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What is Officer Bootcamp?
Officer Bootcamp is a st r uct u r ed  leadership 
onboarding strategy designed to provide Chapter 
Officers with the essential support and resources 
needed to understand and be successful in their 
roles.

It focuses on equ ippin g Officer s  wit h  t he 
kn owledge an d t ools  n ecessar y t o lead 
effect ively and achieve organizational goals.



Onboarding Strategy 
Be ne fits

Intentional st r uct u r ed  investment 
in your Chapter’s leaders

Prepare officers for a successful 
term

Establish expectations for their 
leadership roles



Onboarding Strategy 
Be ne fits

Opportunity for team building 
among officers

Avoid assumptions of governance 
knowledge

Create a safe space for open 
dialogue
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Program Principles
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Resource 
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Suppor t  Network

N urturing Cohe sive ne ss





Things to Consider

Will event attendance be a mandatory 
requirement embedded in each officer’s 
position description?

What is the appropriate time to market 
this event?  Prior to nominations? Or 
post-election?

Will the event be held in person, virtual 
or hybrid?

Timing and duration of event.  
Weekday? Weekend? How long?

Establish an event budget?



Logistics Facilitation Preparation Post-Event

Identify an experienced 
facilitator(s) to bring 

expertise and insight, with 
ability to engage 

participants and manage 
discussions.

Consider factors such as 
scheduling, location, 

technology, resources to 
provide a structured and 

distraction-free environment 
for engagement.

Establish a comprehensive 
training strategy that is 

relevant and engaging to 
officers.  

Create an action plan for 
post-event activities to close 

the program and obtain 
feedback to consider for 
program enhancement.

Program Management



Logistics
The coordination and management 
of all actions necessary to ensure 
the smooth execution and success 
of an event.



Logistics Checklist

Select a location that is central to 
attendees; conducive to learning and 
collaboration

Consider technology needs 

Coordinate for snacks, meals, 
beverages

Identify resources relevant to the 
bootcamp



Facilitation
“A process of helping groups or 
individuals achieve their goals 
through effective communication, 
problem-solving, and decision-
making techniques.”

 - Dale Hunter, The Ar t of Facilita tion



Facilitation Checklist

Identify skilled facilitator(s), who is 
knowledgeable about chapter 
operations

Engage them early in the planning 
process

Establish expectation for successful 
outcomes



Preparation
“Before anything else, preparation 
is the key to success.”

 - Alexander Graham Bell



Preparation Checklist

Establish a communication plan

Seek input in advance from 
attendees

Compilation of relevant resources

Distribution of key documents in 
advance



Create “Save the Date” messaging

Build anticipation

At least two weeks prior to event, send 
finalized event details with any relevant 
documents to review prior to attendance

Communication Plan
Begin  when commitment  expecta t ion  is 
est ablished



Good morning.  As an officer of the Centr a l Flor ida  Chapter  of NIGP, you are hereby invited to attend the 2021 
Officer Bootcamp.  Details of the Bootcamp are as follows:

Dat e :     Saturday, February 10, 2021

Locat ion :  Greater Orlando Aviation Authority – Purchasing Office
                   8652 Casa Verde Road, Building 811
                   Orlando, FL  32827

Tim e :          8:30am –4:00pm

Facilit at or s :   Carrie Mathes, Zulay Millan

Please arrive 15 minutes prior to our start time and be prepared to stay for the duration of the training session.   
Copies of the training materials will be provided.

We look forward to seeing you soon! 

Save the Date 
M e ssage



Good morning. Final preparations are underway for Officer  Bootcamp which will be held on February 10th at 
the GOAA Purchasing Office. Please plan to arrive by 8:30 so there is time for you to settle in before our 9am 
start time. Our schedule is as follows:

8:30am – 9am   Breakfast
9am – noon       Bootcamp Training (we will take breaks during this time)
Noon – 1pm       Lunch
1pm – 4:pm        Bootcamp Training

Please review the attached ByLaws, Program Documents & Policies and Str a tegic Plan  prior to our training 
session and come prepared with any specific questions you have concerning either document. This will allow 
for a more efficient dialogue so we can adhere to the training timeframe established above. There is no need 
to print a copy, you will receive a full binder of materials the morning of the training.

Breakfast and lunch will be provided. The link below will provide you directions to the meeting location.  I look 
forward to seeing you all soon!

Pre-Eve nt  M e ssage



Governance Budget

Relevant Documents

Program Docs

Identify all documents relevant to your Chapter operations
  Create and maintain a centralized repository

Agreements

Forms Key Dates Timelines Legacy Docs

Ave ry 11073 Te mplate  



Presentation



Post-Eve nt  Actions
Fosters continuous improvement 
by gathering feedback, assessing 
effectiveness, and adjusting for 
enhancing future events.



Post-Eve nt  Che cklist

Acknowledgement of Duties 

Issue Certificates of Completion

Solicit feedback from participants

Adjust based on feedback



Post Event Documents



Post Event Survey

Would you recommend any 
enhancements to the training materials?

Did the training help to prepare you for 
success as a Chapter Officer?

As an Officer, did you find the training 
to be valuable?

Was the time sufficient to cover the 
material?

How would you rate the Bootcamp 
training materials?



Post Event Survey

How would you rate the facilities where 
Officer Bootcamp was held?

How would you rate the food provided 
during Officer Bootcamp?

Please provide any suggestions to 
improve Officer Bootcamp.

Please provide your overall thoughts of 
the Officer Bootcamp.

How would you rate the Officer 
Bootcamp facilitator(s)?



Questions



Templates
Certificate of Completion

Officer and Volunteer Acknowledgement 
of Duties

Task Timeline

Templates
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