and Thursday night meetings.  

After the Seminar

After the seminar is complete you will want to finalize your records and accounting and make sure all your bills are paid.  You may also want to send thank you notes to those who helped you or provided facilities and services for the seminar.  You may also need to get tapes and books copied and delivered for those who signed up and paid for them.

Estimating Expenses and Price

At Hoffmantown we set a price of $10 per person before the deadline and $15 per person after the deadline.  This income covered about half the cost of our seminar for 130 people.  The balance was made up with church funds and a few private sponsors.  I would recommend a price of at least $20 per person but the best way to estimate your costs is to look at the costs we incurred.

Hoffmantown Seminar (1999)

Seminar Books
$4.00 per person

Soft drinks/coffee
$2.00 per person

Snacks

$1.50 per person

Childcare

$8.50 per person (per adult)

Misc. Supplies
$30.00

Travel

$75.00 (tax on donated airline ticket)

Lodging

Provided

Car


Provided

Meals

Provided

Honorarium
Negotiable w/ John (high end honorariums are $150 per seminar hour)
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