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Create your own Inclusive Solutions Training events

Guide

1. Event proposed and agreed with Inclusive Solutions. Inclusive Solutions Fee and costs agreed. 

2. Date, location and title set. (Select title from: http://www.inclusive-solutions.com/allcatdetail.asp)

3. Locate venue. Negotiate good rate. Room requirements agreed following Inclusive Solution’s requirements

4. Design flier and set delegate charge with discounts for parents/unwaged – base charges on estimated numbers

5. Inclusive Solutions Web site displays advert/flier

6. Target audience defined and possible marketing targets named and approached

7. Marketing/advertising through professional and personal contacts

8. Print/photocopy fliers required and envelope stuff and stamp

9. Fliers sent out 

10. Programme provided by Inclusive Solutions

11. Enquiries by phone to you/Inclusive Solutions

12. Enquiries by email to you/Inclusive Solutions

13. Bookings handled by you and database created. 

14. Map and programme sent out by you.

15. All course participants names and addresses taken for invoicing

16. 10 days before Agree with Inclusive Solutions course viability. 10 usual minimum.

17.  9 days before alert venue to numbers/food requirements etc

18.  8 days prior to event Supply Door fliers naming event and timings, plus Conference Pack including: Programmes for all participants, Handout for each, Brochure, Fliers for other events (as relevant)

19.  7 days prior Map and confirmation of place sent to all participants with programme and list of other attendees.

20. Settle up with Inclusive Solutions – spend profit 

Standard Letter re requirements:

Dear 

Re: Inclusive Solutions training event.

This is to confirm that we will offer training at            on           between 9.30 am and 4pm. Coffee on arrival, at 10.30 and at 2.30pm please. Lunch 12.30-1.30pm

Re: equipment:

1. Power supply

2. Screen.

3. Small table on which to stand projector and laptop

4. Wall space adjacent to screen. An area of clear wall approx.: 6 foot by 12 foot 

on which we can tape (using masking tape) a large piece of paper for our graphics

5. Seats in theatre style/horse shoe around where screen and wall will be viewed

6. PA will be required for groups over 35. Roving hand held mike and a clip on mike. If this is problematic in the venue, we can bring a portable set up. 

7. Scrap paper one sheet for each participant, note paper and pen/pencils for all present would be desirable, although not essential

Please send us a map to and full postal address of the venue.

Our agreed charge for this event will be:

We will send you an invoice in due course.

If you need to discuss this in any more detail please contact
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www.inclusive-solutions.com

TITLE

9am arrival and coffee

9.30am Welcome 

9.35 Training

10.45 Coffee

11am (Training continued)

12.30 Lunch

1.30pm (Training continued) 

2.30 pm Tea

2.45     (Final training)

3.15 Closing Circle of reflection

3.30pm Close

Colin Newton and Derek Wilson

Inclusive Solutions

http://www.inclusive-solutions.com
mailto:inclusive.solutions@ntlworld.com
Tel. 0115 9556045/9567305

