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What i1s on the Disk?

m 2003 Training Resources

= Developed June 2003
= Susan Stephenson, MARAMA

s MARAMA Workshop and Meeting Manual
= Revised January 2003
= Completed by Joy Motheral, Systani, Inc.
= Living Document




MARAMA Resource Disk

m Provic
Coorc

e a resource for the MARAMA Training
Inators

m Includ

es Information from:

= EPA Education and Outreach Group (EOG)

= California Air Resources Board (CARB)

= Rutgers Air Compliance Center (RACC)

= National Enforcement Training Institute (NETI)
= NESCAUM Clean Air Academy




Thanks

m All the Providers included in this disk:
= Permission to use their material
= Additional material provided as requested
= Support to create this resource




Disclaimer

s PC compatible only, does not work on
MAC.

m Must be connected to the Iinternet for
many of the links to work.

m Information is up to date as of May 31,
2003, all information should be verified
with the corresponding organization.




What's Included

m About MARAMA

m Training Coordinators

» MARAMA Workshop Manual
m Training Providers

m Course Lists




MARAMA Workshop Manual

» MARAMA Workshop Manual
= HTML & PDF versions

s Meeting Management Guide
= HTML & PDF versions




Workshop Manual Overview

m 6 parts to the Manual
= Manual
= Quick Reference Guide
= Job Aids
= Meeting Management Guidebook
= Sample Documents and Forms
= Vendor & Training Provider Contact Info




Purpose of the Manual

m Guide those who organize and conduct
MARAMA events

m Guide those who are involved in one
aspect or more of a MARAMA event
= Agenda development
= Attendance at a MARAMA event

m Ensure that MARAMA events provide high
quality training




Intended Audience

m New staff

m Staff involved with MARAMA events (in
other words everyone in the office)

= Anyone involved with Event Planning




Manual Examples

m Chapter 1 Overview
= Types of Events
= Staff roles
= Other organizations roles

m Chapter 3 — Agenda Development
= Meeting Framework (sample document)
= Drafting the agenda




Checklists

m Avalilable for all Levels — 1-4 and the
Executive Boarc

m Can be used independently of the manual

m Programmed to give dates and identify
staff role responsibility

m Can be adjusted to fit each situation




Checklist — Level 3

MARAMA Weekly Activities Checklist (Contracted Courses)
Ins ert Meeting Name

Funding Level: Level 3 Staff Roles

Funding Type: EPAOTCIOther Managerment Review: Susan
Start Dates Tuesday, Nebroany 12, 2002 Training Coordinator:  Alice
Monday Prior: Monday, Februany 11, 2002 Logistics Lead: Hame2
End Date: Wednesday, February 13, 2002 Logistics Assistant: Hame3
E=t Attendees= X

Target Audience: X

Time Framp Tack Cnmplatinn Nate | pald Assigned Tn Task Nesrfptinn

A= soon 35 mesting |ASAP TC - Alice u] Contact Training Providar with requested datestopics and sign contract if
1= [dentifled necess any

LL- Mame2 O Complete Cortac and AV Needs Wor kshest

LL- MameZ O  Determine if field visit is ne cessary

LL Mamel o Idantify State or Local agancy staffto coordinate field wisit (if applicable)

LL- MameZ2 o FProvide hMegting Framewor k Workshest to Training Prowvider
TE/ED - Alice. Susan Nenrelnp general Ctotal dallar<y hod get
TC - Alice Pull & rewiew p ast meeting evaluationssinfarm ation (if applicabl=)

Pre-Event Activities
i eeks 1414 honday, Move rmber 13, 2001 12 - Alice

tao TC - Alice
honday, Movwe rmber 05, 2001 LL- Hame2
LL- HameZ2
LL- Mame2
LL - Name2
el 14 Monday, Howe mber 28, 2009 LL Mame2
LL - Mame2
LL- Mame2
W aalk A0 Mondsy, Decambar 02 2001 ALl
EL - Su=an
L& - Name=
LL- Hanmez
L& - Name32
L& - Name=
LL- HameZ2
L& - Mame3=
TC - Alice

e ner ate Weel y Adtivtie=s Checklist and assign roles

Update hlti-Workshop General Schedule

Completed Mesting Framewvork ChecHist returned from Provider
Cunducl mwvey ol Tavililies and ublain propus ak

[revelop Hotel Cost Comparison Wor kshest

Obtain trans potation options (Cortad and A Meeds Wor kshiest)
ldentify A" and menu options (Cortact=s & A% Nead= Wor kshieet ]
Finalze =ite salaction, meating rooms

Ganerate Budga and Actusl Costs'Workshest and setfee

ke ot woith Lo gistics and Prowidar staff to raviaw chacklist tasks

Sign the facility contract for rooms

Submit cradit application to facility

Fay depuosil il e yuined

Set up meeting in Contacts Database

Ganerate Meding Labals sheet

Cuonlig vk willyin=buvlus compleled G ne ess argd

Generate and send Savethe Dae notice

Update Annl Wwor kshop Scheddefneb site

OooooOooDoOoOoojlooojooooono

0-02 Level3C hecklist Weekly Adivities Checklist




Meeting Management
Guidebook-Overview

m General information on setting up and
running an event

m Descriptions and explanations of various
event related terms

= Rule of thumb advice regarding basic
event practices




Example

Podium
6
18”
2

Tables 6’ or 8’ long; 18"
Distance from table front to or 24” or 30” wide. Allow
next table is 4’ to 5’ for 2’ to 3’ per person (or 2-3
maximum comfort. people per 6’ table) for

more comfort and longer
sessions. (Armchairs
may require more space).

Not drawn to scale

Classroom (medium to large groups, all day)

Classroom set-up accommodates medium- to large-sized groups and is the most often used style of meeting
arrangement. It works well for all sizes of gathering, especially where group interaction and note taking will take
place. Tables and chairs are set up so that the attendees all face the presenter. A herringbone set-up is a variation of
the classroom set-up where the tables are set at an angle in relation to the front of the room, allowing for, in most
instances, an unobstructed view of the presenter.

The following points should be taken into consideration when planning for a classroom set-up:
: Distance between the tables
Spacing between persons seated at the tables

Table width S
Drapes and linens for tables
Aisle space between tables (usually running down the middle of the room)



Guidebook

m Can be used separately or in conjunction
with the manual.

m Guidebook Is referenced throughout the
NERE]

m Written by Joy Motheral for another
government grant and modified to conform
with MARAMA guidelines




Intra-disk Links

s ELMO/workshops/...

= Reference where sample documentation can
be found on Alice’s Computer

= Currently there are no links to the identified
documents

= Job Aids

= Links to the sections in the manual for each
task identified




Training Providers

m Regional Consortia
= MARAMA
= NESCAUM
= CenSARA
= WESTAR
= Metro 4/SESARM
= LADCO




Training Providers (con't.)

m Training Providers
= CARB
= Rutgers Air Compliance Center
= NESCAUM Clean Air Academy
= Air Pollution Training Centers
= Contractors




Training Providers - APTC

m Air Pollution Training Centers
= University of Cincinnati
= University of Texas Arlington
= University of lllinois Chicago
= Rutgers, The State University of New Jersey
= CalPoly

m Contractors
= Jerry Crowder
= Leo Stander




Training Providers

m Each Air Pollution Training Center
Includes:

= List of APTI courses they can teach
At the training centers
On the road

= Contact information and web site links




Course Listing

m EPA EOG
= APTI
= Satellite
= Virtual Classroom
= Self Instructional

NETI
CARB

Rutgers
NESCAUM Clean Air Academy




Links — Course Listing

m Consolidated Calendar
m On-line course descriptions
m Organizational web sites




Comments

This Is our first attempt, we welcome any
comments and suggestions for future
“Resource Disks”

Please send your comments and
suggestions to Alice Lutrey, MARAMA

alutrey@marama.org




Special Thanks

Susan Stephenson
MARAMA Air Quality Planner

Susan Wierman
MARAMA Executive Director

Joy Motheral,
Systani, Inc
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