Suggested Guidelines for Hosting an Insurance Education Fair
The American Institute for CPCU/Insurance Institute of America has prepared the following guidelines to help your company/organization plan and host an insurance Education Fair.
Benefits

Hosting an insurance education fair:
· demonstrates your company’s commitment to continuing education and professional development 

· encourages others to participate in AICPCU/IIA designation or certificate programs
· provides an opportunity for your company to recognize the educational achievements of your employees 

· strengthens ties between the AICPCU/IIA and your company/organization
· strengthens ties between your employees and other education partners like your HR or training departments
Location Arrangements 

Select an area accessible to all employees or a location with heavy employee traffic; a cafeteria or break room can be a perfect location. Visibility is key to a successful day. The area should be large enough that people can move around easily, but it should not appear empty. You want to ensure, however, that the space is not so crowded that people are unable to enter, feel discouraged from entering, or cannot get to the booth if they do get in the room.

What you’ll need:

1) one or two exhibit tables for each partner
2) table cloth for each table
3) Institute Education Fair posters
4) promotional brochures and information from each partner
5) giveaway items 
6) laptop (w/ or w/out speakers) to play the You and the Institutes: Succeeding Together CD-ROM—optional

7) sample materials (e.g., textbooks, study aids, etc.—optional)

8) sign-in sheet or business card collection 

Meal Functions or Special Events
If a meal or special event is planned to recognize the educational achievements of your employees, we suggest:

1) private location, separate from the education day location, if your intention is to limit attendance and acknowledgement only to those employees being recognized; this location is best suited when a meal function is planned;

2) public location, such as education day area, accessible to all employees, if your intention is to widely publicize and acknowledge the achievements of certain employees while encouraging others to begin/continue professional development and education;
3) semi-private location, separate from the education day location, if the primary focus will be recognition of  select employees, but the event is open to others; this location might be used if you are considering a reception or light food at the event.

Other suggestions you might consider:

1) reserved seating for honored employees (and family/guest)

2) individual photographs or group photos

3) certificate or commemorative item presentation (to individually acknowledge each employee)

4) letter of recognition from CEO, senior management, or direct supervisor

5) send invitations to employees to be recognized
Establishing a detailed time table for the Education Fair and / or recognition event will help to ensure a smoothly run program.   Early planning will help minimize potential scheduling conflicts.
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