Date here               

Dear Train the Trainer Participant:

Thank you for your interest in participating in the Train the Trainer Workshop to be held on (Date here). For those of you who have not sent your $100 deposit check to yet, please do so immediately. We will not cash your check unless you do not attend the Seminar and will return it to you at the completion of the seminar. 

We do not do this to make your life difficult. Based on your commitment, the Chapter has committed funds to Student Manuals, hotel room bookings, and lunch reservations. Once committed these expenses are nonrefundable. If you do not meet your commitment three things happen and all of them are bad. 1) The Chapter will have spent funds with no benefit, 2) Because of the limited number of positions in the seminar, some students who wanted to attend may not be included and 3) By not showing up, the reduced number of participants in the class will degrade the experience or even cause the seminar to be cancelled. The $100 is compensation to the Chapter for already incurred expenses on your behalf. 

If you are not planning to attend the seminar, please contact (name here) immediately so we can base our planning on the number of students who wish to attend.

The seminar will start promptly at 8:00 am on both (first day and date here) and (second day and date here). That means you need to be in the room no later than 7:45 am to give you time to get caffeine, sugar and psyched. 

The information below will give you some idea of the course content and ask you to do some specific preparations that will help make your experience both beneficial and enjoyable.

Purpose

The purpose of the Train the Trainer Workshop is to provide you with a successful and workable methodology that you can apply to any subject in which you may have to train people.

Training, not Education

This course focused on training, not education. Training deals with the how to while education deals with the why. This workshop is a hands-on, do-it-yourself, no nonsense and intense experience provided by an experienced instructor who will provide you with skills and practice which will improve your ability to make and evaluate presentations of all kinds.

Objectives

During the course of this workshop, you will write instructional objectives, formulate lesson plans and present 3 and 5 minute training sessions using the procedures, tools and skills learned in the workshop. During these training sessions, you will show your learners how to do an activity and have them do it to affirm that learning has taken place. Your training sessions will be recorded on videotape and at the conclusion of each training session, a constructive critique will help you to and conduct subsequent training sessions in a better, more results oriented manner.

Class Activities

Over the two days of the workshop, the class will go through the eight sessions shown on the workshop outline enclosed. This will be an active class in which everyone will participate through questions, discussions, class activities, presentations and critiques. The environment is a safe one in which participants feel comfortable to take measured risks with the purpose of learning and growth. This environment can be maintained only if there are no “observers” who are not willing to take equal risks with every other participant.

Schedule

Location:

________________________________

________________________________

Date/Time:

(first day and date here), 8:00 A.M. to 5:00 P.M.

(second day and date here), 8:00 A.M. to 4:30 P.M.

Preparation

Please prepare prior to your arrival at the workshop as follows:

· Select a topic for a 3 minute presentation that you can prepare and present during the first day of the workshop. This topic should be a how to topic with which you are familiar and need not be business oriented.

· Select a topic for a 5 minute presentation that you can prepare and present during the second day of the workshop. This topic should be a how to topic with which you are familiar and need not be business oriented.

· Dress comfortably, bring your best smile and your sense of humor and be prepared to have fun!
Train the Trainer calls for a lot of active work. The work is interesting, but intense! There will be no free time during the hours of the workshop. Your preparation, active participation and continuous attendance is critical to creating a successful workshop for everybody.

If you have any questions regarding the information contained in this letter or about the content of the workshop feel free to contact me.

I look forward to meeting you on October 20th.

Yours truly,

James D. Tarr, CPIM

J.D. TARR ASSOCIATES

Voice: (775) 885-1565

Cell: 213.924.0755

Email: ARKAS@AOL.COM

