CCP Planning Timeline
Begin immediately - 4 to 6 months prior to the training
[   ] Identify an organizing team to share tasks: food, facilitator care, budget, fundraising        
 and sponsors, registration, advertising, facility, equipment and supplies, etc. 
[   ] List and alert supportive organizations/individuals and desired participants

[   ] Investigate and select a facility (residential or commuter)  

[   ] Outline the budget, fundraising and fees, deposit, scholarships, sliding scale, etc. 

[   ] Select dates and times, avoiding local events
[   ] Plan and begin “Save the Date” publicity campaign
3 Months prior to training:
[   ] Send CCP National a “Request for Training” form and $200 deposit/donation
    for national CCP.  Write on the envelope and in the subject line  “ATTN: CCP”.    
[   ] Confirm the dates, schedule and facility  

[   ] Talk with the CCP Facilitators; describe the participants and their interests    

[   ] Decide how to handle meals and snacks 

[   ] Continue outreach/publicity
[   ] Receive registrations and fees; send out confirmations
2 Months prior to training:

[   ] Continue publicity and fundraising

[   ] Arrange the facilitators’ room & board, local transportation and payment  
1 Month prior to training: 
[   ] Prepare training packets locally; seek free photocopying  
 [   ] Assess if registration is sufficient to hold the training; consult with CCP national
[   ] Arrange transportation and hospitality for facilitators and tell them about participants

2 Weeks prior to training:

[   ] Re-confirm with providers of the facility, food, materials/equipment, resources, etc.  

[   ] Decide who has responsibility for cleaning up.   

[   ] Gather equipment and supplies.
1 Day before training:

[   ] Pick up facilitators; provide accommodations; show the site and help them set up

During or following the training:

[   ] Send CCP National: participant list, action plans, evaluations, photos, donations 

[   ] Pay each facilitator a $600 stipend plus transportation expenses

[   ] Set a date for the reunion and a review of planned projects
