Workshop-in-a-Box

Recommended Agency Procedure for Implementation
1. Review Workshop-in-a-Box training package found on the Human Resource Management  website (http://hr.nv.gov/). 

2. Learn material; make adjustments to meet your development needs

3. Ensure all necessary materials are printed 
4. Schedule workshop

5. Post workshop in NEATs through your agency’s NEATs administrator
· This enables participants to get credit for class and serves as a record for attendance. 

· Print roster for participants to sign at the workshop
6. Invite participants 

7. Promote workshop by sending emails to participants and/or posting a flier (template found with Workshop-in-a-box online information). 
8. Practice workshop with training material and technology (if applicable).  

9. Conduct the workshop
10. If workshop was entered into NEATs, (step #5) close the session in NEATs for participants to receive training credit. If you encounter problems, contact your agency NEATS administrator for assistance.
