ABS Balint Weekend – Timeline
Guide for host of Weekend

6 months before:  
· Host to join monthly Weekend committee conference call
· Work with Chair of Weekend committee to start process for selection of dates, taking into account dates of other Balint events, including Intensives and Credentialed Leaders’ weekends

4 months before:  
· Finalize dates of Weekend and present to Weekend Committee 
· Select a site for the Weekend 

· Start budget (see template), to make sure the site will work.  Less important if in a residency program/academic department 

· There must be at least 1 credentialed leader per group.  If there are not enough credentialed leaders locally, then invite leaders with enough lead time for them to make plans.  Include appropriate travel in budget.

3 months before:  
· Complete budget, using template.  Decide what meals will we offered/cost of CME/cost of location/potential travel of leaders to determine registration fee.

· Rough draft of brochure sent to Chair/committee members for review
· Start CME application process to AAFP or AMA.  Reference the Wiki for examples of successful CME applications.  
· Discuss publicity/marketing plan with the Balint Weekend Committee.  Publicity can be started locally with CME applied for, even if not yet approved
· Coordinate the timing of the announcement (see template) of your Weekend on Balint-L with the Intensive coordinator and Chair of Weekend committee.  

· Select hotel for out of town participants and reserve rooms if necessary.

2 months before:  
· Finalize budget and present to Balint Weekend 
· Finalize brochure and present to Balint Weekend Committee.  May place on Balint L when approved by Committee
· Consider if you will send hardcopy of brochure to select mailing list 

· Decide your maximum and minimum number of groups/leaders, and your timetable for letting leaders know whether they are needed. 
· Begin spread sheet for keeping track of registrant information/ payment (See template). Include email addresses. 

· Work with ABS treasurer and website manager to create payment system

· Copy checks before sending to treasurer, for those who register via mail

1 month before:  
· Decide what reprints or other info you will provide to registrants 

· Send directions to hotel/site to registrants
· Order food for Friday night, break and lunch

· Send confirmations to registrants by e-mail, as they register
· Create evaluation form (see template)

7-10 days before

· Determine who will be in what groups

· Create packet for registrants, name tags, evaluation forms (template) etc

After Weekend

· Prepare evaluation summary and financial report and send to Chair of Balint Weekend Committee
· Maintain CE/CME records for required time
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