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o Become very familiar with this Director’s Handbook, the Time Line suggestions, and the 
Attendance Building packet. 

o Work with your Walk Thru the Bible Seminar INSTRUCTOR throughout the seminar planning 
process by phone and e-mail.  

o Secure all shipments of promotional materials and day of seminar materials. 
o Recruit and oversee committee chairs. 
o Show Promotional DVD to Committees and brainstorm ideas. 
o Work with the Attendance Building Chairperson to make sure the seminar is promoted creatively 

and in a timely and consistent manner.  
o Oversee / arrange pre-registration tables 4-6 weeks before the seminar with the Attendance 

Building Chairperson. Several locations. 
o Arrange lunches/and or snacks. 
o Recruit childcare workers. 
o Contact your seminar instructor(s) and help with the selection of their hotel accommodations and 

if they need to be picked up at the airport.  Our instructors usually make their own reservations. It 
is important that safety be a major part of your recommendation to the instructor(s).  Some areas in 
any city are safer than other areas. Our women instructors may travel alone; so the Motel/Hotel 
room must be located with a safe entrance and exit from the room and parking lot and well lighted 
and in a safe part of town.  Even if you are having a one-day seminar, if our instructor(s) are 
driving to the event – they may stay overnight in a hotel for rest before the event.   

o Please meet and be the Host for the “day of the event” to the Instructor. 
o Secure Instructor’s equipment; sound support, and electrical setup, PowerPoint capability if 

required and large screen(s) 
�
�
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o Director’s Handbooks and Clipart has been emailed to you.  If you are having a Kids In The Book 
event, you received the Kids Director’s Handbook and Clipart. 

o Bulletin Inserts and posters have been shipped to you by your INSTRUCTOR. 
o Recruit chairpersons and plan a meeting, hand out their responsibilities, brainstorm, and set 

budgets. 
o Place your seminar date and schedule on church calendar.  We suggest no other prominent events 

be on the calendar at the same time. 
�

67�8�1��$��!�	�������������
�2� � �
��2�� �
�
o Childcare – Check on the chairperson and help with recruiting workers for the day of the seminar. 
o Food Services – Check on planned menu and the recruiting of workers for the day of the seminar. 
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o Registration – Check on chairperson and decide how you want to take registrations and begin 

recruiting workers.   
o Show Promotion DVD/VHS to Congregation. 
�

8�1��$��!�	�������������
�2�� � �
��2�� �
o You should have your Seminar Instructor’s picture and biographical sketch.  Contact your 

instructor for travel information and assist with hotel accommodations. 
o Ask your instructor about what kind of equipment he/she will need to conduct the seminar. SEE 

FACILITIES INFORMATION IN YOUR HANDBOOK. 
�

9�1��$��!�	�������������
�2�� � �
��2�� �
o Attendance Building strategy and strong appeals throughout the church and community.  Review 

all ideas for Direct Mail emphasis, Ads, Bookstores, etc. 
o Facilities – make sure you have everything that the instructor needs to teach. 
o Instructor – Travel plans and agenda, hotel accommodations have been arranged by either the 

instructor or yourself.  As per your contract you will be responsible for Door-to-Door Ground 
Travel, Airfare and Hotel/Meals.  Terms are stated on your contract.  

o Major promotional push should begin in the church and community. 
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