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HOSTING A COUNSELING AND DISCIPLESHIP 
TRAINING CONFERENCE 

 
Thank you for your interest in hosting a Counseling and Discipleship Training (CDT) conference 
in your area.  Over the years, the Lord has greatly used willing workers all around the country to 
bring biblical counseling training to their geographic area.  Ministries and ministers have been 
helped by the vision and faithful service of these dear men and women of God. 
 
The purpose of this document is to clearly communicate the details of the CDT program.  We 
have found that clear communication is essential to a successful event.  While no document 
such as this could be fully comprehensive, it can still serve to convey the important details of 
the conference. 
 
 
Background Information 
 
It is our prayer, that your church, or another capable local church, would establish a biblical 
counseling training center to carry on the training once ACBC moves its CDT elsewhere.  
 
The locations that have worked the best for CDTs are those that are networked with other 
church leaders (especially senior pastors) and lay people who are devoted to biblical 
counseling.  ACBC has found it wise to be in major metropolitan areas that are close to major 
highways and airports and have adequate hotel accommodations nearby. 
 
 
What is Counseling and Discipleship Training? 
 
This program was designed by ACBC to train pastors, missionaries, and key lay people with 
biblical counseling principles and practice.  Many people in the United States and foreign 
countries have expressed an interest in biblical counseling training but are located too far away 
from a training center to receive ongoing instruction.  It was out of this need that the regional 
Counseling and Discipleship Training conference was established. 
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Typically, the program is divided into three modules, with each module offered as two-day 
sessions (Friday night and Saturday morning and afternoon). A module is offered each month 
for three consecutive months and provides the 30 hours of basic training required for 
certification.  The thirty hours of training at the conference are taught by various leaders in the 
biblical counseling movement. 
 
What is the Purpose of the Counseling and Discipleship Training Program? 
 
This training is offered for several purposes.  The first is to provide training in biblical counseling 
for people who may not be able to receive this kind of training in any other format because of 
either schedule or distance.  ACBC has a genuine desire to provide training across the nation in 
order to equip believers to grow in both life and godliness. 
 
Secondly, the CDT is designed to help pastors equip their people for life and ministry.  Deacons, 
Sunday school teachers, youth leaders, worship leaders, lay elders, and ladies’ group leaders 
will all find the conference spiritually stimulating and helpful.  Many pastors have encouraged 
their church members to attend this training opportunity because of its potential to help them 
mature spiritually. 
 
 
Key Benefits to the Host Church 
 
1. The conference will be most convenient for your congregation in terms of travel, housing, 

and meals. This should encourage your church members to attend and receive this helpful 
training. 

 
2. The host church will be in a stronger position to function as a church that other church 

leaders look to for help.   
 

3. The conference will expose your leaders and ministry to people from across the country.  As 
registrants learn of people moving into your area, they are more likely to recommend your 
church. 

 
4. ACBC will give three fulltime paid pastoral staff of the host church and their spouses 

complementary registrations to attend the conference at no charge.  (We have found it 
significant to have couples attend together.  These complimentary registrations may not be 
separated into individual registrations.)  
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ACBC will do the following: 
 
1. Provide the speakers; assign their topics; print their notes; pay their honoraria; reimburse 

their meal, hotel, and travel expenses.  
 

2. Provide printed notes for workshop sessions. 
 

3. Prepare promotional materials and send them to the host church. 
 

4. Promote the CDT through social media, e-mail, the ACBC website, ACBC’s contacts in your 
area, and through various media avenues.  
 

 
The host church is required to do the following: 
 
1. Provide the ACBC office a map of the conference building.  It will be helpful to know the 

maximum seating capacity in (and dimensions of) the rooms where the sessions will be 
held. 

2. Generate a mailing list of potential registrants in your area that would include churches, 
youth ministries, Crisis Pregnancy Centers, Christian counselors, Christian schools, Bible 
colleges and seminaries, mission agencies, etc.  The pastor or ACBC staff can contact each of 
these organizations and invite them to the conference. 

3. Provide volunteers to help during the event.  

o Staff registration tables during first weekend of the conference. (4 volunteers) 

o Book and Resource sales (2 volunteers during each breakout session 3 people to 
help with setup on Thursday nights)  

o Tech management to record lectures in each room (2 volunteers for the whole 
conference) 

o Snacks and Lunch (staff depends on attendance and the lunch arrangements)  

4. Provide rooms for the training sessions with comfortable chairs, tables at which registrants 
sit for lunch, and provide light snacks during breaks. 
Note: Rooms Required are typically: 

o One room for the Fundamentals track capable of seating at least 200 people. 

o A second large room for an Advanced Track that can hold at least 150 people.  If 
possible, it is ideal for attendees to sit at rectangular tables to facilitate taking 
notes. 
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o A third room (i.e. fellowship hall) for snacks and meals. 

o Additional space is needed for display tables, sales of books and ACBC 
merchandise, but this is often found in hallways or alternate rooms.  The space 
should be able to accommodate approximately eleven 8-foot tables for books as 
well as one 8-foot table for ACBC resources. 

o Ample space for registration will be needed.  This is often done in the foyer or 
entryway of a church. Three tables will be needed.  

o Churches typically provide an office or small room for speakers to use as a 
“green room” when not speaking.  It is desired that this be a comfortable, 
secure, and private area where speakers may study, work, counsel, and rest. 

5. Care for all the finances as described below (pg. 7). 

6. Make this conference a priority, evidenced by the following: 

o The senior pastor’s regular, consistent and vocal promotional efforts, both inside 
and outside the church. 

o Keeping the church calendar free of conflicting events. 

o Regular prayer for God’s blessing. 

o Assigning a conference coordinator (other than the Senior Pastor) to help with 
details. 

o Strongly encouraging current and prospective leaders to attend. 

o Possibly providing scholarships for those attending from your church. 

o Seek to have at least 15% of your average worship service attendance to be paid 
registrants. 

7. Develop and implement a strategy for generating active participation from area churches. 

8. Pursue free advertising opportunities such as social media, newspaper ads, displays in 
churches, Christian schools, colleges, seminaries, and libraries.  The ACBC Conference 
Director will help facilitate this.  Paid advertising should be discussed with and approved by 
the ACBC office unless the host church chooses to pay for it. The church should also be 
getting up on Sundays and announcing it from the stage, as well as, having people give 
testimonies.  
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9. Ensure the following details are accomplished for setup: 

o Initial Setup (Before ACBC Arrives): 

▪ This should be completed no later than 6:00 p.m. on the Thursday 
evenings before the training begins. 

▪ This setup stage includes all the basic furniture and equipment to make 
the conference happen.  Chairs, staging (if needed), projection screens, 
podiums, and all tables should be set up, in position, and ready for use.  
This includes the refreshment and book areas. 

▪ Make sure wireless internet (password protected is preferred) is available 
for the ACBC staff to use. 

o Intermediate Setup (Conference Director and Bookstore): 

▪ This will be completed by 9:00 p.m. Thursday evenings before the 
training begins. 

▪ Volunteers will arrange ACBC table coverings, books and resources on 
their respective tables, interior signage, the registration tables and 
information, etc. 

▪ Each weekend, three volunteers will be needed to help set up the book 
sales area.  At least one should be a man capable of carrying 40-50 lb 
boxes.  The book sales area typically necessitates a setup of eight 8-foot 
tables for books, two 6 or 8 foot tables for set-asides, and one 6 or 8-foot 
table for the point of sale. 

▪ Provide a quality sound system with cordless lapel or over-the-ear 
microphones as well as one handheld microphone in each room used for 
instruction.  All microphones, projectors, recorders, PowerPoint 
computers, and screens will be set up, in position, and given an initial 
test. 

o Final Setup 

▪ A few volunteers may be needed on Friday for help with final details.  The 
number and duties vary at each location. 

▪ All final setup and details should be attended to, including exterior 
signage, water bottles and snacks for speakers, extra batteries for 
cordless microphones laid out, registration area ready to go. 
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▪ The snack and meal crews should be actively preparing their food and 
prepping the refreshment areas. 

▪ Provide a skilled sound system operator for each room where instruction 
will be taking place.  Sound operators are expected to remain at the 
controls throughout the conference.  A final and comprehensive test of 
all power point computers, microphones, projectors, and recorders will 
take place. Recordings of the event will be handed over to the conference 
director at the conclusion of each weekend. 

▪ Arrange for the volunteers who will be staffing the registration tables, 
and the book payment table to be present at 3:00 p.m. for training.  The 
Conference Director will conduct this training, with the exception of the 
book payment table.  The bookstore director will provide a brief training 
to the individuals serving at the book payment table. 

10. Organize (before the conference) the people responsible for teardown. 

11. Provide four volunteers at the Registration Check-In Tables 

• Volunteers will need to organize and distribute ACBC conference materials. 

12. Provide four volunteers to assist at the book tables during the entire conference.  It is ideal 
if the same volunteers serve each weekend. This can be a rotation of 2 people per 
breakout session. 

13. Provide refreshments during registration and break times. 
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What are the Financial Arrangements? 

Attendance/Registration 

The standard charge for an individual CDT registration is $300.  Discounts for early, married 
couple, and group registrations are available.  While the numbers vary, it generally requires at 
least 200 paid registrants to accomplish our goals. When the leadership of a church schedules a 
CDT, they are committing themselves to work diligently and prayerfully for successful 
attendance.  The Church is not directly responsible to process any registrations itself. 

Some marketing ideas that have been used successfully include the following: 

 
1. A host church could choose to underwrite a significant portion of the costs (including 

setting up a budget line item) for the training, and then invite their own members, along 
with folks from other churches, to participate in the training at a significantly lower 
price.   

2. Encourage area churches to pay a portion or possibly all the fees for people from their 
church that attend to invest in their leaders’ growth and development.   

3. Approach Christian business people about underwriting a certain number of 
scholarships for people who would like to attend but are unable to do so because of 
finances. 

4. Everyone knows of at least two people who would benefit from the training.  Encourage 
your church members to personally invite two people to attend. 

5. Many have found the conference a wonderful gift for graduates, dating couples, newly 
married couples, and families who recently had a baby or adopted a child. 

6. Frequent announcements from the stage and giving testimonies of how this event has 
affected them.   

 
 
Lunch/Refreshments 
 
Each weekend of the conference, lunch will be provided by the host church. Lunch provision 
will be made by the host church for those in attendance to eat lunch in-house.  
 
Refreshments should be made available for consumption during break times. Ideally this would 
include both sweet and salty snacks, as well as water, coffee and other beverages.  Variety and 
healthy choices for food are always appreciated by attendees. 
 
It is recommended that the church budgets between 10-12 dollars per person, per weekend.  
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Other Expenses 
  
Host churches typically take on any expenses that may arise from general janitorial work, trash 
service, utilities, etc. during the conference.  Any items of question should be addressed before 
the bill is incurred. 
 
 
Post-training Expectations of the Host Church 
 
By hosting this training, the host church agrees pursue the process of becoming a Certified 
Training Center once the CDTs have been completed. For more information on developing a 
training center, a meeting can be set up with Trevor Komatsu 
tkomatsu@biblicalcounseling.com.  
 
 

Conclusion 

We look forward to seeing how God will use our combined efforts for His glory.  He has 
promised that “My Word will not return to Me empty, without accomplishing what I desire and 
without succeeding in the matter for which I sent it.”  (Isaiah 55:11 NASB) 
 
 

mailto:tkomatsu@biblicalcounseling.com
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SET-UP FOR COUNSELING AND DISCIPLESHIP TRAINING PROGRAM 

Classrooms for Training Sessions 

• A table and chair for the speaker to use if he chooses. 

• A podium for the speaker to use. 

• A projection table on which the multimedia projector will sit, if appropriate. 

• A large projection screens  

o Ensure the projector and screen are oriented such that the image completely fills 
the screen and no “keystone” distortion exists (the image needs to have right 
angles on the screen).   

o If a wall is to be used for projection, it should be white, clean, and free of 
distracting defects. 

• Cordless lapel or over-the-ear microphone(s) and sound system(s) (have tech volunteer 
responsible to change the battery for the cordless microphone after every 2 sessions). 

• Tables for registrants to sit at; classroom setting. 

Heating/Cooling  

 Set and kept around 73 for cooling and 68-70 for heating. 

 The fan should be set for continuous operation, rather than cycling on and off. 

Restrooms 

 These should be clean and adequately stocked with soap, towels, tissue, etc. 

 Restrooms should be checked for cleanliness and supplies after each break. 

Registration Tables  

3 tables inside the main entrance: three for pre-registered people and one for walk-ins.  
Each table should be manned by volunteers.  Increased attendances may require more 
staffing. 

Book Tables   

ACBC often partners with book providers to offer helpful counseling material for sale.  It 
would be helpful to have eight 8-foot tables conveniently located for the traffic flow to and 
from plenary sessions as well as an additional three for the point of sale and set-aside 
tables.  Ideally, they would also be near the refreshment area. 
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ACBC Resources and Merchandise Tables   

Part of ACBC ministry is providing various recordings of ACBC CDT sessions as well as 
general ACBC apparel and merchandise for sale.  One 8-foot table will suffice to hold the 
resources. For all three weekends these will need to be located near the traffic flow but 
clearly separate from the book tables. 

 

Refreshment Tables (use multiple tables and areas for efficiency) 
 

These should be conveniently located for the servers to stock without disrupting the class 
and not too far from the book tables, restrooms, or classrooms.  Break times are limited, so 
the setup must facilitate people being able to get their refreshments quickly.  Refreshments 
should include coffee (including decaf), hot water for tea and hot chocolate, drinking water, 
light snacks (i.e. fruit, veggies, hot pretzels, cut bagels, granola bars, cookies, snack mix), 
etc.  Variety and healthy choices are always appreciated.)  Please consult with the 
Conference Director for more information. 

 

Volunteers 
 

• Staff registration tables during each weekend of the conference. (3-4 volunteers) 

• Book and Resource sales (3 volunteers)  

• Tech management to record lectures in each room (2 volunteers) 

• Snacks and Lunch (staff depends on attendance and the lunch arrangements)  

• Set up and tear down each weekend (5 volunteers)  

 
Quiet Room for Speakers 
 

A quiet and private room should be provided for the speakers to use to work or meet with 
people privately during their non-speaking times.  The speakers greatly appreciate a room 
with internet access and some simple snacks and beverages for refreshment.   

 
Internet Access 
 

• High speed internet access will be needed for the book and resource sales tables.   

• CDT speakers and attendees always appreciate being able to use a church’s wireless 
service during the conference.  If internet access is given, please make any usernames 
and/or passwords available if needed. 
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Secured Storage 
 

Prior to and in-between the CDTs, all the conference supplies will need a place to be 
stored.  This includes boxes of books, signs and banners, notebooks, apparel, etc.  Because 
of the amount of technology, computers, etc., at least some of the space must be secured 
either through cabinets or, more often, a portion of a locked room or office. 
 

Volunteers 
 

 Please note that any volunteers will receive the audio files from the event. They will also 
receive a digital PDF notebook. They may possibly receive a physical notebook at the end 
of the conference depending on inventory. They are not required to pay for the conference 
as long as they are volunteering.  
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Statement of Understanding 

This document is to summarize and clarify expectations in hosting a CDT to help your church 
and ACBC work together harmoniously and efficiently.  The expectations outlined below are a 
summary of the documents “Hosting a Counseling and Discipleship Training Conference” 
 

The Host Church will do the following: 

• Pursue the general goal of hosting a CDT conference for two years. 

• Support ACBC in its theological teaching. 

• Promote the CDTs, before and after the events. 

• Provide leadership and a volunteer staff to help the CDTs operate smoothly. 

• Work diligently to have members of the pastoral staff as well as non-staff members 
pursue ACBC certification. 

• Seek to build its training and discipleship in biblical counseling for the future. 

 

ACBC will do the following: 

• Provide general planning, guidance, and support for the CDTs. 

• Schedule skilled and qualified speakers and arrange and pay for their travel, 
accommodations, and honoraria. 

• Print, organize, and ship conference notebooks, take care of all book and resource sales 
and shipping.  

• Promote the CDT on its website, in brochures, through e-mail blasts, and by other 
means of advertising. 

 

Senior Pastor: ______________________________________ Date: __________________ 

Name of Church Ministry: _____________________________ 

 

ACBC Conference Director: ___________________________ Date: __________________ 
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