
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

WDS Regional Event Planning Toolkit 
 YOUR COMPLETE GUIDE TO PLANNING A 

WDS REGIONAL EVENT IN YOUR AREA 



 

ABOUT THE WDS REGIONAL GROUPS 

The Regional Group Program was developed to give Women’s Dermatologic Society (WDS) Members the 
necessary tools to encourage networking, promote mentorship, create new opportunities for 
volunteerism, and engage with current and prospective members on a local and regional level.  

The program has divided the United States into seven Main Regions, each region led by a Vice-Chair who 

is a member of the Regional Group Committee. The Vice-Chair oversees and supports the events and 

programs within their region, and seeks out opportunities to recruit additional WDS Members 

interested in hosting their own events. 

WDS REGIONS & VICE-CHAIRS   

 West Region 

Kimberly Butterwick, MD  

(San Diego, California) 

kbutterwick@clderm.com  

 

 Northwest Region 

Adrienne Stewart, MD  

(Denver, Colorado) 

adstewmd@gmail.com 

 

 Midwest Region 

Emily Keimig, MD  

(Chicago, Illinois) 

Emily.Keimig@nm.org  

 

 Southeast Region  

Alysa Herman, MD  

(Coral Gables, Florida) 

lysherman@aol.com  

 

 South Region  

Lucie White, MD and Kelly Nelson, MD  

(Houston, Texas) 

luciewhite25@yahoo.com       

kellycarternelson@gmail.com  

 

 Northeast Region 

Jeannette Jakus, MD, MBA, FAAD, FAAP  

(Bronx, New York) 

jjakus@gmail.com  

 

 Mid-Atlantic Region 

Valerie Callender, MD 

(Glenn Dale, Maryland) 

drvdcskin@aol.com  

WDS Regional Breakdown 
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REGIONAL GROUP GOALS 

The goal of the Regional Group is to help facilitate 

local gatherings to provide opportunities in each 

region for networking, and mentorship, as well as for 

service projects to be carried out more expeditiously. 

These opportunities can be events held individually or 

held concurrently with different cities and regions.  

The Regional Group will also be a channel for 

communication about the great things that are 

happening throughout the WDS by creating press 

releases and serving as contacts for the local media.  

We hope that you consider getting involved by either attending an event or by hosting an event for local 

WDS Members in your area! 

RECENT REGIONAL EVENTS 
 

New York Area Networking Dinner with speaker Dr. Diane Berson | New York, NY 

Hosted by: Drs. Marnie Nussbaum, Mona Gohara & 

Jeannette Jakus 

 

Poolside Networking Reception at the Generational 

Dermatology™ Palm Springs Symposium | Palm Springs, CA 

Hosted by: Drs. Kimberly Butterwick, Annie Chiu & Wendy 

Roberts 

 

Evening of Education with guest speakers  

Dr. Rochelle Torgerson & Dr. Phifer Nicholson | Edina, MN 

Hosted by: Dr. Michelle Bussmann 

 

Networking Event with guest speaker  

Dr. Mattie Nicholas | Chapel Hill, NC 

Hosted by: Drs. Donna Culton and Rachel Blasiak 

 

Networking Reception at the Summer Cosmetic Bootcamp | Aspen, CO 

Hosted by: Dr. Karen Nern 

 

Tea & Networking at the home of Dr. Lucie White | Houston, TX 

Hosted by: Dr. Lucie White 

 

Networking Reception at the office of Dr. Trent Massengale | Baton Rouge, LA 

Hosted by: Drs. Elizabeth McBurney & Trent Massengale 
 

*The WDS Members listed above are great resources to use during your own planning 

process! 

 

Midwest Regional Group 
“Dress for Success” Event 

Southeast Regional Group 
Networking with guest speaker 

 Dr. Mattie Nicholas 



 

GETTING STARTED  

SOMETIMES THE HARDEST PART IS GETTING STARTED. 
 

The WDS and the Regional Group Committee Members have taken their experiences and put together a 

toolkit which includes a list of suggested steps and tips to assist you in your planning process. If you find 

that you still have questions, or your question was not addressed in this toolkit please contact your WDS 

Regional Vice Chair (contact information on page 2) or the WDS National Office at wds@womensderm.org. 

 

START PLANNING 
SCROLL THROUGH THE TOOLKIT OR CLICK ON EACH STEP TO JUMP TO THAT SECTION.  
 

1. Complete the Regional Event Pre-Planning Form 

2. Select the type of event 

3. Choose a date, time & location 

4. Secure funding 

5. Advertising & Promotion 

6. Request event materials 

7. Host your Event!  

8. Wrap up 

9. Tips for a Successful Event 

10.  Links to Event Planning Forms 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Northeast Regional Group 
Journal Club 

South Regional Group 
Office Networking Reception 
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BEGIN PLANNING YOUR EVENT 
 

1. Complete the Regional Event Pre-Planning Form  
 

Filling this form out will allow your Regional Vice-Chair and the WDS National Office to understand 

your goals and needs to help make your event a success.   

 

Your WDS Regional Vice-Chair will be an invaluable resource during your planning. Each Vice-Chair is 

an experienced physician and leader within the WDS. They will be able to provide you with ideas, 

support, advice, tips, put you in contact with local industry reps, and much more! 

 

Regional Event Pre-Planning Form can be found here:  

Regional Event Pre-Planning Form  

 

2. Select the Type of Event 
 

In an effort to streamline your planning and focus on the goal of your event, WDS suggests that you 

first identify what type of event you plan to have. WDS has created four event categories to 

consider: 

 

1. Educational: Learning a new medical skill/ 

technique, study group (3rd year residents) 

 

2. Networking: Luncheons, group dinners, 

cocktail hour, office/practice reception, 

exercise group, book club, etc. 

  

3. Program: Webinars, business modules, or 

best practice sessions 

 

4. Service: Local skin cancer screenings (Coast-

2-Coast Program), sun safety educational 

talk, self-esteem event (Dove Self-Esteem 

Program) 

 

The above categories and events are just suggested ideas. We encourage you to be creative and 

have fun with the structuring of your event. Another thing to consider at this point in your planning; 

would your event benefit from having a speaker, or would a panel discussion add value to your 

event? This is something you should decide early in the planning process, as you will want to 

consider any costs/fees associated with having a speaker and use your advertising to attract 

potential attendees. 

 

 

 

Northeast Regional Group 
Dove Self-Esteem Program 
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3. Choose a Date, Time and Location 
 

Next, you will want to select a date, time, and location for your event. The earlier this is decided the 

better, to allow for maximum attendance. A few things to be mindful of when selecting the date and 

location; other local events are taking place in your area (relays/marathons, concerts, festivals), try 

to avoid selecting dates that compete with other major dermatologic meetings out of state 

(although, hosting an event in conjunction with a major dermatologic 

meeting in your area could help increase attendance), and make every 

attempt to avoid any national/religious holidays.  

 

Other factors to consider in selecting a location are venue fees, food and 

beverage minimums (hotel or restaurant venues), attendee capacities, 

permissions/permits (outdoor events), available parking, and the 

convenience of public transport.  

 

4. Secure Funding 
 

You will need to determine if funding is required in order to successfully execute your event.  If so, 

we have four strategies to help with your fundraising efforts: 

 

1. Industry Support: Contact local industry representatives to support your event. Don’t 

know any local reps? Your Regional Vice-Chair can be a great resources to connect you 

with reps in your area! Nearly 85% of WDS Regional Events have been funded by local 

industry reps. 

 

2. Doing Dutch: Require attendees to pay their own way at the event. For example, if 

you are hosting a luncheon event, each attendee would be accountable for paying for 

their own lunch. You will want to be sure this is clearly communicated prior to the 

event. 

 

3. Registration/Attendance Fee: You could charge attendees a fixed registration fee to 

attend. Again, you will want to clearly communicate this with your attendees prior to 

the event. It may be helpful to provide a brief description of what the fee includes or 

covers. This strategy may work well if a speaker is involved, or a development 

(professional or personal) session is part of your event. 

 

4. WDS Regional Committee Support: Each region has the opportunity to acquire $500 

from the WDS to support their event. This request will only be considered after 

attempts to secure local industry support have been taken. You will need to 

complete the online Regional Event Funding Request Form. The request will be 

reviewed by your Regional Vice-Chair and the Regional Group Committee for final 

approval. 

 

 

 

http://www.womensderm.org/forms/regional-event-funding-form.php


 

 

5. Advertising and Promotion 
 

Now that you have all the logistics finalized, it is time to start advertising your regional event. You 

will want to be mindful of attendee capacities (does the venue you choose only allow a certain 

number of guests?). Know your target audience. Are you inviting WDS Members only, or is this 

event open to all dermatology physicians in the area? You do not want to have to turn anyone away, 

so formulate a plan or strategy before you start advertising. You will be provided a complete listing 

of WDS Members in your area with contact information.  

 

The WDS National office can help create an invite 

and advertise your event through various outlets 

including: 

 

- Sending an E-blast to your target audience 

- Posting it on the WDS Website under 

Regional Events 

- Posting it on our Social Media platforms 

(Facebook and/or Twitter) 

- Including it in the WDS Monthly News 

Brief  

When you fill out the Regional Event Pre-Planning 

Form there will be a place to indicate what you would like the WDS’s assistance with.  

6. Request Event Materials  
 

Being prepared on-site plays a major role in the success of your event. Your attendees do not see 

the planning phase of the event, just the onsite execution, so it is important to be prepared. In 

addition to having other WDS members onsite to help with implementation, you may also request 

the necessary meeting and event supplies form the WDS National Office.   

 

You are able to request the following materials on your Regional Event Pre-Planning Form:  

 

Materials available for your request include:   

- WDS Membership Applications 

- WDS Brochures 

- Petals & Pearls Book 

- WDS Pens 

- Coast-2-Coast Materials (for Sun Safety Events), Sunscreen Samples, UV Bracelets, 

Educational Materials 

- Dove Self Esteem Materials (for Self-Esteem Events), Products, Self Esteem Activities 

** Special requests are accepted and provided if available.  

Please submit all supply requests at least two weeks prior to your event. This will allow the WDS 

National Office to receive your request, gather your items, and ship them to you in time for your 

event.  

http://www.womensderm.org/forms/regional-event-planning-form.php
http://www.womensderm.org/forms/regional-event-planning-form.php
http://www.womensderm.org/forms/regional-event-planning-form.php


 

7. Host your Event! 

The day of your event, make sure to have fun and take lots of pictures for the WDS Website! Take 

mental notes of what went well, and what could maybe be improved for next time so they can be 

included in your debriefing form.   

Share with attendees the great things that WDS stands for and encourage others to host a regional 

event of their own! 

8. Wrap up 

Now that you have successfully hosted a WDS Regional event, there are just a few final tasks that 

need to be done:  

1. Please take a few minutes to complete the Post Event Debriefing Form 

on the website. Your feedback is crucial to the success of this WDS 

Program and will allow us to continue the things we are doing well, and 

improve on things that could use some work.  

 

2. Send any pictures for the WDS website and any attendee lists for 

WDS Member recruitment to the WDS at wds@womensderm.org.  

You can also send pictures too large for email to the WDS Dropbox 

by using this link: WDS Dropbox  

 

3. Consider sending ‘Thank You’ notes when appropriate. Whether it’s an email 

to attendees for coming, or to a corporate sponsor for their support, ‘Thank You' notes are 

always appreciated!  

 

4. Start planning your next event! 

 

 

 

 

 

 

 

 

 

 

 

 

West Regional Group 
Pearls Networking Dinner 

Midwest Regional Group 
Cocktails & Conversations 

Midwest Regional Group 
Toys for Tots Event 
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TIPS FOR A SUCCESSFUL REGIONAL GROUP EVENT 

Below is a list of suggested tips, created by the WDS Regional Committee, for you to consider when 

planning your regional event. These tips are based on the obstacles and successes of past WDS Regional 

Events: 

 

 Collaborate with other local dermatology organizations. 

 Engage your WDS Regional Vice-Chair as much as possible. 

 Allow yourself enough lead time to plan, fund, and advertise your event (6-8 weeks lead time 

suggested). 

 Be prepared. Know the goals of your event and stick to them. 

 Do your research. Understand your venue, and be mindful of any restrictions or possible 

obstacles. 

 Involve the media when appropriate (local skin cancer screenings). 

 Make your event memorable. 

 Offer something unique that will attract attendees. 

 Involve other local WDS Members in the planning and encourage them to host the next event. 

 Keep detailed notes on your planning initiatives and record of attendees for future regional 

events. 

 Send completed Regional Post Event Debrief Form back to the WDS office after each Regional 

Event so the committee can keep an accurate and detailed database of all Regional Events. 

 

LINKS TO PLANNING FORMS 
CLICK EACH LINK TO BE TAKEN TO THE ONLINE PDF FORM 
 

1. Event Pre-Planning Form 

2. Funding Request Form 

3. Post Event Debriefing Form 
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