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Conference Planning Workbook



Planning a Successful Conference
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	The Purpose of the District Conference is to provide educational and leadership opportunities to all District Toastmasters, thereby achieving the District Mission.
	

	
	
	

	
	The Mission of the District

is to enhance the performance and extend the network of Clubs, thereby offering greater numbers of people the opportunity to benefit from the Toastmasters educational program by:
	

	
	
	

	
	· Focusing on the critical success factors as specified by the District educational and membership goals.
	

	
	· Insuring that each Club effectively fulfills its responsibilities to its members.
	

	
	· Providing effective training and leadership development opportunities for Club and District officers.
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Conference Chair

	
	The Conference Chair is in overall charge of the Conference Planning Committee and should be a Toastmaster with a proven record of getting things done and one who has good leadership, organizational and problem-solving skills.
	


Introduction

This Conference Planning Handbook is only a guide. It is not meant to be the final word on planning a conference. The author’s intent is to provide a baseline for the Conference Chair and all the Chairs of the Planning Committee. Starting from scratch for each conference is a waste of time and resources.

My intention is for several Conference Chairs to use the handbook and provide me with feedback as to what worked and what did not. After several conferences, I hope to have a really valuable district resource.

This Conference Planning Handbook has a section devoted to the Conference Chair and one for each Planning Committee Chair. Our goal is to have each section stand alone. Remove a section, give it to the appropriate Chair and they should be able to do the job the were tasked with.
As Conference Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due dates and track progress

First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all committee members. If an action item becomes due before the next Conference Planning Committee meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.

Purpose of the Conference
According to the “Put on a Good Show, Meeting Planner Handbook” (Catalog #220) the purpose of the District Conference is to conduct the business of the District Council, stage a speech contest, elect district officers, present a District Communication and Leadership Award, provide primary and/or follow-up training for district and club officers, and provide additional educational opportunities in which Toastmasters can participate.

It is vital that your members leave the conference feeling they enjoyed, learned and benefited from attending – and they should leave wanting to attend the next conference. The success of your conference depends upon creativity and planning.”

Conference Dates

District bylaws state that each district must hold two District Council Meetings each year. A District Conference revolves around each of these council meetings. The first meeting must be held any time after the International Convention (August) and before December 1. The second conference must be held between March 15 and June 1 and must include the “Annual Meeting.” At this meeting, the Council conducts officer elections.

Organizing Your Conference Committee

The success of any District Conference depends upon appointing the right people to help plan and conduct the event.
Whose conference is it? An important point: the meeting is a district function. Although one club may be considered as a “host club,” all responsibility for the conference, including financial liability, rests with the district, not with the “host club.”

The first step is to appoint a Conference Chair who has a good record of getting things done. Good conference management requires good leadership, and excellent problem-solving skills.

Next, organize a conference planning committee, based on key areas of responsibility. It should be made up of Toastmasters who are in, or close to, the community where the conference will be held. The committee should have these chairs:
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· Educational Program Chair: Assists the Lt. Governor Education and Training. He or she is responsible for organizing the general education sessions as well as the contests and any training that might take place.
· Registration Chair: In charge of collecting registration forms and remittances, preparing registration packets (tickets, name badges, etc.) for each attendee, and registering all members as they arrive on site.
· Publicity and Promotions Chair: Publicizes and promotes the meeting throughout the district. This person should work closely with the Public Relations Officer. At the conference, this chair would work closely with any media covering the event.
· Facilities Chair: Serves as liaison for the district in dealings with the meeting facility and speakers. Accommodations, meeting room arrangements, meal functions, audio-visual equipment, and other supplies would come under the Facilities Chair’s responsibilities. This chair and his/her committee:

· Coordinates with the hotel/meeting site on room layouts, staging and setups.

· Procures and delivers all audio-visual and other equipment

· Set up signs as needed

· Procures tables, chairs, etc. for the meeting rooms, the registration desk, the contest, credentials chair, bookstore, display tables, etc.

· Must be prepared for the unexpected
· Budget and Finance Chair: Responsible for handling all financial matters involved in presenting the conference, including prompt payment of the hotel and other bills. He or she should also prepare a conference budget and a financial report of income and expenses.
Other Chairs can be created, as required. Examples are:
· Credentials Chair: In order for the District Council to conduct a business meeting, you will need a Credentials Chair. This Chair should be a past district governor or Past International Director capable of working under pressure. The district will need to prepare (or order) from World Headquarters an up-to-date list of active clubs to determine clubs that are eligible to vote.
· Sergeant-at-Arms: Has the important role of managing control and planning the efficient use of volunteer manpower. Efficient movement of attendees between events and quick seating prior to each event will ensure that the meeting starts and stays on its time schedule. The SAA Chair must be a self-starter with strong leadership skills and the ability to work under pressure. This person also serves as the safety and security officer for the meeting, double checks all aisles for obstructions and all platforms for sturdiness and looks for other safety hazards.
Promoting Attendance

To get Toastmasters to attend a District Conference, you have to motivate members to attend. Why did your last conference have high or low attendance? Why should someone want to attend the conference?

The key to promotion is to start early. Inform members of this important event before they have an opportunity to make conflicting plans. Be sure you promotions includes:

Who
Who will be speaking and/or keynoting?

What
Don’t forget, not everyone has attended a district conference, a speech contest or other major event. Describe in detail, preferably in photos as well as words, exactly what will take place at the conference.
Where
Location is often an incentive for many to attend. Choose your location carefully.

When
Provide the dates and times for the conference’s major events very clearly. Also be explicit with your registration cutoff date.

Why
Provide good reason in all promotional materials as to why a member should attend.

How
Be very clear on how to register. Make sure the registration form is clear and concise.
Although our District has each Division take turns in hosting the conference, that does not mean that that Division has to do it all alone. Get others involved! Have a representative from each division on your planning 

committee – at least involved in the advertising portion. Solicit the help of those who put on a conference before you.
The best promotion for any District Conference is word-of-mouth advertising. The reputation the district gains for holding a quality, fun conference can go a long way in helping future promotional efforts.
Negotiating and Finalizing the Meeting Arrangements

As stated in the “Put on a Good Show, Meeting Planner Handbook” (TI catalog #220)”

After examining several possible sites, making sure each has the rooms and meeting space available for your dates, you are ready to make a decision.

Before signing a contract, be certain all negotiations are completed to your satisfaction. Hotels generally will write up a standard contract for you. Examine this contract and make any necessary changes, then resubmit it to the hotel.”

The basic elements of a hotel contract pr letter of agreement are:

· Space being held (both sleeping rooms and meeting space)

· Dates

· Cost, including gratuities and taxes

· Complimentary arrangements (meeting space, suites, etc.).

· Cancellation policies

· Credit and payment policies

· Room block and cut-off date
Examine the contract for hidden costs. Be especially wary of any cancellation penalties which are severe and unwarranted. Make sure you are not paying for services normally offered for free or which can be negotiated. Especially if you are a “first-time planner,” have the agreement reviewed by people with experience in planning meetings or even a member who is an attorney.


Don’t rely on verbal agreements. If the hotel representative agrees to provide rooms, meals, etc. at a specific price, or free of charge, include it in the contract. Hotels change salespeople often and the person you deal with initially may be gone by the time of the meeting. If the hotel agrees to provide something you negotiated, get it in writing.

Working with the Facility

Once the ink is dry on the contract or agreement, you work begins. Open up a good line of communication with the facility staff.

Conduct an on-site meeting with the facility to familiarize the Conference Chair and main Committee Chairs to become familiar with the hotel configuration, traffic patterns, meeting room sizes and shapes and specific things you should remember about each room, such as obstructions (posts, walls, etc.) At this point obtain several important items from the hotel:

· Charts of all meeting rooms

· Reservation cards (for individual room reservations)

· Promotional brochures and photos for your Conference Program, for mailings, and for the website

· Menus and prices
Conference Timeline
At Least Six Months before the Next Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Select the host Division
	

	
	
	Select the date of the next conference
	

	
	
	Select the hotel/location for the next conference
	

	
	
	Select Committee Chairs
	

	
	
	~ Finance and Budget
	

	
	
	~ Registration
	

	
	
	~ Education
	

	
	
	~ Publicity and Promotion
	

	
	
	~ Facilities
	

	
	
	~ Fund Raising
	

	
	
	~ Contests
	

	
	
	Hold first meeting with Committee Chairs and Big 4*
	

	
	
	Obtain costs from hotel (meals, rooms, equipment, etc)
	

	
	
	Determine budget with DG/LGET approval
	

	
	
	Develop calendar/timeline for conference
	

	
	
	Develop a contact list (phone #’s emails, etc.)
	

	
	
	Insure that Committee Chairs begin picking their team
	

	
	
	Get hotel layout (for planning purposes)
	

	
	
	Announce basic details of this conference at the upcoming conference – have a basic flyer
	

	
	
	Develop email database – many emails will be sent relating to the conference – to all club officers, to Presidents and VPE (relating to proxies); about banners, etc,
	

	
	
	~ for Conference Staff
	

	
	
	~ for Club Presidents
	

	
	
	~ for Club VPEs
	

	
	
	~ for Club VPMs
	

	
	
	~ for Club VPPRs
	

	
	
	~ for Club SECTs
	

	
	
	~ for Club TREAs
	

	
	
	~ for Club SAAs
	

	
	
	~ for all District staff
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Big 4 = District Governor, Lt. Governor Education and Training, Lt. Governor Marketing and Public Relations Officer – also consider inviting the Immediate Past District Governor, the Immediate Past Conference Chair, host Division and Area Governors, District Treasurer and District Secretary
At Least Five Months before the Next Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Get each Committee Chair to develop its own budget
	

	
	
	Once hotel is selected – hold a meeting there with Committee Chairs to get the ‘feel’ of the rooms
	

	
	
	Develop early website promotion
	

	
	
	Develop early promotional flyers
	

	
	
	Submit information to the VOICE Editor
	

	
	
	Submit information to the WebMaster
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Committee Meetings should be held as often as necessary. Some committees may require closer monitoring than others do. Never let any one Action Item get too far past the ‘due date’. If a committee or committee Chair is not up to the task, don’t hesitate to act to correct the problem. Perhaps adding more members is the solution, perhaps adding a more experienced member is in order, or perhaps replacing the Committee Chair is what is called for. Seek the advice of more experienced Toastmasters when confronted with any drastic action. Give each member a chance to grow and learn, but don’t let them derail your mission.


Planning a Successful Conference
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Finance Committee
	
	The Finance Committee’s purpose is to provide financial counsel to the Conference Chair and other committees for District Conference.  During the process, the Committee develops financial analyses that indicates a reasonable estimate that the conference will earn sufficient funds to cover costs, and at least breakeven
	

	
	
	


Finance Committee

The Finance Committee’s purpose is to provide financial counsel to the Conference Chair and other committees for District Conference.  During the process, the Committee develops financial analyses that indicates a reasonable estimate that the conference will earn sufficient funds to cover costs, and at least breakeven. The Finance Committee Chair is someone who understands the relationships between income and expense, and has the strong support of the Conference Chair.  The Finance Committee Chair experience includes exposure to financial decisions, either as part of his/her job, hobby, with other organizations or as a member of a previous Toastmasters’ financial planning committee. Also, the Finance Committee Chair is someone who has a working knowledge of Excel or similar financial software, or has a committee member who is familiar with the appropriate software.

Finance Committee Timeline

The following describes the Finance Committee responsibilities and provides a time guideline.

Nine to Twelve Months Prior to the Conference
Before the conference site has been selected.  Although most planning activities will occur after the select-ion of the conference site (hotel, college campus, or other facility), key planning activities need consideration before site selection. The Finance Committee Chair should contact the Finance Committee Chair from the previous district conference. Learn any particular financial problems that were incurred with the previous conference. For example, the hotel contract was unclear about meal costs (including minimums), gratuities, meeting rooms, audiovisual costs, and registration was not properly controlled, etc.

Get a copy of the previous site contracts so you and the conference chair can eventually compare them with the proposed contracts for your conference.

The previous Finance Committee Chair will provide: 

· Conference pricing sheets

· Registration documentation, auxiliary activities for raising funds, breakeven calculations and results, financial planning formats. 

This documentation will enable one to determine when breakeven is reached in plotting attendance from various types of registration (conference only registration, registration with meals (full or partial package), early registration, walk-in registration, etc.  For example, breakeven is forecasted at 100 full package and 25 registrations only. The actual registrations are compared with the forecasted registrations to provide insight into planning for the next conference.

During selection of the conference site.  The Finance Committee Chair interacts directly with the Confer-ence Chair to review all information packets received from potential sites. 

 An information packet will contain 

· A description of the site

· A layout of all meeting rooms and the ballroom

· A selection of entrees with prices (not including gratuity),

· Audio visual and miscellaneous services prices, etc.  


The packet is mailed to the Conference Chair.  The Finance Committee Chair obtains an extra site-packet for 

each site being considered, or, if not possible, obtain copies of the meal selection, audiovisual equipment availability list, and any pages that may affect the financial decisions.

Although it is not the primary responsibility of the Finance Committee to select the conference site, the Finance Committee Chair is involved because the site selection can have a material impact on conference financing.  Many potential conference sites are financially “out of reach” based upon conference pricing policy.  Many hotels are unyielding during negotiations because they are in a desirable location (monopoly), and have many weddings or other activities that are financially beneficial for them, or have absolutely no problem in filling dates to maximize their profit.

In selection of conference site, conference chairs need to tempered their ideas with practical financial constrictions.  Some sites are desirable; just the District cannot afford them. During conference site selection, the Finance Committee needs to work with the Conference Chair and r committees to determine whether potential sites offer meals that are sufficiently reasonable to allow for a registration price that will assure income covers expenses.  

Six Months Prior to the Conference or After Conference Site Selection

	Date
	Responsibility
	Item or Event
	Status

	
	
	Contact prior Finance Committee Chair.
	

	
	
	Obtain from prior Finance Committee Chair specific spreadsheets, pricing documentation and registration information pertaining to his/her conference.
	

	
	
	Obtain previous district conference site contracts from the prior Conference Chair or prior Finance Chair.
	

	
	
	Review and analyze the previous district conference spreadsheets, pricing documentation, and registration information as a starting point in preparing similar information for the upcoming district conference.
	

	
	
	Decide whether to use all or part of the expense categories, registration pricing categories, or other financial documentation provided by the previous Finance Committee Chair.
	

	
	
	Obtain copies of information packets from the Conference Chair for any potential site being investigated.
	

	
	
	Interact with the Conference Chair and other affected Committees in reviewing the information packets from potential conference sites.
	

	
	
	To evaluate feasibility of proposed conference sites, the Finance Committee should take registration information from previous conference, and estimate the potential conference attendance in each category at the conference being planned: full meal package, partial meal package, and registration only. 
	

	
	
	Based upon proposed meal selection, audio visual equipment needed, and estimated other expenses (supplies, etc.); and an estimate of reasonable attendance, prepare excel spreadsheets or some other method to visually compare estimated income and expenses. 
	


Once the Conference Chair, District Governor, Finance Committee and affected committees have determined that one or several sites are feasible as the district conference site, the Finance Committee does further analysis. This further analysis will establish the various costs of registration necessary to cover the conference expenses. If meal selection was finalized for each proposed site during site selection, the Finance 

Committee now revisits the evaluation and double checks all figures. Meals can be moved around from lunch to dinner, etc. as long as sufficient variety exists and it does not significantly change the registration pricing structure.

All fixed costs are evaluated to determine necessity. Meeting room expenses and audiovisual expenses are examples of fixed costs. Examples of variable costs are miscellaneous expenses such as name tags, flowers, posters, etc.

During this period, the Finance Committee Chair contacts the Education Committee Chair on speakers recruited for the conference. The Finance Committee Chair and the Conference Chair determine if any gratis meals or hotel rooms will be provided based upon the speaker coming from outside of District 18. As a courtesy to speakers coming from districts 27, 36 and 38, we have historically provided complimentary full registrations.  If the speaker is coming from a district further away such as district 54 or 45, we have provided a complimentary full registration and a complimentary hotel room. The Finance Committee needs to know all costs to properly determine final registration pricing necessary to cover conference expenses.

The Finance Committee needs to interact with other committee that might have a financial impact on the conference. These committees are such committees as the hospitality, publications, fund raising, etc. It is imperative that the Finance Committee determines the expenses each committee expects to incur on behalf of the conference. Only after this is determined can the Finance Committee develop a reasonable estimate of registration pricing and possible breakeven.

Five Months Prior to the Conference or After Conference Site Selection

	Date
	Responsibility
	Item or Event
	Status

	
	
	Revisit the analyses prepared during site selection and further analyze.  Evaluate the proposed attendance in each registration category and begin to “tie down” other variable and fixed possible expenses.  
	

	
	
	Contact Education Chair to determine if any meals or hotel rooms will be provided gratis to any of the educational presenters.   If so, factor these expenses into the spreadsheet analysis.  See narrative for more explanation above.
	

	
	
	Remember that gratis meals should be the exact cost of the meal with gratuity, not what we have to charge our district toastmasters to arrive at a rounded cost. 
	

	
	
	Contact the Publicity committee to obtain costs associated with the conference.
	

	
	
	Contact the Registration committee to obtain costs associated with the conference.
	

	
	
	Contact the Hospitality Committee to obtain costs associated with the conference
	

	
	
	Contact the Facilities Committee to obtain costs associated with the conference
	

	
	
	Contact the Signs Committee to obtain costs associated with the conference
	

	
	
	Contact the Friday Night Fun night committee obtain costs associated with the conference.
	

	
	
	Contact the Signs Committee to obtain costs associated with the conference
	

	
	
	Contact the Visit Committee to obtain costs associated with the conference
	

	
	
	Contact any remaining committees to obtain costs associated with the conference.
	


At the Conference

The Finance Committee has no direct financial responsibilities at the conference.  Indirectly, the Finance Committee Chair is available to answer any questions that may arise during the on-site registration process. The Finance Committee Chair needs to share with the Conference Chair, and other interacting committees, their financial analysis well in advance of “opening day.”  Ensure all accounts have been settled with the hotel.
	Date
	Responsibility
	Item or Event
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


After the Conference

Prepare a report summarizing all financial records (income and expenses). Include in your report things that worked exceptionally well and list things that could be improved before the next conference. Pass all records onto the District Governor.

Estimating the Finance Committee’s Budget

	Expense Item
	Estimated Cost

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Planning a Successful Conference


Education
	
	The Educational Chair is responsible for the educational sessions, speakers, awards, speech contests, entertainment, and room set-up for all meetings.
	

	
	
	


Educational Committee

The Educational Committee is responsible for providing the Educational programs for the Fall Conference. From the District Leadership Handbook/2005, Planning a Successful District Conference regarding the element of providing an “Exciting and Varied Educational Program”:

People attend District Conferences when the educational program offers interesting and practical sessions. Keep sessions focused on speaking, communication, and leadership topics and other topics that will help Clubs be successful. Select speakers who can deliver exciting and motivational sessions. Promote the educational program early and often.

The Educational Chair is responsible for the educational sessions, speakers, awards, speech contests, entertainment, and room set-up for all meetings. The Education chair works closely with the Facilities Chair to make sure each event runs smoothly.
The Guide for Toastmasters Conference Personnel identifies the Educational Sessions Chairperson responsibilities as:

· Responsible for all aspects of the educational presentations at the conference.

· Develops programs that cover the many aspects of communication and leadership., e.g., speaking…listening…evaluation…motivation…etc.

· Recruits all presenters.

· Recruits all individuals to do speaker introductions (facilitators).

· Schedules all presentations.

· Coordinates A/V and other facility needs with Hotel Contact and the conference Sgt-@-Arms. 
· Supplies session topics and presenter Biographical information to PR and Publications Chairs.

· Works with PR, Publications Chairs and DG to coordinate Keynote and Guest presentations and materials.

· At the conference, individual works closely with the Sgt-at-Arms to meet each speaker’s facility needs.

Putting the Program together

A powerful conference gets its energy from an outstanding educational program.

Here’s how to do it:

· Set objectives: Every session, whether it is a business, speech contest, or seminar, should have an objective purpose.

· Meet the needs of Toastmasters. Research communication and leadership needs, then provide programs to meet those needs.

· Ensure that attendees are given the chance to solve Club problems or grow as individuals.

· Pay strict attention to scheduling. Make sure all sessions start and end on time. Schedule plenty of time between sessions to give people time to stretch and relax.

· Publicize the program widely and early.

· Have a variety of exciting subjects.

· Avoid overlap of material.

· Emphasize handouts and audiovisuals.

· Let the members have fun while they learn.

· Make sure your presenters are NOT in any contest and are not announced candidates for an elected office, as contest rules prohibit contestants from also being presenters, and announced candidates cannot present (unless you invite all candidates to present).

· If an invocation is optional, but if presented, the invocator should be sensitive to the diversity of cultures and religions in the audience. A pledge is also optional.

· Educational Presentations by Candidates for the Board of Directors – only Candidates for International Director from the Region containing the District hosting the conference may be allowed to give educational presentations at the District Conference. There is NO obligation to allow any candidate to appear on the program, and the opportunity is given at the discretion of the District Governor. If allowed, then all declared candidates for the same office must be given equal opportunity at the same meeting to appear on the program and be featured in any associated written materials. These presentations must conform to the needs of the District Governor. Candidates for Third Vice President, or other opposed officer candidates may NOT give educational presentations.

Choosing the Right Speakers

Selecting the right speaker is one of the most important aspects of a conference event. When searching for the right presenters, keep in mind these important thoughts:

· Choose someone who meets the needs of the group. Ask Toastmasters (perhaps with a survey) for their opinions beforehand.

· If possible, hear the prospective speaker yourself.

· Know the speaker’s area of expertise, making sure it conforms to your needs.

· Provide speaker with details about the conference: day, date, time, location, map, number of attendees, etc.

· Secure presenter’s services as soon as possible - do not wait until the last minute or you might be out of luck. Prepare an outline of details of the conference for the speaker.

· Provide info to publicity and program chairs, and “talk up” the educational program in person at all Toastmaster activities.
· Determine the needs of each presenter/speaker.

· Obtain bio and presentation outline/summary

· Solicit and assign a facilitator.  Involve as many toastmasters as possible to give them experience and to increase attendance at the conference.
Introductions

A speaker’s introduction should be from thirty seconds to two-and-a-half minutes. It should cover the essential purpose of the session and indicate one or two references to the speaker’s qualities and experiences. Generally, mention the speaker’s name only at the end of the introduction. Use their introduction – do not adlib.  However, it is not unusual for a speaker to provide an introduction that far exceeds two-and-a-half minutes.  Modify it as necessary and provide your version to the speaker for approval.

Problems

Occasionally, problems arise when speakers are delivering their presentations. One difficulty is keeping speakers to their allotted time. Allowing a speaker to run over time is unfair to other speakers (as they may have to shorten their presentations) and might negatively affect your overall conference program. Make sure the speaker is aware of the allotted time and indicate to them the importance of sticking to the schedule.

Another frequent problem is having the speaker heard. Be sure the sound system has been tested before use and is in working order.

Questions

How should presenters handle questions? There are several ways.

At most meetings, when the floor is opened to questions, a member stands and poses a question aloud. It is important for all to hear the question. Repeat the question into the microphone (if in use) before the speaker tries to answer. Another option, have a microphone in the aisle and ask people to move to the microphone before posing the question.

Consider furnishing the audience with paper on which to write their questions. The speaker reads the question and then answers it.

Choosing Facilitators to Introduce Speakers

The choice of facilitators is very important and can be a sensitive issue. For example, someone might want to be a facilitator for a particular speaker. If that is the case, try to accommodate that toastmaster to the maximum extent possible. Also, try to match up those facilitators who would be attending that speaker’s presentation. Always be aware that it is not fair to ask someone to be a facilitator for one speaker and miss the presentation of another speaker that they particularly wanted to hear.  

In addition, to the issues with assigning facilitators to the right speaker, some conferences have had one facilitator introducing a speaker and assuring that evaluation forms were present; and another facilitator “wrapping-up” the session with the speaker’s plaque or certificate.  This requires a little more organizing effort but it has the potential of increasing district toastmasters’ participation and conference attendance.

Starting on Time

Delaying the start of a meeting to wait for late-comers is unfair to those who arrived promptly and it wastes time. There is no magic technique to starting on time – but these things will help:

· Tell your presenters that the program will keep precisely to the schedule.

· Start each session exactly on time. Don’t wait for stragglers. Start on time no matter how many people are in the room.

· Want to get people to sit near the front of the room? Place handouts in the first few rows only. If people come in late, have someone hand them the material after they are seated.

Don’t accept the idea that you cannot start on time. Set a time when the program will begin and end, and stick to it!

Educational Chair Timeline

Four Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Determine the overall educational program for the conference. Number of speakers/presenters, times, room assignments, etc.
	

	
	
	Prepare report for next Conference Committee meeting
	

	
	
	Identify presenters – tie in with the conference theme
	

	
	
	Ask presenter 1 to send:
	

	
	
	~ photos
	

	
	
	~ bio
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Ask presenter 2 to send:
	

	
	
	~ photos
	

	
	
	~ bio
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Ask presenter 3 to send:
	

	
	
	~ photos
	

	
	
	~ bio
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Ask presenter 4 to send:
	

	
	
	~ photos
	

	
	
	~ bio
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Ask Keynote Speaker to send:
	

	
	
	~ photos
	

	
	
	~ intro
	

	
	
	~ bio
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Provide for backup presenter – just in case
	

	
	
	Ask Backup Presenter to send:
	

	
	
	~ photos
	

	
	
	~ bio
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Provide presenter info to conference committee
	

	
	
	Provide presenter info to promotion committee
	

	
	
	Provide presenter info to webmaster
	

	
	
	Provide presenter info to VOICE Editor
	

	
	
	Provide all presenter info to:
	

	
	
	~ Conference Chair
	

	
	
	~ Publicity Chair
	

	
	
	~ Webmaster
	

	
	
	~ The VOICE Editor
	

	
	
	Trophies – verify they have been ordered*
	

	
	
	Certificates – verify they have been ordered*
	

	
	
	Plaques or Certificates for Presenters – verify they have been ordered*
	

	
	
	Verify Communication and Leadership (C&L) recipient has been selected – Fall only
	

	
	
	Obtain commitment from C&L Recipient
	

	
	
	Order C&L Award
	

	
	
	For C&L Award Recipient
	

	
	
	  ~ Get BIO
	

	
	
	  ~ Determine special needs
	

	
	
	  ~ Select an escort
	

	
	
	  ~ Hotel room?
	

	
	
	  ~ Provide meal(s)
	

	
	
	Start selecting facilitators to allow anyone you select who may not have thought about attending the conference plenty of time to register at the most favorable cost.
	


*Copyright rules that apply to trophies, certificates, programs, etc. Toastmasters International’s principal asset is the distinction between itself and other communication and training programs. This distinction is maintained through copyrights and the trademark protection of our name and logo. See appendix for Copyright Rules table. Go to this links for details: 

http://www.toastmasters.org/FooterMenuCategories/Copyright_1.aspx
Three Weeks Prior to Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Confirm facilitators already recruited and that they have registered for the conference.
	

	
	
	Finish recruiting facilitators.
	

	
	
	Provide facilitators with final introduction for their assigned speaker. (See appendix for facilitator instructions)
	

	
	
	Reconfirm with speakers about:
	

	
	
	~ photos
	

	
	
	~ intro
	

	
	
	~ presentation outline/summary
	

	
	
	~ bio
	

	
	
	~ needs (table, mike, overhead, etc)
	

	
	
	Confirm room assignments for presenters
	

	
	
	Ensure signage is complete
	

	
	
	Reconfirm with C&L Recipient
	


At the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Meet with facilitators – make sure they have their packets and will meet with presenters – packets include speaker’s introduction, evaluation forms and any other items necessary to assure a quality production.
	

	
	
	Ensure rooms are set and ready
	

	
	
	Ensure signs are on appropriate rooms
	

	
	
	Check AV equipment, coordinate with facilities chair
	

	
	
	Make sure all presenters are present
	

	
	
	Find presenter awards/certificates and give to appropriate facilitator
	

	
	
	Assure extra evaluation forms are available to facilitators
	

	
	
	Facilitators should collect evaluation forms and either give them to you or deposit them into a designated box
	


After the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Send thank you notes to presenters and a copy of their evaluation forms.
	

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next PR Committee to use
	


Estimating the Education Committee’s Budget

	Expense Item
	Estimated Cost

	Supplies purchased from TI
	

	Supplies purchased from other sources
	

	Printing Costs
	

	Mailing Costs
	

	Certificates – paid by Awards committee
	

	Plaques  – paid by Awards committee
	

	Meal/Hotel/Transportation Costs for out-of-town Presenters

Must be approved by District Governor
	

	Thank you note cards (for presenters/helpers)
	

	Totals
	


Notes for Facilitators

Thank you for being part of the District Conference and for volunteering to be a Facilitator. Please carefully review your tasks as outlined below. Remember that the way you carry out your tasks as a facilitator will greatly impact those who attend this workshop and how they will evaluate the workshop and presenter.

Tasks Related to your Workshop Presenter

1. Get in touch with your workshop presenter via phone or email as soon as possible and introduce yourself. Determine their needs: Flipchart, microphone, lectern, table, screen, projector, help with handouts, obtain introduction (how they want you to introduce them). Ask if they know how to get to conference location, do they need a map. Verify the time of their presentation with them, verify the length, title of presentation, etc.

2. Meet and greet your workshop presenter as soon as possible at the conference.

3. When you arrive at the conference, sign in at Registration and pick up your folder. This lets us know you are present. If after check-in, you have questions of any kind, contact the Conference Chair or LGET.

4. There should be a photo in your folder of the presenter. Try to identify him/her and answer any last minute questions you or he/she might have. Show her/him your introduction to see if there are any last minute changes. Ask if they have any last minute requests.

5. Ask it the presenter wishes you to assist during the presentation, i.e., do you need to assist with the overheads, lighting of the room, fastening flip-charts to walls, distribute handouts, etc.

6. Ask presenter if he/she need you to assist after the presentation.

7. Find the workshop room together and then make sure everything your presenter needs is in that room (easel, flipchart, overhead, lectern, etc). If not contact the Facilities Chair or LGET.

8. Confirm with the presenter the time of the presentation and agree to meet ‘x’ number of minutes (preferably 15 minutes) before the presentation, in his/her assigned presentation room.

Tasks Related to your Workshop Presenter

1. Find out where the light switches, climate control and microphone outlets are.

2. If a mike is used, make sure it works before the session starts.

3. Make sure projector works, is focused properly, and that screen is in correct location.

4. Check with presenter for lightening preferences and last minute requests.

5. Make sure the room is neat. Pick up any discarded cups, papers or other trash and dispose of them.

6. Verify room is set up like the presenter wants.

7. Direct attendees into the room, and assist late comes find a seat. If room is full, direct attendees to another session. Do Not block the doors.

8. Obtain a box for completed evaluations to be placed in.

9. If possible, count attendees. Record the number of attendees on the envelope in which you will place the evaluation forms together with one copy of the presenter’s handout.

10. Drop envelop off at Registration Desk after your job as facilitator is complete.

11. After the session, straighten up the room for the next presenter. Be sure to collect all papers from your work session and take left-over handouts to a table for others to pick up.

Ground Rules
1. You will open the educational session by announcing the title of the session and the name of the presenter (this will allow anyone who is in the wrong room – educational session – to move).

2. Then officially welcome the presenter to the Conference. Make your introduction (no more that 1-3 minutes) lively, interesting and exciting.

3. Keep in mind that you are setting the tone of the presentation with your presentation. Keep to the introduction that you were provided. Make the presenter feel welcome and at ease.

· Keep the presenter on time by using pre-arranged signals or by using time cards. You should have colored timing sheets in your Facilitator Folder.

· Once session is complete, thank the presenter for his/her presentation and present them with the gift provided. Also, make the following announcements:

· Request that all attendees fill out an evaluation form at the end of the workshop and place them in a box designated at the back of the room.

· Announce the next scheduled item on the agenda. Ask attendees to consult their Conference Programs.

· Remind attendees to visit the Bookstore.

· Remind attendees to visit the Credentials Desk.

· Don’t forget to have fun being a facilitator. Your role is a crucial one for this conference. And your workshop presenter will long remember you and your kindness.

NOTES:

· If you wish, you may ask someone to assist you with all the tasks. But remember: You can delegate tasks, but never your responsibility as facilitator.

· Please follow the following dress code: No sneakers, jeans, T-shirts, or cut-offs. Your presenter will most likely be dressed in business attire, and so should you.

Speaker’s Checklist

When you call your potential Conference Presenters, be sure to give and get information.
Giving Information
When you get them on the phone, ask if they would like to be considered as a conference presenter. Don’t commit on the spot. Give them the following information, and then tell them you will get back to them.

· Date and date of District conference

· Location of the conference

· Inform them registration will be paid by the district

· Meals are on their own

· No transportation costs or costs will be paid

· That presentation will be 45 minutes in length

· Let them know the conference theme and district theme (to see if their topic fits with the theme)

Getting Information
If they agree to these conditions, ask them the following:

· Title of the presentation(s) they are considering giving

· Category of presentation: leadership, education, club related, etc.

· Time of the presentation

· Do they need anything special (overhead, flipchart, whiteboard, markers, assistance with handouts, computer, mike, lectern, etc.)

· Get their mailing address and email address

· Have they given a presentation at a conference before (if no, what experience do they have?)

· Any other special equipment

· Any special set-up requirements

Once the committee has selected the presenters they want, notify the selected presenters in writing (or by email) of their selection and formalize the process by providing:

A letter of understanding – with day, date, time, location (with address), map, list of items you and they have agreed upon, email and phone numbers they can use if they need to contact you, and a registration form – marked complimentary). Also notify those NOT selected and state your appreciation for their interest. Let them know they were not selected (subject did not fit this conference, topic too close to other presenters already selected, etc.)

Remember, there is a very high turnover in Toastmasters, so don’t be afraid to stick to topics that relate to Club members, e.g., How to Evaluate, Table Topic ideas, adding excitement to meetings, running productive meetings, educational and leadership topics.)

Action Item List

As Education Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due date and track progress

First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.
You should keep an Action Item List at meetings in which you preside as Chair (keep track of ALL Action Items) and in which you are a participant (keep track of only Actions Items assigned to you.)

Sample Action Item List

	Due

Date
	Person

Responsibility
	Action Item
	Comments/Status

	
	
	Determine budget
	

	
	
	Send your budget to Finance Chair
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Etc.      Etc.       Etc.
	


Planning a Successful Conference


Registration
	
	Many meeting details mentioned in this guide are not matters that can be left entirely until the meeting begins. Like most things connected with a meeting, preparation is necessary. The Registration Committee is responsible for creating the registration form and processing all forms.
	

	
	
	


Registration Committee
Many meeting details mentioned in this guide are not matters that can be left entirely until the meeting begins. Like most things connected with a meeting, preparation is necessary. The Registration Committee is responsible for creating the registration form and processing all forms.
The efficient registration desk
Smooth registration at a conference is not accident – it takes good planning, advance work, and a close supervision of the staff involved. Try to pre-register as many members as possible (use price breaks and/or gifts for those who register early).

Separate Sections

Have two main sections in the registration area, one for people who have pre-registered, one for those who register on-site. Within each section set up separate lines to divide attendees alphabetically.

Pre-Registered Attendees
Toastmasters who pre-register should check in and receive their registration packet. Have badges and tickets in a small envelope with the registrant’s name on the front.

On-Site Registration

Toastmasters who have not pre-registered will take more time and can slow the process. A separate line for these individuals will speed things up.

Anticipating Problems
Think of things that can go wrong, or the most common complaints, and decide in advance how they will be handled. Items such as:

· I did not register

· I paid and you have no record

· Can I still get a hotel room?

· Can I still get a meal?

Get problems out of the registration line – have a registration person floating behind the registrars ready to deal with problems, requests or concerns.

Registration area should be well lighted. Table should be supplied with adequate amounts of materials – kits, badges, receipts, pens, computer, paper clips, and staples.

Signs are Important
Signs should be big and placed on easels or walls – never where they are hidden by people in line.

Registration Chair Timeline

Four to Six Months before the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Enlist help with this committee
	

	
	
	Obtain pricing options for Conference Chair
	

	
	
	Work with Conference Chair to develop registration form
	

	
	
	Send form to webmaster
	

	
	
	Send form to the VOICE Editor
	

	
	
	Develop budget and send to Conference Chair and Finance chair
	

	
	
	Let Facilities Chair know of your on site needs for tables, chairs, etc.
	

	
	
	Let Signs Chair what signs you need
	

	
	
	Develop registration program (excel) – decide what type data will be collected
	

	
	
	Have Conference Chair/Finance Chair review form
	


One Month before the Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Verify signs have been made
	

	
	
	Verify chairs and tables requested are available
	

	
	
	Make a registration ‘kit’ – to include:
	

	
	
	~ Pens
	

	
	
	~ Paper
	

	
	
	~ Folders
	

	
	
	~ Scissors
	

	
	
	~ Tape
	

	
	
	~ Thumb tacks
	

	
	
	~ Extension cord
	

	
	
	Checks and Cash sent in need to be deposited into bank account for conference or given to D/Treasurer 
	

	
	
	Register for the conference
	

	
	
	Make sure assistants are in place and have registered for the conference
	

	
	
	Keep Conference Chair updates as to # of registrations
	

	
	
	Decide on  time to close the Registration table down 
	


Week before Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare all registration packets
	

	
	
	Have some petty cash on hand
	

	
	
	Verify equipment needs are met
	

	
	
	Verify all assistants will be at conference
	

	
	
	Decide how you will make change for ‘walk-ins’
	

	
	
	Visit Conference location and talk with Sales Management for cut off time for any extra meals/for walk in 
	


At the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Come early and set up
	

	
	
	Put up signs
	

	
	
	Have sign in sheets for walk ins
	

	
	
	Have extra Registration forms for pricing 
	

	
	
	Brief all Registration helpers for timing on final count for meals/closing of registration desk 
	

	
	
	Have lockable cash box with some petty cash 
	

	
	
	Have some one on each side of the registration desk to move the flow of people 
	

	
	
	Have a lost and found box 
	

	
	
	All helpers know the layout of the conference (registration desk seems to be hospitably desk also)
	


After the Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next PR Committee to use
	

	
	
	Final count of attendees/deposit any checks/cash  

Send thank you cards to helpers
	


Estimating the Registration Budget

	Expense Item
	Estimated Cost

	
	

	Determine and list here all costs you anticipate
	

	Name Tags   for 150 
	$150.00

	Pens
	$20

	Notepaper/folders for 150 
	$200

	Decorations (Theme)
	$100 

	Printing of signs/name tags/meal tickets
	$200.00


Action Item List
To help limit misunderstanding, clarify responsibility, identify due date and track progress, it is essential that each Registration Committee Chair have some form of Action Item List. First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Example -----------------------

	Number
	Action
Action
	Person
Responsible
	Date
Date
	Results

	1
	Create budget
	
	
	

	2
	Create on-line registration form
	
	
	

	3
	Determine Registration Prices
	
	
	

	4
	Send form to webmaster
	
	
	

	5
	Send form to the VOICE Editor
	
	
	


Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next Conference Planning Committee meeting, find out from the person responsible 
Potential Problems

· Helpers at the registration may not show up. Call them the night before hold them accountable to limited hrs (2 hrs). Most of them will want to go to the work shops. Find out before and work around and with it.
· Have a back up for help in case people do not show 

· Attendees arriving and hovering around the registration area talking. This makes it difficult to sign people in and answer questions. Either asks them to move along. Put some cones/decorations up to have a walk thru only 

· Have some one on each side of the registration desk to help the flow 

· Covering the desk during meals 

· Lost and found box 

· Area not ready when you arrive to set up 

· Find out beforehand who the hotel staff are and get to be nice to them. They will give you anything then plus help you.
Planning a Successful Conference


Facilities
	
	The Facilities and Equipment Committee is responsible for providing authorized requested facilities and equipment to support the people involved with the conference so their expectations are met, the conference goes smoothly for the participants, and unplanned exception requests are handled effectively. This committee works closely with the District Lieutenant Governor for Education and Training (LGE).
	

	
	
	


Facilities Committee

The Facilities and Equipment Committee is responsible for providing authorized requested facilities and equipment to support the people involved with the conference so their expectations are met, the conference goes smoothly for the participants, and unplanned exception requests are handled effectively. This committee works closely with the District Lieutenant Governor for Education and Training (LGE).

Facilities Timeline

Six Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Establish conference date at least six months in advance
	

	
	
	Work with Conference Committee to establish:
	

	
	
	· Conference location
	

	
	
	· Conference date
	

	
	
	· Theme
	

	
	
	· Number of Presenters
	

	
	
	· Total # of rooms needed
	

	
	
	· # of extra table and chairs needed
	

	
	
	· Ask about hanging banners
	

	
	
	Obtain Facility Layout
	

	
	
	Obtain list of Facility Resources, e.g. Speakers, Microphones, Easels, etc
	

	
	
	Identify the number of tables and chairs needed
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Two to Three Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Assign Rooms to Conference presenters
	

	
	
	Check out equipment to gain a familiarity with it
	

	
	
	Make table assignments
	

	
	
	Make diagram of assignment locations
	

	
	
	Make diagram for each room configuration / event, e.g. opening ceremony, speech contest, Education Sessions, Business Sessions, etc
	

	
	
	Make contact with the Location Staff for support
	

	
	
	Ask for a lockable, storage area be made available day of conference
	

	
	
	Have a conference meeting or two on site to familiarize everyone with layout
	

	
	
	Ask about hanging banners in main room of conference
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


After the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next Facilities Committee to use
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Estimating the Facilities Budget

	Expense Item
	Estimated Cost

	Supplies purchased from TI
	

	Supplies purchased from other sources
	

	Equipment Rental
	

	Service Fees, e.g. Banner hanging, etc
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Project Task List

	Due

Date
	Person

Responsibility
	Item/Event
	Comments/Status

	
	
	Define what committee is to do
	

	
	
	Confirm project detail w/ Conference Chair
	

	
	
	Can banners be hung in the hotel?
	

	
	
	Is music piped into the halls?
	

	
	
	Is music piped into the rooms?
	

	
	
	Can mike in 1-room be heard in another?
	

	
	
	Room layouts
	

	
	
	Determine number of committee members needed and what they will do
	

	
	
	Develop position descriptions
	

	
	
	Obtain additional committee people
	

	
	
	Request list of facility & equipment needs from every committee
	

	
	
	Provide address for TMI insurance
	


Ground rules:
The Conference Chair and Committee Chair must mutually agree upon the action item and the Due Date to be valid.

Action Items must be written on the project task list for it to be recognized as a request or a commitment.

Action Item List

As Facilities Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due date and track progress

First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.
You should keep an Action Item List at meetings in which you preside as Chair (keep track of ALL Action Items) and in which you are a participant (keep track of only Actions Items assigned to you.)

Sample Action Item List

	Due

Date
	Person

Responsibility
	Action Item
	Comments/Status

	
	
	Determine site location
	

	
	
	Confirm banners can be hung in hotel
	

	
	
	# of extra tables needed
	

	
	
	# of extra chairs needed
	

	
	
	Send your budget to Finance Chair
	

	
	
	Etc.      Etc.       Etc.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Planning a Successful Conference


Publicity and Promotion
	
	The Publicity and Promotion Committee (P&P) is responsible for the publicizing and promoting the District Conference throughout the District. This committee works closely with the District Public Relations Officer (PRO). The P&P committee is responsible for ensuring members received notice of events and that clubs in the District receives sufficient promotion flyers for club meetings, and the Area and Division Contest.
	

	
	
	


Publicity and Promotion Committee

The Publicity and Promotion Committee (P&P) is responsible for the publicizing and promoting the District Conference throughout the District. This committee works closely with the District Public Relations Officer (PRO). The P&P committee is responsible for ensuring members received notice of events and that clubs in the District receives sufficient promotion flyers for club meetings, and the Area and Division Contest.

The responsibilities of the Public Relations Chairman described in the District Leadership Handbook / 2005, Planning a Successful District Conference are:

· The Publicity and Promotion Chair is responsible for the promotion of conference events to Toastmasters in the District and to the public. This individual works closely with the District Public Relations Officer to ensure the conference receives exposure in the District and Club newsletters, and through all available media. In some instances the Public Relations Officer may serve as the Conference Public Relations Chairman.

· Keep public relations costs to a minimum by asking members and local businesses to contribute materials and services for promotional ads, publications, and program printing.

The Guide for Toastmasters Conference Personnel identifies the Promotions and Publicity Chairperson responsibilities as:

· Works closely with the Registration Chairperson to coordinate times for all pre-conference publicity, announcements and forms for distribution.

· Maintains direct contact with the Educational Sessions Chair to ensure a timely release of seminar topics and presenter information.

· Works directly with the District Governor on Keynote/Guest presenter’s publicity, photographs, speech topics and presentation information.

· Also interfaces with District PRO to distribute all appropriate materials to District/TM publications (hard copy and electronic) and outside sources.

Publicity and Promotion Timeline

Six Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Establish conference date at least six months in advance
	

	
	
	Work with Conference Committee to establish:

· Conference location

· Conference date

· Theme

· Presenters
	

	
	
	Request a Proclamation that declares the date of the conference a “National Toastmasters Day”. From State Governor, County Commissioner, Major, etc.
	

	
	
	Request a ‘Letter of Greeting’ from:  Senators, Congressman and County Executive and Mayor
	

	
	
	Give Proclamations, letters of Greetings to the committee. The letters should say, Dear Toastmasters” and have the letter sent to the PRO’s home address.  It is not necessary to list an inside address.
	

	
	
	Develop and maintain news sources throughout the community; by state, county, and local jurisdiction
	

	
	
	Develop and maintain a listing of legislative contacts such as: Governors, Senators, Congressman, and county executives.  Focus on the legislative contacts in jurisdiction where conference is being held.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Two  to Three Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Works with the conference committee in the development of a conference flyer that has pertinent conference information
	

	
	
	Assists with the development of the conference registration form and include P&P Chair’s name on form as a contact point
	

	
	
	Arrange to have a table at the conference that displays the above letters in attractive certificate folders. The above will also be included in the program packet.
	

	
	
	Keep Webmaster informed
	

	
	
	Print Flyers
	

	
	
	Mail Flyers
	

	
	
	Have on hand a collection of catalogues that include item prices, and contact points for the purpose of identifying goodies/bags, logos, etc that may be considered for promoting the conference.  Interest generators!
	

	
	
	Present to the committee for consideration, items that may be considered for the conference, such as conference bags, etc. Be sure to include the price.
	

	
	
	Contact the media in the various jurisdictions and promote the conference at the club, area, division and district level.
	

	
	
	Follow-up and prepare news articles for the papers targeted and work with the reporter who is handling the article. Try to get the news staff on our side. Get as much free publicity as possible.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


After the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next PR Committee to use
	

	
	
	
	

	
	
	
	


Estimating the Public Relations Budget

	Expense Item
	Estimated Cost

	Supplies purchased from TI
	$0

	Supplies purchased from other sources
	$0

	Printing o f Flyers
	

	Mailing Costs for Flyers
	

	Conference Bags
	

	Registration Folders
	

	
	

	
	

	
	


Planning a Successful Conference


Credentials
	
	The Credentials Chair, if practical, is as a past District Governor and is in charge of the Credentials Committee for the fall and spring conference. The purpose of the credentials chair/committee is to issue ballots to those authorized to vote at the District Council Meeting and then verify that a quorum is present so that District Business can be conducted.
	

	
	
	


Credentials Committee
The Credentials Chair, if practical, is as a past District Governor and is in charge of the Credentials Committee for the fall and spring conference. The purpose of the credentials chair/committee is to issue ballots to those authorized to vote at the District Council Meeting and then verify that a quorum is present so that District Business can be conducted. See a sample district proxy, page 45.
Credentials Timeline

Two Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Confer with the Conference Chair to determine the times the Credentials Desk will be open. Notify:
	

	
	
	~ producer of Conference Flyer
	

	
	
	~ producer of Conference Program
	

	
	
	~ webmaster
	

	
	
	~ the Voice editor
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Two Weeks Prior to Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Mail Proxies to all Club Presidents and Vice Presidents Education plus all elected District Officers: District Governor, LGET, LGM, the Public Relations Officer, the District Treasurer, the District Secretary and the Immediate Past District Governor, Division Governors, and Area Governors.*
	

	
	
	Select an assistant to serve at the Credentials Desk with you.
	

	
	
	Create or Update Proxy Form
	

	
	
	Post Proxy Form to Web
	

	
	
	Provide times when Credentials Desk will be open to Conference Program Committee
	

	
	
	Request a Club Officer list from DG (Who should request it from World Headquarters guaranteeing an accurate and current list of paid Clubs.)**
	

	
	
	Obtain a list of the members of the District Council from the District Governor. Voting members of the District Council are:  The Club Presidents, Vice Presidents Education, and the members of the District Executive Committee:  District Governor, Lt. Governor Education and Training, Lt. Governor Marketing, the Immediate Past District Governor, Public Relations Officer, Secretary, Treasurer, Division Governors, and Area Governors.
	

	
	
	Obtain the names of the district officer candidates whose name will appear on the ballot at the spring conference. Up to two names may appear on the ballot for District Governor and Lt. Governor Education & Training and one or more names may appear for the offices of Lt. Governor Marketing and any Division Governor position.
	

	
	
	Have the district governor send a mailing to the club Presidents and Vice Presidents Education to include the proxy form (may be done by email – see link below, Section VI E 9) http://www.toastmasters.org/Members/OfficerResources/PoliciesandProcedures/PoliciesandProcedures.aspx
	

	
	
	On the proxy form, in the letter, and on the website, includes the hours of the Credentials Desk and when the Credentials Desk will close.             
	

	
	
	Have a big sign by the credentials desk stating the hours of the credentials desk and when it will close.
	

	
	
	2-3 small boxes/baskets for collecting ballots
	

	
	
	Choose an assistant. When there are contested races for District Officer elections at the Annual Business Meeting, ask that each candidate supply a ballot counter or observer to ensure fairness and accuracy and to prevent post election protests.
	

	
	
	Ask for Flip-chart - for displaying voting results and/or overhead transparencies to show election results. Use flip chart to display results during and after business meeting.
	


*This could be mailed along with Conference Flyer (but only needs to be mailed to Executive Council Members.
**This list is essential, as it provides the names of the Club President and Vice Presidents Education, the voting members of each Club. This also includes any newly chartered club which has been assigned a number.
One Week Prior to Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Find 2 ballot counters and help for the credentials desk.
	

	
	Nothing decided
	Make the Numbered Ballots to be used at the meeting for voting 
	

	
	
	Make a Ballot Registry form for tracking ballots 
	

	
	
	Make signs to be used by Credentials Desk at Conference*
	

	
	
	Obtain “dots”/Color Coding Labels to be given to delegates who sign in at the credentials desk
	

	
	
	Print the ballots. The ballots are printed on business card stock. Each office and candidates name appears on the ballot. “Floor Nominee” is used for an unnamed candidate and appears after the candidate names. The candidate names appear in alphabetic order on the ballot for the office they are a candidate for. Two special ballots are included in the event the need arises for a second vote.  Two sets of numbered ballots are printed. The first set represents two (2) votes. The second set represents one (1) vote. The number of ballots printed is based on the number of possible votes.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Signs: Generally two types of signs are required. One sign stating where the Credentials is located (this is especially important if the Credentials Desk is not the main area, but off in a separate room). Another sign is used to post the hours that the Credentials Desk is open. Clearly post opening and closing times.
During the conference:

	Date
	Responsibility
	Item or Event
	Status

	
	
	Secure location at the conference for privately counting of ballots
	

	
	
	Run the Credentials desk. The credential desk hours are determined by the District Governor. The credentials desk is closed prior to the start of the business meeting to allow the credentials committee time to prepare the credential committee report. All District Council members must sign-in to determine their eligibility to vote and to receive their ballots. A single delegate is limited to two votes. Unless the delegate is a district officer, a maximum of three votes are allowed in this case. 
	

	
	
	Determine if the business meeting has a quorum* and report it at the business meeting when the information is requested from the District Governor. One-third of the Club Presidents and Vice Presidents Education of the District, or their proxies constitutes a quorum for all District Council Meetings. 
	

	
	
	Post Signs about Credentials Desk
	

	
	
	Post signs about ‘Hours of Operation’ for Credentials Desk
	

	
	
	Collect and count the ballots for each contested election. Each candidate is allowed, and is encouraged, to have an observer during the ballot counting process.
	

	
	
	Report the results to the District Council
	

	
	
	Post results of each Ballot for all to see
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


* See section on determining a quorum.

After the Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Retain all proxies and ballots for twenty four after the close of the business meeting for review, by authorized people only, if necessary. 
	

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next Credentials Committee to use
	

	
	
	Pass on the “Dots” to the newly elected District Governor.


	

	
	
	
	

	
	
	
	


	Note: Additional information can be obtained at the Toastmasters International Web Site via the following link:

http://www.toastmasters.org/Members/OfficerResources/PoliciesandProcedures/PoliciesandProcedures.aspx
Procedural Rules for Campaigns for District Office and the Elections of District Officers.




Estimating the Credentials Committee’s Budget

	Expense Item
	Estimated Cost

	Supplies purchased from TI
	

	Supplies purchased from other sources
	

	Printing of Proxies ($.03 per proxy set x 105 sets =
	

	Mailing Costs ($0.37 / letter x 211 letters =
	

	Mailing Labels (box of labels from Office Depot)
	

	Printing of Ballots for use at Business Meeting
	

	Dots for marking nametags (as to who received a ballot)
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Number of Proxies: each club gets two proxies, which can be converted into ballots (use to vote with a the business meeting). Maximum proxies in the District = 2 x the total number of clubs.

In addition each District Officer will be issued One Ballot to be used at the business meeting. Number of District Officers who can receive a Ballot = 31: District Governor, LGET, LGM, Immediate Past District Governor, District Secretary, District Treasurer, Public Relations Officers, 5 Division Governors, 19 Area Governors.

District Officers must be present to vote (example)
Maximum Ballots to be issued at the Conference:

· 2 per club x 90 clubs = 180 ballots

· 1 per District Officer present x 31 = 31 Ballots

· Max Ballots to be issued = 211 (180 + 31)

NOTE: you can print 2 Proxies per page, thus the term ‘set’ used above is for 1 sheet (of two proxies).

Sample District Proxy
This is a sample proxy to be used by each eligible voter – signed and given to Credentials Chair in exchange for a Ballot, to be used during the Business Meeting. Go here for a printable version of this Proxy:

This SAMPLE is for the President. There is also a Proxy for the VP Education.

	The President and Vice President Education are the voting delegates from your club. District business will be conducted at the District Council meeting during the Saturday afternoon session at the Spring Conference. Either the Club President or the VP Education may designate in writing, any active member of the Club to act as a proxy or proxies of the club at the Council meeting. No other proxies shall be valid at this meeting. Each member of the District Council, or proxy as authorized above, in attendance is entitled to one vote. Any active member who carries the proxies of both the President and the VP Education from a club is entitled to two votes; and any such Toastmaster who is entitled to a vote as a District Officer is entitled to three votes (if carrying the club's proxies). All other Toastmasters shall be limited to a maximum of two votes.

Name of Your Club:  ____________________________________________
Your Club Number:  _____________________________________________
PRINT President’s Name:  ________________________________________
President’s Signature:  ___________________________        Date: ____________



District Credentials Procedures
1. Purpose: The purpose of the credentials chair/committee is to issue ballots to those authorized to vote at District Council meetings and then verify that a quorum is present.
2. Documents Needed: The most current list possible of Presidents and Educational Vice Presidents by member club, a list of District Executive Committee Members, and sufficient number of ballots. The lists of authorized voters will include a place for initials and for recording the ballot assigned. The lists and ballots will be provided by the District Governor.
3. Voting Members: All members of the District Council are permitted a single vote. Members include the District Governor, the Lt. Governor of Education and Training, the Lt. Governor Marketing, the Public Relations Officer, the Immediate Past District Governor, the District Secretary, the District Treasurer, the Division Governors, the Area Governors, and the President and Educational Vice President of each member club.
4. Proxies: Either the President or Educational Vice President of member clubs may designate, in writing, any active individual member of their club to act as a proxy for him or her at any District Council meeting. If a proxy is not designated and either the President or Educational Vice President of a member club is not present, the President or Educational Vice President of the member club who is present may receive both votes for their club. The intent of this provision is to assure that every Club will be represented by two (2) votes.
5. Votes Allowed: Each District Council member in attendance at the District Council meeting, or his or her proxy as authorized in paragraph 3 above, is entitled to one vote. Any active member who carries both proxies for their club is entitled to two (2) votes; and any of these who are entitled to vote as a member of the District Executive Committee is entitled to three (3) votes. All other member of the District Council shall be limited to a maximum of two (2) votes.  NOTE: In all cases, an individual Club member shall be limited to a maximum of two (2) votes, no matter how many clubs the Club member may belong to or offices or proxies the Club member may hold. Such a member who is also a member of the District Executive Committee shall be limited to a maximum of three (3) votes. Members of the District Executive Committee are not permitted to give their District Officer proxy to any other District Executive Committee member or member of any Club.
6. Quorum: Only votes from member clubs are counted in the quorum. One third of the combined vote of all member clubs constitutes a quorum. Example; if there are 75 clubs there are 150 voters possible, 50 of those must be present to establish a quorum.
7. Check in Procedures: If members on the lists provided in paragraph 2 above are present in person, they should identify themselves, initial next to their position or positions, and be issued the appropriate number of ballots, the numbers of which will be recorded. If a member has been assigned as a proxy, they must present the signed proxy form to pick up their ballot. They will then initial next to the position for which they are a proxy.
8. Reporting the Quorum: During the District Council meeting the Credentials Committee Chair will be required to report the presence or absence of a quorum. An example of such a report:

· Quorum is Present: There are ___ Clubs in the District, making ____ voters possible. We have ___ Club voters represented. This is more than the one-third needed. We have a quorum.
· Quorum is Not Present: There are ___ Clubs in the District, making ____ voters possible. We have ___ Club voters represented. This is less than the one-third needed. We Do Not have a quorum.

9. In the event any business is transacted at any District Council meeting at which a quorum is not present, the action shall be deemed as valid as if a quorum were present if it thereafter is expressly approved in writing by the affirmative vote of a majority of the member Clubs in the District on the basis of two (2) votes per Club. 
Sample Ballots

Each Ballot issued MUST have a tracking number on it and each person receiving a ballot MUST sign a registry showing which Ballot number they were issued.

A sample of the Ballot is shown below – as well as page 70. 

	Ballot Number 001
	
	Ballot Number 002

	Circle Your Preference
	
	Circle Your Preference

	Spring 2006
	
	Spring 2006

	_____________________________
	
	_____________________________

	-------------------------------------------------------------
	
	-------------------------------------------------------------

	Division A Governor
	
	Division A Governor

	Jane Toastmaster
	
	Jane Toastmaster

	John Toastmaster
	
	John Toastmaster

	Write In         ____________________
	
	Write In         ____________________


Sample Ballot Registry

Each Ballot issued must be recorded in the Ballot Registry, with Ballot Number and Signature of Person to whom it was issued. This is a sample of the Ballot Registry.

A complete registry MUST be made to match the number of Ballots that you have developed.
	Ballot Number
	Assigned to (Signature)

	
	

	001
	

	002
	

	003
	

	004
	

	---
	

	208
	

	209
	

	210
	


Determining and Reporting a Quorum

During the District Council Meeting, the Credentials Committee Chair will be required to report the presence or absence of a quorum. An example of such a report:

A. Quorum is Present: There are ___ Clubs in the District, making ____ voters possible. We have ___ Club voters represented. This is more than the one-third needed. We have a quorum.

B. Quorum is Not Present: There are ___ Clubs in the District, making ____ voters possible. We have ___ Club voters represented. This is less than the one-third needed. We Do Not have a quorum.
NOTE: In the event any business is transacted at any District Council meeting at which a quorum is not present, the action shall be deemed as valid as if a quorum were present if it thereafter is expressly approved in writing by the affirmative vote of a majority of the member Clubs in the District on the basis of two (2) votes per Club.
Action Item List
To help limit misunderstanding, clarify responsibility, identify due date and track progress, it is essential that each Conference Planning Chair have some form of Action Item List. First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Example -----------------------

	Number
	Action
	Person
	Date
	Results

	
	Item
	Responsible
	Due
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next Conference Planning Committee meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.

If the Credentials Committee ever meets on its own, then it should have an Action Item List of its own and should email the results to the Conference Chair after each meeting.

Action Item List

As Credentials Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due date and track progress

First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.
Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.
You should keep an Action Item List at meetings in which you preside as Chair (keep track of ALL Action Items) and in which you are a participant (keep track of only Actions Items assigned to you.)

Sample Action Item List

	Due

Date
	Person

Responsibility
	Action Item
	Comments/Status

	
	
	Make ballots
	

	
	
	Print ballots
	

	
	
	Determine meal selection
	

	
	
	
	

	
	
	Send your budget to Finance Chair
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Planning a Successful Conference


Misc
Signs Committee

The Signs committee is responsible for developing and posting the signs identifying the various workshops at the conference.

This committee works closely with the Lieutenant Governor for Marketing (LGM) and the Public Relations Chairman.

Sings Committee Timeline

Two to Three Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Design Signs to be posted for each workshop
	

	
	
	Coordinate with the Publications and Programs Chair for printing of the Signs
	


At the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Obtain Signs
	

	
	
	Post signs at the appropriate time for conference events
	


After the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next Signs Committee to use
	


Estimating the Public Relations Budget

	Expense Item
	Estimated Cost

	Supplies purchased from TI
	

	Supplies purchased from other sources
	

	Printing of Signs
	

	Total
	


Action Item List

As Facilities Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due date and track progress
First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.
You should keep an Action Item List at meetings in which you preside as Chair (keep track of ALL Action Items) and in which you are a participant (keep track of only Actions Items assigned to you.)

Sample Action Item List

	Due

Date
	Person

Responsibility
	Action Item
	Comments/Status

	
	
	Determine number of signs
	

	
	
	Create signs
	

	
	
	
	

	
	
	Send your budget to Finance Chair
	

	
	
	
	

	
	
	Etc.      Etc.       Etc.
	


Planning a Successful Conference


Special Visits
	
	Each district in the United States and Canada receives one official visit from an International Director each year (except in years when the International President is scheduled to visit the district; that will take the place of the Director’s visit). Sometimes Directors make additional visits to districts when they can, but such visits are at the Director’s own expense and are done out of their own dedication to Toastmasters. The Visit Committee Chair is responsible hosting a successful visit.
	

	
	
	


Director or Presidential Visit Chair
Each district in the United States and Canada receives one official visit from an International Director each year (except in years when the International President is scheduled to visit the district; that will take the place of the Director’s visit). Sometimes Directors make additional visits to districts when they can, but such visits are at the Director’s own expense and are done out of their own dedication to Toastmasters.

Tips on protocol:


· Keep lines of communication open as to what role the Director/Officer will play in your confidence.

· Provide complimentary conference registration and meal tickets.

Director and Presidential Visit Timeline

Four to Six Months before the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Appoint a Visit Committee Chair
	

	
	
	Determine Director/Officer’s date of arrival
	

	
	
	Ask for Press Kit on Director/Officer (from TI)
	

	
	
	Determine if spouse will also visit
	

	
	
	Appoint a Visit Committee Chair
	

	
	
	Compile a list of potential visit locations
	

	
	
	Find an escort for Officer/Director’s spouse
	

	
	
	Reserve room for visit
	

	
	
	Find a driver
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


One Month before the Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Send the Director/Officer hotel reservation information
	

	
	
	Send the Conference promotional information
	

	
	
	Determine Director/Officer’s meal selection
	

	
	
	Confirm in writing this meal selection
	

	
	
	Determine how Director/Officer will arrive
	

	
	
	If flying, arrange to meet them at airport with a contingent of district officers
	

	
	
	Ensure Director/Officer with an opportunity to present a 15-20  minute motivational address
	

	
	
	Ensure Director/Officer will present an Educational Session
	

	
	
	Call spouse to get any special requests
	

	
	
	Finalize spouse’s itinerary/tour options
	

	
	
	Pre-visit all sites you plan to visit with President/Director, so that you know exactly where they are and how long it takes to get from one to the other.
	

	
	
	Finalize Director/Officer corporate visits
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


At the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Provide Director/Officer with an escort, so that they get to from place to place with minimum effort
	

	
	
	Place Director/Officer at the head table
	

	
	
	Have President/Director conduct DTM recognition
	

	
	
	Escort spouse to appropriate events
	

	
	
	Inspect room President/Director will use for set-up, audio-visual equipment, sound, etc.
	

	
	
	Have President/Director conduct officer installation
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


After the Conference
	Date
	Responsibility
	Item or Event
	Status

	
	
	Prepare a conference summary of what worked, and what could have been done better, etc
	

	
	
	Make a list of ‘lessons learned’ for the next PR Committee to use
	

	
	
	Write ‘thank you’ letter to Director/Officer
	

	
	
	
	

	
	
	
	

	
	
	
	


Estimating the Visit Budget

	Expense Item
	Estimated Cost

	Costs involved with Presidential/Director visit, like:
	

	   ~ Hotel Room costs
	

	   ~ Meals for President/Director
	

	   ~ Meals for escort(s) for President/Visitor
	

	   ~ Meals for spouse
	

	   ~ Meals for escort(s) of spouse
	

	   ~ Transportation costs
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Action Item List
To help limit misunderstanding, clarify responsibility, identify due date and track progress, it is essential that each Conference Planning Chair have some form of Action Item List. First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Example -----------------------

	Number
	Action
	Person
	Date
	Results

	
	Item
	Responsible
	Due
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next Conference Planning Committee meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.

If the Visit Committee ever meets on its own, then it should have an Action Item List of its own and should email the results to the Conference Chair after each meeting.

Your Presidential Checklist
The following checklist was received from Toastmasters International (TI) in March ’06. It would be wise to check with TI for a current checklist. Use the following checklist as a guide to ensure that the International President's visit will be memorable.
· Reserve a parlor bedroom suite for the President's use during his visit. Some hotels will furnish these accommodations on a complimentary basis. If you have difficulty obtaining a suite, a standard hotel room can be substituted. The District is responsible for providing the accommodations. Under no circumstance should the President be expected to pay for the hotel. Call Executive Director, Donna Groh with any questions.

· The President generally arrives on a Thursday evening. Arrange for him to meet informally for dinner with present and past District and International Officers and Directors living in or near the city of the visit.

· In the past, the President has been able to open doors to many new clubs within a district. Be sure to have a reliable Toastmaster contact each company or agency where the President has visited and offer assistance in starting new Clubs, particularly in locations where one does not already exist. It is expected that the District will organize six to eight visits.

· To assist us in the careful planning and successful execution of the Presidential visit to your district, we suggest you follow an itinerary from a previous Presidential visit. It was well planned and highly successful and, as you can see, the printed agenda format is easy to follow. Please send the Executive Director your agenda at least three weeks prior to the President's visit to your District.

· This kit contains a list of topics for speeches the President is prepared to give to various groups. Try to get him on as many platforms as possible, so that he can reach a maximum number of people with the Toastmasters' message.

· When possible, schedule the President to present "Distinguished Toastmaster," "Advanced Toastmaster," or "Advanced Leader" certificates, new Club charters, or other appropriate awards during your luncheon or banquet program. Do not schedule visits to existing Clubs for the President to perform these services.

· The President will be carrying with him a banner stating his theme, "FIND YOUR VOICE, SERVE YOUR WORLD." You'll want to display this during your conference.

· Arrange for all clubs in the district to display their club banners at the evening banquet.

· Introduce the President to all attending Toastmasters during the hospitality hour preceding the evening banquet. It is suggested that this be done informally.

· Reserve sufficient seats in front of the head table for past District Governors and International Officers and Directors. The head table should include seating for the President and spouse (if attending), the mayor and spouse, District Governor and spouse, and the master of ceremonies. See the book, "Put on a Good Show" for proper protocol or this link.

If the District plans to present a memento of the President's visit, present something typical of the area or state. The gift should fit easily into a suitcase, so consider size and weight when making the selection. If possible, provide table decorations for each table at the Banquet.

Professional Groups for Presidential Visits

The organizations listed on this sheet are excellent vehicles for spreading the word about Toastmasters. When an International President visits your District, arrange for him/her to speak to organizations such as these.

Many individuals in local chapters of these groups are influential in the community and in the formation and dissemination of public opinion. These organizations also are excellent sources for starting Toastmasters Clubs, as well as for generating new members for existing Clubs.
Some Toastmasters in your District may belong to these professional organizations. Use these Toastmasters as intermediaries to arrange for the President's appearance. Even if none of the Toastmasters in your District belongs to a particular organization, remember that professional groups such as these will welcome the opportunity to receive a guest of the Toastmasters International President's stature.
AMERICAN SOCIETY FOR TRAINING & DEVELOPMENT (ASTD)

1640 King Street

P.O. Box 1443

Alexandria, Virginia 22314

Phone: (703) 683-8100
NATIONAL MANAGEMENT ASSOCIATION (NMA)

2210 Arbor Boulevard

Dayton, Ohio 45439

Phone: (513) 294-042

LOCAL CHAPTERS OF (Service Club Groups)
Chapter meetings of Kiwanis, Lions, Soroptimist and Rotary

There may be further opportunities in your District.
PROJECT MANAGEMENT INSTITUTE (PM!)

YMCA

Y's MEN CLUB
CHAMBERS OF COMMERCE
Action Item List

As Visits Chair, you should ensure an Action Item List is maintained at every meeting. This will help:

· limit misunderstanding

· clarify responsibility

· identify due date and track progress

First designate someone to keep track of every action item discussed at each Conference Planning Committee or sub-committee meeting. Next make it a point to have everything you want accomplished turned into an action item. If you do not do this, no one has ownership, and little will get done. Once it becomes an action item, add it to the Action Item List.

Every action to be accomplished should get its own line item (do not combine items). Examples: if you are looking for four Educational Presenters and four facilitators, make each an entry (eight entries). That way they do not get lost in the mass of things to do.

Once the meeting is over, have the Action Item List typed and sent (emailed) to all parties. If an action item becomes due before the next meeting, find out from the person responsible what their action has been. Do NOT let any items go too far past the due date without following up. If no action is occurring for a couple of Due Dates, then you have a problem.
You should keep an Action Item List at meetings in which you preside as Chair (keep track of ALL Action Items) and in which you are a participant (keep track of only Actions Items assigned to you.)

Sample Action Item List

	Due

Date
	Person

Responsibility
	Action Item
	Comments/Status

	
	
	Contact TI for visits package
	

	
	
	Book hotel room for visitor
	

	
	
	Determine meal selection
	

	
	
	Send your budget to Finance Chair
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Planning a Successful Conference


Protocol
	
	The Protocol Chair determines the means of honoring dignitaries that are in attendance at the conference. This will include head table seating, the head table march-in, and recognizing special guests in attendance. 
	

	
	
	


Protocol

Keep in mind that just as parliamentary procedure teaches the correct way to conduct a business meeting, protocol teaches the proper etiquette for recognizing and honoring those in positions of leadership. Protocol provides a means of honoring the office, regardless of the individual.

Speech Contest Banquets are often the showcase event for a District Conference. As the showcase event for the conference, it should be designed to:

· To determine the District contest champion

· Provide an opportunity for the International President, the International President or other keynoter to address Toastmasters and guests

· Recognize outgoing and incoming District Officers

· Recognize special guests in attendance

Questions often arise about head table seating, the head table march-in, and recognizing special guests in attendance. The following is designed to address the main speech contest banquet held at the District Conference.

Head Table Seating Arrangements

Typically there will be one head table with dignitaries and their guests. In most instances, the District Governor, Lt. Governor Education and Training, Lt. Governor Marketing and the Immediate Past District Governor are seated at the head table. If the International President or International Director is visiting, he or she should also be seated at the head table. If it is the last District Conference of the year (Spring), it may be appropriate to seat any new incoming governor (District Governor, Lt. Governor Education and Training, Lt. Governor Marketing). A second head table may be used if there are many people to be honored – this second table would be placed in front of and at a lower level than the main table or at the other end of the room.

Honor tables may be used instead of an overly long head table. These would be placed adjacent to the head table or just in front of it, all at a lower level than the head table. People you wish to honor would sit at the honor table. “Reserved” signs should be placed on such tables. Arrange with the hotel for contrasting tablecloth and napkin colors to set such tables off from the others.
Each is seated alternating right and left according to rank:

· District Governor. As presiding officer, he or she sits to the right of the lectern. The District Governor’s spouse or guest sits to the District Governor’s right.
· The International President or International Director (or keynote speaker) is the guest of honor and, as the guest with the highest rank, sits to the right of the District governor and the District Governor’s guest. The International President or International Director’s spouse/guest sits to his/her right.
· The Lt. Governor Education and Training sits to the left of the lectern, along with his/her spouse.

· The Lt. Governor Marketing sits next to the Lt. Governor Education and Training with his/her spouse. 

· Other guests, such as Immediate Past District Governor, Conference Chair, contest Toastmaster, etc. may be seated on either end of the table.

Protocol for Toastmasters
The following was provided by Pauline Shirley, DTM, Past International President.

Protocol: Proper etiquette for recognizing and honoring those in positions of leadership. A means of honoring the office, regardless of the individual. A measure of manners. Covers such matters as seating, introductions, rank and preparation. Shows proper respect to guests. This procedure practiced and learned in the Toastmaster environment will help you in other aspects of your life – professional, social, etc.
R.H.I.P.: Rank has its privileges. The accepted order is:
· Religious Dignitaries

· Government Officials

· Federal

· State

· City

· Guest Speaker (If not a Toastmaster)

· Prominent Business Leaders

· Toastmaster International Officers

· President

· Vice Presidents (in order)

· Directors

· International Staff

· Past International Officers (Most recent first.)

· District Officers

· District Governor

· Immediate Past District Governor

· Lt. Governor of Education & Training

· Lt. Governor of Marketing

· Public Relations Officer

· Secretary

· Treasurer

· Division Governors

· Area Governors

· Past District Governors (Most recent first)

· District Chairpersons

· Club Officers

Head Table March-In Order

A head table march-in is very impressive, adding a nice touch to the event’s festivities. Announcing head table guests as part of the march-in eliminated the need for the presiding officer to introduce everybody at the head table later on.

The highest ranking officer or the guest of honor (International President or International Director) is typically announced last. So the order of introduction during the march-in would be.

1. Other guests, such as the, Conference Chair, etc. and their guests.

2. Incoming Lt. Governor Marketing and guest (at the Spring Conference)

3. Immediate Past District Governor and guest

4. Lt. Governor Marketing and guest

5. Lt. Governor Education and Training and guest

6. District Governor and Guest

7. Guest of Honor (International President or International Director) and guest

Introduction of Special Guests

After the head table march-in or introduction and prior to serving the meal, it is very important for the District Governor (presiding officer) to introduce any special guests seated in the audience. When introducing guests in the audience, it is appropriate to introduce those of highest rank first. The order of introduction/recognition would be:

· Any local dignitaries or special guests who are not seated at the head table (government officials, media, etc.)

· Toastmasters International Officers (who currently are serving on the Board of Directors and are visiting the conference in an unofficial capacity)

· International Directors (who currently are serving on the Board of Directors and are visiting the conference in an unofficial capacity)

· Past District Governors. As part of this introduction, if any have served as an International President or International Director, this should be noted.

· Current District Officers, such as the District Secretary, Treasurer, and Public Relations Officers. Time permitting, Division Governors and Area Governors can be asked to stand and be recognized as a group.

· Inform introductions before or after the meeting, introduce:

· A young person to an older person

· A man to a woman

· A guest to a host or hostess

· A person without rank is introduced to one with rank

Miscellaneous Protocol Pointers
A couple preparations can help prevent “head table headaches:”

· Be sure to use name cards at the head table.

· Let head table guests know in writing where and when they should assemble for the march-in.

· Provide guest with a diagram of where they will be sitting at the table in relationship to the audience and how to get to their seat during the march-in.

· Place conference volunteers at strategic points to help head table guests take the proper path and find the way to their seats.

· Review the pronunciation of names with the announcer in advance of the march-in. If you are unsure of how to pronounce a name, ask the guest.

· Announce each guest, giving their name last. For example, “From Central City, District Governor Jane Doe and her husband John.”

· Let head table guest know the dress code (formal, business attire, etc.)

· If an error has been made in the seating arrangements, do not draw attention to it, particularly if it concerns you.

· Arrive early enough to get in line for the ‘march-in’ or find your place before the program begins.

· Give your undivided attention to the speakers. Remember you are in full view of the audience.

· Personal articles should not be placed on the table.

· Be prepared to stand up graciously when being introduced. Push back your chair a little the introduction is made.

· Guests and members do not begin to eat before the presiding officer has taken the first bite.

· A head table guest who arrives late should remain at the back of the room until there is a break in the program.

· Refrain from leaving the head table until the honored guest has departed or the proceedings are over.

Protocol Timeline

One Month Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Determine head table seating arrangements
	

	
	
	Design and print head table name tents
	

	
	
	Notify hotel of head table seating requests
	

	
	
	Notify dignitaries about the march-in procedure
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


At the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Verify head table arrangements
	

	
	
	Place name tents on head table
	

	
	
	Verify march-in arrangements
	

	
	
	
	

	
	
	
	

	
	
	
	


Estimating the Protocol Committee’s Budget

	Expense Item
	Estimated Cost

	Printing of Name Tents
	

	Head table decorations
	

	
	

	
	

	
	

	
	


Planning a Successful Conference


Evaluation Contest
	
	The Contest Chairman must make sure that: each speaker is eligible to compete and is familiar with the contest rules; audiovisual equipment is working; judges, timers, and counters are briefed on their duties; ballots are counted carefully; and that awards are presented to the winners in a ceremony that will inspire pride in Toastmasters.
	

	
	
	


Evaluation Contest Committee
The responsibilities of the Evaluation Contest Chairman described in the District Leadership Handbook / , 2005 Planning a Successful District Conference are:

The Contest Chairman must make sure that: each speaker is eligible to compete and is familiar with the contest rules; audiovisual equipment is working; judges, timers, and counters are briefed on their duties; ballots are counted carefully; and that awards are presented to the winners in a ceremony that will inspire pride in Toastmasters.
The Guide for Toastmasters Conference Personnel identifies the Evaluation Contest Chairperson responsibilities as:
· Responsible directly to the LGET for specific contest duties.

· Recruits and coordinates all Timers, Vote Counters and Judges.

· Interfaces with Hotel Contact for facility and A/V needs

· Provides and distributes all TM Contest materials as appropriate

· Works with the Conference Chair and DG to select Target Speakers and Toastmaster.

Educational Chair Timeline

Four Months Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Recruit Contest Master – usually the winner of the previous district contest is asked first.
	

	
	
	Recruit Chief Judge and ask them to find judges (one per division or an equal number from each division – not in the same club as a contestant)
	

	
	
	~ Judge 1
	

	
	
	~ Judge 2
	

	
	
	~ Judge 3
	

	
	
	~ Judge 4
	

	
	
	~ Judge 5
	

	
	
	~ Judge – Tiebreaker
	

	
	
	Recruit Chief Timer
	

	
	
	Recruit Assistant Timer
	

	
	
	Recruit Ballot Counter 1
	

	
	
	Recruit Ballot Counter 2
	

	
	
	Recruit SAA 1 – works with contestants
	

	
	
	Recruit SAA 2 – escorts contestants
	

	
	
	Recruit SAA 3 – guards door
	

	
	
	Recruit SAA 4 – guards door
	

	
	
	Recruit additional SAAs as required
	

	
	
	Recruit ‘Model’ Speaker
	

	
	
	Consider recruiting a backup model speaker
	

	
	
	Verify trophies are ordered and received
	

	
	
	Certify Certificates of Participation are made
	

	
	
	Locate two timing devices (one non-mechanical is ok)
	

	
	
	Locate 2 stop watches
	

	
	
	Order Evaluation Contest Kit from TI #
	

	
	
	Determine briefing time and location
	

	
	
	Verify enough of all forms available: Judges Ballot, Tie-Breaker Ballot, Timers Report, Counters Report, Contestant Eligibility, Bios
	

	
	
	Provide Chief Judge/Contest Chair/Toastmaster names to Publications Committee
	


One Month  Prior to the Conference

	Date
	Responsibility
	Item or Event
	Status

	
	
	Verify that contest personnel are in place, have registered and know what is required
	

	
	
	~ Contest Master
	

	
	
	~ Chief Judge
	

	
	
	~ Judge 1                            add name here
	

	
	
	~ Judge 2                            add name here
	

	
	
	~ Judge 3                            add name here
	

	
	
	~ Judge 4                            add name here
	

	
	
	~ Judge – Tiebreaker          add name here
	

	
	
	~ Chief Timer                      add name here
	

	
	
	~ Assistant Timer                add name here
	

	
	
	~ Ballot Counter 1               add name here
	

	
	
	~ Ballot Counter 2               add name here
	

	
	
	~ SAA 1 – works with contestants          add name here
	

	
	
	~ SAA 2 – escorts contestants               add name here
	

	
	
	~ SAA 3 – guards door                           add name here
	

	
	
	~ SAA 4 – guards door                           add name here
	

	
	
	~ Additional SAAs as required
	

	
	
	~ ‘Model’ Speaker                                   add name here
	

	
	
	~ ackup model speaker                           add name here
	

	
	
	Verify trophies received
	

	
	
	Certify Certificates of Participation are made
	

	
	
	Verify timing device 1 has been located
	

	
	
	Verify timing device 2 has been located
	

	
	
	Locate 2 stop watches
	

	
	
	Evaluation Contest Kit received  - items needed
	

	
	
	~ One Ballot per judge
	

	
	
	~ One TB Ballot
	

	
	
	~ One Timer’s Sheet
	

	
	
	~ One Counter’s Sheet
	

	
	
	~ One BIO sheet per contestant
	

	
	
	~ One Eligibility Sheet per Contestant
	

	
	
	Briefing time and location determined
	

	
	
	Names of: Chief Judge/Contest Chair/Toastmaster
	


Planning a Successful Conference


Appendix
	
	This Appendix contains useful forms, flyers, agendas, conference scripts, budgets, etc. for the conference.
	

	
	
	


Contest Checklist

Item to be accomplished

   Person Responsible

 By (date?)
Establish a budget*


__________________

__________

Establish a contest date

__________________

__________

Secure a location


__________________

__________

Contest Coordinator


__________________

__________

Develop Flyers**


__________________

__________

Reproduction of flyers**

__________________

__________

Distribution of flyers**

__________________

__________

Notification of contestants**

__________________

__________

Notification of district officers**
__________________

__________

Registration



__________________

__________

Develop contest agenda

__________________

__________

Reproduce contest agenda**

__________________

__________

Certificates**



__________________

__________

Trophies**



__________________

__________

Key Personnel………………………………………………………………………………….
	Toastmaster of the Event
	
	_________________________________

	Contest Master (TT)
	
	_________________________________

	Contest Master (EV)
	
	_________________________________

	Contest Master (IS)
	
	_________________________________

	Contest Master (HS)
	
	_________________________________

	Chief Judge1
	
	_________________________________

	Vote Counter - 1
	
	_________________________________

	Vote Counter - 2
	
	_________________________________

	Chief Timer
	
	_________________________________

	Assistant Timer
	
	_________________________________

	Sergeant-at-Arms (2 - 3)
	
	_________________________________

	Model Speaker2
	
	_________________________________


Supplies / Equipment …………………………………………………………………………
	Trophies
	Judging Rulebook
	Masking Tape

	Two stop watches
	Judging Forms
	Lectern

	Flag
	Gavel
	Registration Forms

	Thumb tacks
	Certificates – participants
	Timing Forms

	Scotch Tape
	Certificates – contestants
	Originality/Eligibility Forms

	Extension Cord
	
	Programs

	
	
	

	
	
	

	
	
	


* Every event MUST pay for itself

** Must be part of budget calculations
1Chief Judge usually acquires judges – but verify with your Chief Judge

2Model Speaker for Evaluation contest – should be a 5 – 7 minute speech
	
District Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________

_____________


	Division B Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________



	
Lt. Governor Education & Training

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________

Floor Nominee ______________
	Division C Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________

Floor Nominee ________________

	Lt. Governor Marketing

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________


	Division D Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee _________________

	Division A Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________
	Division E Governor

Candidate 1 ______________

Candidate 2 ______________

Floor Nominee ___________________
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