ESC Workshop Success Factors
Objectives:

Educate targeted market(s) on ESPC with high quality program

Generate revenues for future Chapter Outreach activities

Success Factors:

#1
Energetic, dedicated Workshop Planning Committee committed to success
a. Minimum of three people

One person (Chairman) with lead responsibility

Others…Logistics/Budget, Speakers/Vendor Interface, Workshop brochure and event promotion
b. Committees are desirable to divide the work load
Logistics and Workshop brochure planning each entails multiple activities and is easily sub-divided

c. Establish time-line with critical step(s) / milestone completion dates.  Consider meeting frequency and communications among committees
#2
Supportive vendor community

a. Major funding obtained from Table Top Displays (TTDs)

b. Gage interest early with Intent to Support questionnaire (accompanied by Workshop promotional document and stated value)
c. Look beyond ESCOs and include technology vendors
d. Offer Event Supporter option for contributions to event 

#3
Effective Workshop detail planning

a. Logistics
Where? – consider cost (including deposit/payment requirements), meeting space options (for break-out activities if planned), AV support services, food service, space for TTDs (and arrangements for shipping/receiving and set-up), registration area, local lodging/dining accommodations (arrange for discounts), accessibility for anticipated audience “draw” and incoming speakers (proximity to airport, central to anticipated “draw”).  

RECOMMEND not using a facility where ESPC has been implemented – use neutral ground !
When? – provide adequate lead time (recommend six months minimum), carefully check activity calendar for competing events and holidays, consider impact of scheduling during peak vacation times, cross check preferences for day of week with as many planned attendees as possible.

Length of program? – One, one and a half, two days 

- Apply perspective first of how much time is needed to provide value for attendees and vendors for price to attend.
- Consider impact on budget for cost of facility, meals, etc. and impact on attendees for hotels and days away from work

- Consider added pressure on committee to “fill” time the longer the program goes (additional speakers/activities)

Workshop Materials –  Prepare in advance of event
- Publication of notebooks

- Workshop evaluation insert

- Signage for event supporters

- Directional signage (registration, break-outs, reference material room or table, lunch and breaks, restrooms

- Name tags

- Certificates of appreciation for speakers

- Pre-registration lists

- On-site fee collection lists

- Large note pads, white boards, etc.
Event On-Site Specific Details – 

- Tables and seating arrangement

- TTD exhibitor coordination

- Speaker coordination
- AV Support equipment coordination

- Food service, break coordination

- Registration
b. Budget
Build from cost side


-  Meeting facility

   
-  AV support services


-  Meals/reception


-  Brochure development

-  Brochure printing (if mailing is anticipated)


-  Postage cost (unless e-mail is sole means for promotion)


-  Speaker cost / cost off-set


-  Workshop notebook production

Income side of balance sheet

-  Vendor TTD fees

    
-  Event Support fees (less than TTD rate)


-  Attendee registration fees (keep these at very affordable levels)

-  Seek grants, other funding support 

  Coordinate early with ESC


-  On-line registration


-  Credit card payment processing

 
-  Event promotion

c. Speakers
- Very important to have participation from highest level of host state’s energy program and highest level government official to extend Workshop Welcome / Opening remarks and/or as luncheon speaker.  Likewise, involve each agency that represents each target market expected to attend.

- Seek out “Case Study” speakers (facilities where ESPC has been implemented)

-   Select ESPC and ESC Overview speaker(s)

-   Consider DOE, Rebuild America, EPA (other federal agency speakers)

- Consider speakers from either target market-affiliated groups and associations or other energy conservation focused groups and associations
-  Without diminishing the value of the program, to the extent possible, choose speakers that do not require compensation (or cost off set)

d. Vendors Interface
- IMPORTANT NOTE:  Maintain balance to extent possible for each vendor’s exposure related to event !

- Align expectations for exposure and communicate value to event      sponsors both short term and long term.

-  Link success of event (measured in terms of numbers of attendees representing potential future customer base) to efforts of each event supporter to promote attendance.

-  ESCO community expected to be major participants/supporters.  If used as moderators in break-out events use multiple company representatives for each separate session.
- Involve technology companies (lighting, VFD, motion detector, water conservation, etc. as TTD exhibitors and possibly as speakers.

- Build value proposition for event support, i.e. Acknowledgement in Workshop notebook, mention support from podium, provide supporter signage at registration area, request Case Study documents for use in event or placement at reference table.  RECOMMEND mention of TTD’s in Workshop brochure but no listing

-  Provide explicit TTD exhibitor rules.  RECOMMEND use of lottery draw to determine TTD location and alphabetical listing and order to any Workshop notebook content.

e. Workshop Brochure and Event Promotion
1. Development

-  Determine if volunteer resources can be utilized.  Microsoft Publisher or similar software is useful.  If not, determine cost for professional service.

- Consider interdependency with critical Workshop planning milestones; i.e.,clear of competing events, speaker commitments, meeting facility arrangements, attendee fee structure, pre-registration decisions, and return mail decisions.

-  In addition to speakers, agenda, and promotional text Include directions to meeting facility, proximity to airport or major cities, point of contact for questions, list of area hotels (with discount rates pre-arranged), registration form for fax or mail-in, pre-registration instructions, and return mail address
2. Printing

-  Color duplication is very expensive,  black and white isn’t very impressive
-  E-mail distribution of Adobe file attachment is an alternative to duplication requirement …cuts cost for color promo brochure

- E-mail to each event supporter, ask them to print copies for their distribution efforts

- Consider limited printing (for specific target mailing in combination with e-mail distribution)

3. Distribution List

- Enlist assistance from all ESC Chapter members for their professional network e-mail and standard mail lists
-  Seek out individuals from other associations with access to large e-mail and standard mail lists.  (Seldom will you be able to obtain this data direct from other professional groups or associations unless you buy lists.)

- Leverage association with targeted state agencies, state level K-12 agency, ESC, etc. for assistance in distributing brochures and promoting event

4. Postage

- Minimize cost through alternative means for distributing Workshop brochures (e-mail attachments, hand-delivery for use as insert in other mailing by groups/associations, distribution at other events, etc.)
-  Spread costs by having event supporters print brochures and mail out

-  Consider application for bulk mail rate

