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	District 62 Toastmasters  Conference Roles

	Role
	Name
	Club
	Work Phone
	Home Phone
	Email

	District Governor
	Margaret Sieh
	In Utter Words
	 
	616-459-3502
	msieh@iserv.net

	Lt. Governor of Education / Training
	Lisa Waalkes
	BDO
	616 450-3981
	616-575-8763
	lwaalkes@bdo.com

	Lt. Governor of Marketing
	Sherry Moore
	Amway Soapbox
	616 787 7912
	269 945 0170
	sherry.moore@alticor.com





	District 62 Toastmasters  Conference Roster

	Role
	Name
	Club
	Work Phone
	Home Phone
	Email

	Conference Chair
	Mary Goodhall
	Toast Notables
	517-241-7968
	989-289-3271
	plannermary@gmail.com


	Bookstore Chair
	
	
	
	
	

	Contest Chair
	
	
	
	
	

	Credentials Chair

Decorations Chair
	
	
	
	
	

	Education Chair
	
	
	
	
	

	Entertainment Chair - Family 
	
	
	
	
	

	Entertainment Chair - Friday
	
	
	
	
	

	Executive Assistant
	
	
	
	
	

	Facilities Chair
	
	
	
	
	

	Finance Chair
	
	
	
	
	

	First Timers Chair
	
	
	
	
	

	Graphics Chair
	
	
	
	
	

	Hospitality Chair
	
	
	
	
	

	Liaison for

Keynote Speaker

Liaison for

International

Director
Member Services Chair
	
	
	
	
	

	Parliamentarian
	
	
	
	
	

	Program Chair

Publicity, Promotions, Marketing Chair
	
	
	
	
	

	Registration Chair
	
	
	
	
	

	Sergeant At Arms Chair
	
	
	
	
	

	Silent Auction / Donations Chair
	
	
	
	
	

	Sponsorship Chair
	
	
	
	
	


The Role Of The Conference Chair

· Select a conference location with LGET. (Note: the District Governor must sign all contracts.)

· Work with the LGET to select chairs for the conference committees, and review roles and responsibilities with them, including recruiting assistants where applicable 

· Create a draft conference plan with LGET

· Create a draft budget with Finance Chair and LGET

· Select a general personal theme with the help of the committee

· Make a presentation at the Conference prior to yours to promote your conference, involving committee members

· Set meeting dates and arrange for committee meeting locations

· Chair the conference planning committee meetings

· Hold a final committee meeting the week prior to the Conference to review last minute critical details and to walk through the minute-by-minute details of the Conference

· Host a high quality and exciting District conference 

· Hold a post-conference debriefing to review the conference's successes and lessons learned, and to offer suggestions for future conference committees, inviting the next Conference Chair and committee members 

· Prepare a final conference report, including Registration and Finance details.

· Have fun!

Resources:

Put on a Good Show, Meeting Planner Handbook, Catalog # 220. Toastmasters International: 1999, USA

Spring Conference

7 Weeks

Suggestion from another District:  The District will host an Appreciation Brunch at the conference hotel for Club Presidents, Club Sponsors, Club Mentors, Club Specialists, the District Executive Committee, and Conference Chairs. (It is not a Conference Committee function.) This visit to the hotel introduces the Club Presidents and the others to the venue of the Spring Conference, to hopefully sell them on recommending the Conference to their members. Pre-registration flyers should be available for distribution at this meeting, in conjunction with a brief promotion.

6 Weeks

Conference meeting, review program.

Create conference survey and workshop survey forms.

5 Weeks

LGET prepares the preliminary minute by minute report.

Conference Chair, LGET and Facilities Chair do a walk through of the preliminary minute by minute at the hotel.

4 Weeks

Meet with hotel banquet coordinator, facilities chair, sergeant at arms and LGET.

Confirm menu selections.

Confirm conference room bookings. Seating arrangements. Meals and method of menu selection (coloured tickets with meal).

Arrange audiovisual needs with hotel or audiovisual company.

Workshop rooms will need lectern, overhead, screen, flipchart and table.

Workshop rooms may need microphone.

Water stations in workshop rooms and lobby areas.

Contest rooms will need lectern, lectern microphone with long cable or wireless microphone, and a wireless lapel microphone for the contestants.

Business meeting room will need lectern, lectern microphone, table and one or more audience (floor) microphones for people that have questions.

3 Weeks

Facilities meeting with hotel.

Set floor plans for each room for each event.

Decide Audiovisual needs and order with Audiovisual Company.

Create nametags for conference chairs along with hosts and hostesses.
Send programs to Braille printer.  
2 Weeks

Conference meeting, clear up loose ends.
Establish head table arrangements and march-in order.  Develop scripts for Sergeant-At-Arms of each event.
Review Registration, number of people for each event.

Review workshop presenter room assignments based on pre-registration data, to see if room rearrangement is warranted.   Meal tickets should be printed.

Get last contributions for program, this should be only the contestants for the contests. Have final pages of program sent to printer this week.  Confirm gifts have been acquired for all presenters, keynotes, and gifts from you to the conference chairs.
1 Week

Minute by minute walk though at hotel.  

Establish riser needs for contests and head tables.
Confirm audio and visual needs.

Seating requirements and room layouts.

Riser (stage) needs.
Pick up programs and get to registration chair.

Assemble goodie-bags with folders, programs, gifts, pens, paper, etc.

Print name badges and organize meal tickets.

Ensure all roles have been filled on the minute-by-minute.

Create large print programs for visually impaired.

3 Days

Registration chair and assistants create guest’s packages.

Meal counts from registration go to hotel so they can purchase proper quanities (exact day should be in contract)

Day of Conference
Set up registration table.  Decorate main hallway.  Set up tables for bookstore, credentials, hospitality, candidates corner.

Walk through set-up by the hotel correct any discrepancies.

Preset any District provided equipment if possible.

Decorate for Friday night.

4 Weeks After

Arrange a meeting with conference committee Chairs and the next conference Chair to debrief the conference and review the conference evaluations. 

Prepare the final post-conference report, including registration and financial details

Fall Conference

Hall of Fame Suggested Planning Timeline (LGM)

13 Weeks before Fall Conf.

Order Plaques for Area and Division Gov. of the Year, blank certificates and certificate holders for President’s Distinguished Clubs, and DTM medallions (medallions for both conferences), from TI through District Gov.

Order “keeper” plaques for the “Toastmaster of the Year”, “President of the Year”, “Club Bulletin of the Year”, and “Publicist of the Year” from TI through District Gov.

Pull year-end reports from TI web site. Review the year-end reports to determine President’s Distinguished Clubs, and prepare certificates (color printer required).

8 Weeks before Fall Conf.

Contact previous recipients of the “Toastmaster of the Year”, “President of the Year”, and “Club Bulletin of the Year” trophies, and arrange to have them returned, possibly via Division contests and Division Governors or Top 3 Officers attending Div. Contest.

6 Weeks

Contact LGET & PRO to get current recipients of the “… of the Year” trophies. 

Contact Trio to determine Toastmaster and Division and Area Gov. of the Year recipients 

Contact DG to whether there are any Club Specialists to be recognized.

Review the year-end/Aug. 30/Feb. 29/29 reports to determine the DTM recipients.

Arrange to have conference photographer or separate photographer take pictures at event.

6-8 Weeks

Attend conference committee planning meetings, to get acquainted with current planning.

4-5 Weeks

Contact the DTM recipients to let them know when the medallions will be presented so they can make arrangements to be present at the Luncheon.  If the recipients are unknown to you, talk with recipient to get some information to include with introduction for DTM recipients at C&L Luncheon.

Contact Club Specialists to let them know when they will be recognized so they can make arrangements to be present at the Luncheon.

3 Weeks

Review the Sept. 30/Mar. 31 reports for new DTM recipients, and contact them.

2 Weeks

Have trophies (for Fall Conference only) and DTM medallions. 
Prepare introductory speech to recognize DTM recipients.  DTM Program
1-2 Weeks

Pull the various Educational reports from the TI web site. (The required reports are: Fall – previous year-end reports and Sept. 30 reports; Spring – Mar. 31 reports. Depending upon timing, you may have to use month-to-date educational reports with Aug. 31/Feb. 28 reports.)

Extract data from the reports to create Hall of Fame booklet.

Have Hall of Fame booklets printed (approx. 150.)

Prepare overhead slide presentation for Hall of Fame 

1 Week

Attend the minute by minute walk-through and ensure the room to host the Hall of Fame will be arranged as you require it.

2-4 Days

Pick up engraved trophies (fall Conference) and DTM medallions, and Hall of Fame booklets.

Coordinate with the Trio to have Distinguished Area and Division certificates at fall conference Hall of Fame. 

Miscellaneous Responsibilities

The District Top Three Officers and the PRO contribute to the District Conference planning in a number of ways, which may not be apparent from the timeline format.

DG (District Governor)
Signs all contracts
Selects Keynote presenter for Sunday Keynote Presentation

Facilitates travel arrangements for Sunday Keynote presenter

Oversees selection of Invocation and Toasts to USA and Canada presentations

Invites Distinguished Club Presidents to District Governor’s Reception, and hosts this event.

Oversees preparation of the Agenda for District Council meeting and provides a copy to the Program Chair 2 weeks before the Conference

Coordinates Presentations at District Council meeting, including Audit Reports, Nominating Committee and Alignment Committee reports

Appoints Credentials Chair

Has Secretary send out notice of District Council Meeting with proxies, agenda, and appropriate attachments as dictated by TI and District policies

LGET 

Oversees District Conference Planning
Develops Minute-by-Minute for the conference.
Selects Keynote presenter for Saturday morning presentation
Toastmaster for Saturday evening meal.
Provides data to District Treasurer for District Budget planning

(While LGM) Selects Conference Chairs approximately 55-60 weeks in advance of Conference

LGM

With Conference Chair secures a suitable Hotel or venue for the Conference
Toastmaster for Lunch time meal (DG and LGET will be on the floor handing out awards)

Hosting Division Governor

Toastmaster for Saturday morning Opening Ceremony

Immediate Past DG
Oversees Hall of Fame at Fall Conference

Produces Hall of Fame booklet for both Conferences
Presents the Hall of Fame Awards at Lunch time meal:  Toastmasters of the Year, Division

Governor of the Year, and Area Governor of the Year
PRO and Trio
Oversees selection of C&L Recipient (Spring Conference only), with recommendations for the local committee members

Advertises C&L Recipient to the community and provincially as appropriate 

Welcomes and escorts the C&L Recipient at the Spring Conference

Bookstore Chair – 
Overview

Assemble your TEAM of 4 to 5 workers to help in bookstore during Friday & Saturday.
Coordinates with the District Governor regarding the inventory and logistics of getting the products .  Gets instruction on handling credit card purchases prior to the conference.  Responsible for staffing the Bookstore during the conference, recording purchases and handling the money.  Prepares a financial report at the end of the conference for the Finance Chair and District Treasurer.

Main Duties

· Bookstore set-up, servicing, selling and money reconciliation

· Prepares closing financial report 

Book Store Suggested hours:  Subject to change…


Friday 
set-up 4:00 pm – 8:00 pm


Saturday
Open during specified times on Saturday according to the Minute by




Minute schedule – you are not expected to miss any 
meals, programs or workshops.

The bookstore is not to be open during the Opening Ceremony, District Council Business meeting, International Director Workshops, Contests, or meals. Arranges with District Governor regarding inventory orders and pricing.  Arranges a shopkeeper committee and coordinates a schedule with members.  Takes an inventory of stock at the end of the Conference.

Leads:

· Bookstore storekeepers

Coordinates with

· Conference Chairman

· District Governor regarding inventory purchases.

· Finance Chair to present closing financial report

Expense Items

All expenses expected to be covered with District Funds.

Target Dates

________– Have 3-6 people recruited to be on your team

________– Have contacted District Governor regarding ordering new product. 

________– Make arraignments with (someone?) to get your team trained on how to take cash, credit card and check transactions.  Create a step by step instruction sheet to be taken to the conference.

________– Re-confirm with the District Governor how to get product to conference and if anything else needs ordered.  Create schedule with your team and confirm everyone will be there.

Bookstore Chair cont.
__________– Bookstore should be set up and ready for business by 4:30pm.  At least 2 people per shift during breaks in the program.
__________– Forward a copy of all your files to the Conference Chairman.
Contest Chair – 
Overview

Assemble your TEAM of workers if necessary to assist with duties.
Responsible for the Table Topics/Evaluation Contest and Humorous/Tall Tales/International Speech Contest. 
Prepares the Table Topics Questions (3 to 5) that can be read during the contest.  The questions should be written in the form of a question that requires more than a yes or now answer.  The question should be general enough so that do not assume a specific knowledge or experience with the subject so that every contestant has an equal advantage.  (For example, a person who is visually impaired would be at a disadvantage if the question were about driving a car.) The contest chair works with Lt. Governor of Education and Training to order contest supplies, trophies, and certificates and works with the Judges Chair who leads the Judges and support staff.

Main Duties

· Recruits the Contest Masters.

· Works with Division Governors to organize list of participants

· Works with LGET on ordering Contest materials, certificates of participation, and awards.

· Works with LGET on confirming eligibility of the contestants

· Gets a signed Eligibility and Originality form from each Speech Contestants.

· Gets a completed biography from each contestant.

· Works with Conference Chairman, Facilities Chairman and Graphic Chairmen regarding Briefing room(s) and times. 
· Informs each contestant and contest support people when and where the briefings will take place.

· Works with Sergeant-At-Arms to ensure audio equipment is set-up and functioning.

· Insures the Contest Master and Chief Judges perform their briefings and their script for the contest.

Leads

· Contest Team

· Contestants

Coordinates With

· Conference Chairman

· Division Governors to organize list of participants

· LGET to order materials, certificates, and awards

· Facilities Chairman / Sergeant-At-Arms for audio visual equipment setup

· Graphics Chair to get information into the program

Expense Items (*cover by LGET’s budget)
· Contest forms*

· Certificates of participation*

· 1st, 2nd, & 3rd Place Certificates*

· Trophies*

Contest Chair cont.

Target Dates

________– Host and coordinate the Tall Tales training session at the TLI.  
________– Have 6-8 people recruited to be on your team.  Put article in the Hub and send to Presidents recommending clubs get rule books and read about Tall Tales.  Encourage contestants to start writing their speeches.  You might put a link in the Hub or website of some good Tall Tales speeches that might be on youtube.

________– Coordinate with LGET when supplies will be ordered.  Let the Conference Chairman and the Facilities Chairman know your needs for rooms and AV equipment.   Coordinate with the SAA your requirements so they can be prepared.

________– Make recommendations to Area and Division Governors when you would like to have the Division contests held so you have time to get contestant information.  Review the Minute by Minute to be sure your needs are met regarding facilities and times.  Have all roles filled for contest officials.
________– Confirm with the LGET that they have received the supplies.  If you haven’t done so, let your team know what roles they will play for the contest.  

________– Review the logistics, room set-up, room locations, AV equipment, SAA staff, your team for any issues or changes.  Set the stage areas and trophies.

________– Forward a copy of all your files to the Conference Chairman.
Credentials Chair – 
Overview

Assemble your TEAM of 4 to 5 workers to help during Friday & Saturday.
In order for the District Council to conduct a business meeting, you will need a Credentials Chairman.  This chairman 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.

Main Duties

· Credential Registration at Conference

· Credentials Report at Business Meeting

Leads

· Club President and VP Education to return proxies or register at credentials Desk

· Credentials staff for the creditials desk.

· Credentials Committee

Coordinates With

· District Governor for proxies to clubs and Credentials Report at Business Meeting.

Expense Items (paid by District Funds?)

· Proxies

· Numbered Ballots
Target Dates

________– Recruit 3-4 people for your team

________– Mail proxies

________– When do you request report of clubs?

________– Send reminders to Hub and Presidents and VPEs regarding proxies 

________– Have credentials table set up and “manned” by 4:30.  Have someone available at the table during breaks in the program.  Let the Conference Chairman know how much time you need to do your report so she knows when it will close for the MbM.
________– Forward a copy of all your files to the Conference Chairman.
Decorations Chair??
Overview

Assemble your TEAM of 4 to 5 workers to help during Friday & Saturday
Provides decorations for the tables and rooms for Friday and Saturday nights and Sunday Morning.  Decorates the tables in the hallway to match conference theme.

Main Duties

· Acquires decorations inventory for previous conference chair or current conference chair.

· Works with Entertainment and Facilities Chair to decorate for Friday and Saturday nights with theme in mind.

· Orders corsages, boutonnieres and flower arrangements for Head Table.

· Arranges centrepieces for tables on Saturday night and Sunday morning.

· Organizes with Hospitality Chair and Hotel for gift baskets/flowers arrangements for International Director, District Governor and Sunday’s Keynote Speaker, to be placed in their rooms prior to their arrival.

· Purchases gift baskets/flowers arrangements for Current International Officers, District Governor and Sunday’s Keynote Speaker, to be placed in their rooms prior to their arrival.

Coordinates With

· Entertainment and Facilities Chair to decorate for Friday and Saturday nights with theme in mind.

· Works with Donations Chair for potential donations for gift baskets and flowers for VIPs.

Expense Items

· Table Centerpieces/decorations

· Corsages and boutonnieres for Saturday Banquet Head Table (or not)
· Flowers for Head Table

· Room decorations

· Gift Baskets for VIPs (Be specific as to the items you want in the baskets, do not leave it up to the imagination of the person to know what you want in the baskets…..give them a listing of items)
Education Program Chairman – 
Overview

Assemble your TEAM if necessary to help with duties.
Assists the Lt. Governor Education and Training.  Selects the educational program focus.  He or she is responsible for organizing the general education sessions as well as any officer training sessions.  Recruits moderators for the Workshops.

Main Duties

· Advertise a call for workshop presenters.

· Recruits recommended workshop presentors

· Recruits workshop moderators

· With LGET, Trio and committee, selects workshop presenters.

· Arranges to get one moderator per workshop (note: moderator can not be a contestant in one of the contests at the conference.)  Gets profile of workshop presenters and provides to Graphics Chair and moderator.  Works with Sponsorship / Donation Chair to get gifts for each workshop presenter.  Arranges and confirms that Workshop Moderators and Workshop Presenters get the opportunity to speak to each other prior to the conference.

· Coordinates with presenters and Facilities Chair to provide A/V, flipchart and other presentation tools for presenters.
Moderator

Becomes familiar with the presenters background and needs for his or her presentation.

Acts as Sergeant-At-Arms for the workshop.  Helps set up the room for the presentation.  Works with Conference Sergeant-at-Arms and Facilities Chair for any special media equipment.  Ensures that there are no safety hazards.  Ensures that the Workshop starts on time.  Ask audience to turn off cell phones and gives any other instructions.  Introduces the Presenter and leads applause.  Provides the Presenter with time signals to indicate 10 minutes, 2 minutes, and 1 minute warnings.  Ensures that the presenter is thanked, presents a gift, and advises everyone of the next event, encouraging them to leave so the next presenter can set up or get audience to the next destination on time.

Timeline 


0:00 – 0:10  Set-up room, attendees transition time between events


0:10 – 0:15  Moderator makes announcements and introduces the Presenter


0:15 – 0:55  Presentation (including Q&A)


0:55 – 1:00  Moderator presents gift to Presenter, makes concluding announcements

Presenter 

Provides Educational Program Chair with an outline of presentation before the Call for Workshop deadline.  Prepares a 50 minute presentation.  Prepares a short outline of the presentation for the Conference Program.  Informs the Education Program Chair 2 months before the conference of any special multi-media needs and printing needs.  Prepares an introduction for the Moderator.   Arrives and set-ups on time, and ends on time. 

Education Program Chairman cont.
Coordinates With

· Conference Chairman

· Facilities Chairman

· SAA

· LGET

Expense Items

· Works with Sponsorship / Donations Chair to acquire donated gifts for Workshop Presenters.
Target Dates

________– Send request for presenters via the Hub and emails to the Officers.  Select 6-8 people to be on your team.

________– Determine a short list of who you will invite to “audition”.  Send a Thank-you to those you did not choose.

________– Make your selection of who will present.  Send congratulations to those accepted and thank-yous to those you did not choose.  Have 1-2 people as a back up in case someone cancels.  Send presenters biographies and photos to Graphics Chairman.

Check presenters introductions and AV / supply and room set up requirements.  Coordinate with Facilities Chair and SAA.  Assign roles to your team if you have not done so.  Review the MbM with Conference Chair.  Send workshop information to PR Chairman to advertise it in the Hub and D62 website.

________– Follow up with presenters to be sure they can still attend the conference.  Ask if they will be arriving on Friday or Saturday.  Review room and time assignments and AV / supplies and room set up requirements.  Coordinate any changes with the Facilities Chair and SAA.  Coordinate with the Sponsorship / Donation Chair for getting the gifts.

________– Check to see that all the presenters are at the conference.  Check the room set ups and AV equipment that it is in the room as needed.  Make sure moderator know what to do and has the gift and what to do with evaluations. 

________– Forward a copy of all your files to the Conference Chairman.
 Entertainment Chair – Family around Town – 
Overview

Assemble your TEAM of 4 to 5 workers to help during Friday & Saturday
Researches various activities that are available around Grand Rapids and possibly to the lakeshore.  Checks with the hotel, CVB and venues for discount tickets.  Make a list and advertise in advance suggestions for what families can do while the spouse is at the conference.  Decide if an organized agenda is feasible.

Main Duties

· Research activities and ticket costs (check for discounts / free tickets)

· Create a list of activity suggestions based on age of child

· Create a possible agenda for the day

· Think about a pizza, popcorn, movie night for the kids.  Childcare provided by the Red Cross???  Kids attend Saturday night entertainment?  I know this is far fetched…It’s just here as a thought starter.
· Arrange for CVB / GR Visitors Guide for every attendee

Leads

· Entertainment Committee – Family Events

Coordinates With

· Conference Chairman

· Facilities Chairman

· Registration Chairman

· Graphics Chairman

· Sponsorship / Donations Chairman
· PR Chairman

Expense items

· None; get printing donated
Target Dates

________– Select 3-4 people to be on your team.

________– Create a list of suggested activities.  Start contacting CVB, hotel and venues (Griffins Hockey, YMCA passes) for discounted tickets.  Coordinate with the PR Chairman to start promoting family attendance.
________– Publicize the list to members of activities, ticket info, and agenda.  Prepare documents / packet to give out at conference.  Coordinate with Graphics Chairman

________– More advertising

________– Pick up GR Visitor Guides for each attendee to go into goodie bag.  Deliver to Registration Chairman
________– Set up display and man family table during registration

________– Forward a copy of all your files to the Conference Chairman.
Entertainment Chair – Friday Night – 
Overview

Assemble your TEAM of 4 to 5 workers to help during Friday Activities
Prepares a one hour program for the Friday Fun Night.  

Main Duties

· Friday Fun Night

· Works with Facilities Chair for room and audio visual requirements.

· Manages the Friday Fun Night budget.

· Provides receipts to the District Treasurer for the costs of the Friday Fun Night.

Leads

· Friday Fun Night Committee
Coordinates With

· Facilities Chair

· Graphics Chairman

· PR Chairman

· SAA
· District Treasurer

Expense items

· 2 wireless microphones

· Try to get items donated for Friday Night prizes
Budget

· Estimated at $200  (This is for microphones to be shared with contest)
Target Dates

________– Select 6-8 people to be on your team.

________– Start to develop ideas to present to the Conference Chairman

________– Publicize to the members what will happen Friday Night.  Inform the Facilities Chairman and SAA of any set up, AV or other needs for the event.  

________– More advertising.  

________– Finalize plans and let Facilities and SAA know of any changes.

________– Be sure to arrive early enough so activity can start on time.

________– Forward a copy of all your files to the Conference Chairman.
Executive Assistant – 
Overview

Works for the Conference Chair to help with communication and organization needs.  Also helps with other jobs as assigned by the Conference Chair.
Main Duties

· Takes minutes at meetings

· Takes meeting attendance

· Types and distribute meeting minutes by e-mail to committee chairs

· Keeps Conference Chair on track

· Arranges for welcome baskets for District Governor, International Director(s) and Sunday Keynote Speaker(s).  (Be specific as to items to be put into basket….make a list)
Coordinates With

· Conference Chair

· Provides information assistance to all Chairmen
· Silent Auction / Donation Chair for gift donations
Expense Items

· Baskets for the District Governor, International Directors, and International President, Keynote Speakers.*  (Be specific as to items to be put into basket….make a list)

* These should be able to be donated.
Facilities Chair – 
Overview

Assemble your TEAM if necessary to assist with duties
Responsible for planning and coordinating facility requirements with the Conference Chairman and the hotel Director of Conventions. 
Works with Graphics Chair to make the atmosphere of the conference welcoming and inviting.  Reviews BEOs in advance and pointing out any needed changes.  Attends the Pre-con meeting prior to the conference.  Works with the Hotel Staff the day of the conference to make sure that banquet rooms are set up correctly and timely.  

Serves as liaison for the district in dealings with the meeting facility and speakers.  Accommodations, meeting room arrangements, meal functions, audiovisual equipment, and other supplies would come under this chair’s responsibilities.  This Chair and his/her committee:

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

· Procures and delivers all audiovisual and other equipment.

· Sets up signs as needed

· Must be prepared for the unexpected

Main Duties

· Meeting Rooms

· Equipment

· Supplies

· Signs

· Safety

Leads

Provides directions and assistance about room set-up and time lines to 
· Entertainment Chair

· First Timers Chair

· Special Needs Chair

Coordinates With

· Hotel Staff

· Sergeant-At-Arms

· Bookstore Chair

· Finance Chair

· Hospitality Chair

· Registration Chair

Expense Items

· Meals for Friday Night

· Meals for Saturday Breakfast

· Mid-Morning Snack ?

· Meals for Saturday Lunch

· Mid-Afternoon Snack ?

Facilities Chair cont.

· Meals for Saturday Banquet

· Any breaks

· Meals for Sunday Breakfast

· A/V equipment expenses
Target Dates

________– Select 3-4 people to be on your team.

________– Meet with the Conference Chairman to discus preliminary agenda considering logistics, set-up, etc.

________– Meet with the hotel CSM to discuss preliminary layout, set up, AV requirements.

________–  Confirm that Educational Session presenters needs for supplies and equipment will be taken care of.  Determine if any members can loan equipment for the day;  laptops, projectors, flip chart, etc.

________– Review BEOs and notify hotel of changes.  Finalize plans and let Conference Chairman and SAA know of any changes.  Review MbM with Conference Chairman.  Review plans with team and assign tasks.
________– Arrive at hotel by 2:00.  Attend Pre-con meeting and supervise set-up.
________– Forward a copy of all your files to the Conference Chairman.
Finance Chair – 
Overview

Assemble your TEAM if necessary to assist with duties.
Responsible for helping to develop the conference budget, keeping it up to date, monitoring the income / expenses and prompt payment of bills.  (District Governor will receive hotel bill and make payment).  He or she also prepares a financial report of income and expense.  A final statement is given to the Conference Chairman, DG and the next Conference Chairman.  Continual reporting to the Conference Chairman and DG is crucial.
Main Duties

· Budget

· Makes conference volunteers aware of payment policies and procedures

· Sees that the District Treasurer pays bills

· Prepares Financial Report after Conference

Coordinates With

· Conference Chairman

· All Chairmen as needed
· Sponsorship Chair, Silent Auction /Donations Chair
· District Treasurer
· District Governor

Expense Items

None
Target Dates

________– Works with the Conference Chairman, District Treasurer and DG to create a budget. 

________– Distribute budget and policy and procedures to all conference Chairmen regarding expenses and reimbursement.  Coordinate with the Sponsorship Chairman and District Treasurer on the procedures for handling sponsorship donations.

________– Coordinate with Registration Chairman, District Treasurer and webmaster on the procedures for receiving registration money from mail-in and on-line registrations.

________– Prepare a monthly financial report.

________– Inform all conference volunteers of the deadline to submit final expenses.
________– Submit final conference financial report to Conference Chairman, District Governor and future Conference Chairman

First Timers Chair – 
Overview

Assemble your TEAM of 4 to 5 workers to help during Friday & Saturday
Welcomes the First Timers to the conference providing them with extra information, guidance and activities so they can maximize their conference experience.  (45-60 minutes has been recommended)
Main Duties

· Ensures the District orders first timers ribbons

· Prepares a first timers welcome package

· Hosts the First Timers Reception on Friday Night with an Ice Breaker exercise.

· Arranges for other first timer activities (possibly to earn prizes)
· Greets first timers during registration and reviews agenda with them.

Coordinates With

· Conference Chairman

· Facilities Chair

· Graphics Chair

· Registration Chair

· Entertainment Chair

Expense Items

· Door prizes for First Timers*

* Hopefully this can be donated.
Target Dates

________– Select 2-3 people to be on your team.

________– Inform Conference Chairman of preliminary plans to be coordinated with the MbM.  Let Facilities Chairman know of any meeting space requirements.  
________– Coordinate with District officer that ribbons have been ordered. Coordinate with Registration Chairman and Graphics Chairman for sending out special welcome letter for first timers.  Work with PR Chairman to advertise and encourage First Timers to attend. 
________– Finalize plans with team and Facilities Chair.  Print packet of materials.

________– Set up room for first timers by 5:00pm.  Great first timers at Registration desk.

________– Forward a copy of all your files to the Conference Chairman.
Graphics Chair – 
Overview

Assemble your TEAM of 4 to 5 workers to help if necessary
· Designs all graphic files that are needed for advertising, promotions, programs and signage with consistent graphics to match the conference theme.  Oversees the printing and distribution of all graphics.
Main Duties

· Creates the conference program to match the theme and attendee needs.

· Prepares PR / promotional material with theme graphics or supplies a template to the PR Chairman.

· Prepares signs for all conference tables and workshops

· Registration Desk (Pre-Registered, Late-Comer, First-Time Attendees)

· Welcome, Credentials Desk, Candidates Table, Book Store

· Signs for each conference event to be placed just out side that event.

· Updates the placement of signs as the conference progresses

Coordinates With

· Promotions / Marketing Chair

· Program Chair

· Registrations Chair

· Educational Program Chair

· Facilities Chair
Expense Items

· All printed material+

· Poster Sized Signs for Events and Agenda+

· Small signs for the doors for the workshops *

* This should be a standard PC print version of the event names and times.

+ Potential for donation.

Target Dates

________– Select 3-4 people to be on your team.  Print “Save the Date” bookmarks to be given out at TLI .
________– Have format / template completed to be used for program, ads, promotional material.

________– Have pages organized in order for the program, ready for input.  Large signage completed and ready for print.

________– Program 75% complete.  Provide promotional flyers, etc. as needed.

________– Program 100% complete.  Modify pages as needed with sponsor ads, etc.
________– Program frozen and ready to print.  Print at will including signage.

________– All printing completed.  Deliver programs to Registration Chair and signage to Facilities Chair.
________– Forward a copy of all your files to the Conference Chairman.

Hospitality Chair – 

Overview

Assemble your TEAM of 4 to 5 workers to help during Friday & Saturday Activities
The Hospitality Chair provides a welcoming and helpful atmosphere to the attendees.  Staff greets members at the venue entrances and directs them to conference registraion, hotel check in or other locations where they need to go.  They also provide assistance to any special needs members / guests.  He or she also works with the Decorations Chair and Signage Chair to make the atmosphere of the conference welcoming and inviting. 

Main Duties
· Work with registration to determine if Braille programs are needed.  (Margaret Sieh can also lend advice for this.)  Investigate the best price for Braille programs and lead time requirements.  Work with graphics chairman for sending program document to Braille provider.

· Arranges with Graphics Chair and Facilities for Welcome sign.

· Arranges for welcome baskets for District Governor, International Director(s) and Keynote Speaker(s).  Work with Donation Chair for donations that may be appropriate for the gift baskets. (Be specific as to the items wanted in the basket…..make a list)
· Arranges for identification badges and ribbons for your assistants and Conference Chairs.

· Provide Hospitality baskets in the restrooms containing special care items for men and women.  Sherry Moore may be able to get Amway products for this.  Put a card on the basket something like “Help Yourself....courtesy of District 62 Toastmasters”.  This will need to be approved by the hotel.

· Arranges for a Welcoming Committee at hotel lobby/ entrances.  Greets people as they arrive at hotel.  Provides directions to Registration desk, Credentials desk, Educational Sessions, Bookstore, and various event locations.  Directional services will be required throughout the conference.

· Station someone at the ballroom to assist special needs attendees with the elevator.

Coordinates With

· Facilities Chair

· Signage Chair

Expense Items

· Baskets for the District Governor, International Directors, and International President, Keynote Speakers.  (Be very specific as to what items you want in the baskets….make a listing of items i.e., sweet snacks, salty snacks, beverages, fruit, etc. including estimated total cost of entire basket, wrapping, etc.)
Liaison for Keynote Speaker –

Liaison for International Director –

Member Services Chairman – 

Overview

Assemble your TEAM of 4 to 5 workers to help if necessary
Helps to coordinate room sharing and carpooling for members attending the conference in an effort to make the conference more affordable for interested members.

Main Duties

· Advertise and coordinate room sharing and carpooling.

· Communicate with members that have expressed an interest.

Coordinates With

· Promotions / Marketing Chair

· Graphics Chair

Target Dates

________– Select 3-4 people to be on your team.  Coordinate with Graphics and Promotions Chairs to get your information on pre-conference marketing material to members.

_______– Advertise in the hub for room sharing and carpooling.  Coordinate with Promotions Chair to use district social media sites to advertise.

________– Finalize arrangements with members.
Parliamentarian – 

Overview

Coordinates with the District Governor to provide assistance during the District business meeting.

Main Duties

· Provides parliamentarian procedure assistance during the business meeting.  Provide Roberts Rules Book to be used if necessary
Target Dates

_________– Coordinate requirements with District Governor
_________– Prepare for assignment.  Review MbM / Agenda for Business meeting time and location.

_________– Check in with District Governor for any last minute changes.
Program Chair - 

Publicity/Promotions/Marketing Chair – 
Overview

Assemble your TEAM of 5 to 6 workers to help during whole Conference
Publicizes and promotes the conference throughout the district and community by using social and traditional media including Facebook, twitter, newspaper, radio and TV.  Consider using the World Champion of Public Speaking to promoting the conference to the business community.   This person should work closely with the District Public Relations Officer.  At the conference, this chairman would work with local media covering the event.

Main Duties

· Publicity and Promotion

· Media, business, political Contacts

Expense Items

· Flyers

· Mailing

· Meeting venues

· Posters / bookmarks for Officer’s Training
Target Dates

________– Select 4-5 people to be on your team.

________– Contact the Chamber of Commerce to discuss a seminar featuring the WCPS the week of the conference.  Put together a marketing plan.  Contact the Mayor’s office for Toastmaster proclamation for the conference.  See if Mayor will give a welcome at the conference breakfast.
________– Work with the Graphics Chairman to discuss advertising flyers and print ads.  Begin social media campaign.  Develop plan for WCPS speaking opportunities.
________– Confirm plans for World Champion of Public Speaking engagements with his/her office.  Contact radio, TV for interviews to promote conference and WCPS events.  Begin regular advertising on the HUB and District website and social media web sites.
________– Strong push to all clubs / members.  Confirm WCPS schedule for business events, speaking engagements to companies to promote TM.  What ad’s are needed?
________– Send out news releases for newspaper or arrange for interview prior to and during conference.  Confirm attendance by the Mayor.  Continue PR.
________– Confirm all plans and media opportunities

________– Confirm Mayor’s attendance.  Give TV interview.

________– Forward a copy of all your files to the Conference Chairman.
Registration Chair – 
Overview

Assemble your TEAM of 7 to 8 workers to help during Friday & Saturday.  In charge of creating mail-in and on-line registration form, maintaining accurate registration data, preparing registration packets (tickets, meal tickets name badges, etc.) Have at least 5 registration lines A-I, J-R, S-Z, On Site/Walk In and Problem registrations. Register all members as they arrive on site.  The chairman of this committee must be an assertive self-starter with strong leadership skills and the ability to work well under pressure.
Main Duties

· Registration collection and tracking

· Staffing for Registration Desk

· Meal Tickets, Name badges
Leads

· Registration Committee 
Coordinates with

· Conference Chairman, Graphics Chair
· Finance Chair

· Facilities Chair

· First Timers Chair

· Special Needs Chair

Expense Items

· Name badges* with lanyards (we have the lanyards)
· meal tickets*

· registration forms printing and mailing+
Target Dates

________– Select 7-8 people to be on your team.

________– Coordinate with Graphics Chairman so registration documents match the look and feel of the conference graphics.  Begin working on registration documents, name tags template, etc.  Decide how food choices will be handled.  Coordinate with Finance Chairman, District Treasurer and webmaster on the procedures for receiving registration money from mail-in and on-line registrations.

________– Coordinate with Facilities chairman on location and requirements for registration at hotel.  Finalize registration forms and fees for conference with Conference Chairman, Facilities Chairman and District Treasurer.
________– Begin Conference registration.
________– Confirm registration procedures and schedule for registration desk with your team.  Assemble all registration badges, meal tickets, etc. day before the Conference
________– Be set up and ready to register attendees by 4:30.   
________– Forward a copy of all your files to the Conference Chairman.
Sergeant at Arms – 
Overview

Assemble your TEAM of 10 to 15 workers to help during entire Conference
The SAA has the important role of managing crowd 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 on time and stays on its time schedule throughout the day.  The chairman of this committee must be an assertive self-starter with strong leadership skills and the ability to work well under pressure.  The sergeant at arms 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.  The Sergeant-At-Arms is the first person to speak at the meals????
Main Duties

· Crowd Control / Safety 
· Arranges for a Welcoming Committee at hotel lobby.

· Provides directions to Registration desk, Credentials desk, Educational Bookstore, and various event locations.  Take meal tickets at the door as attendees enter the room.
· Sits at the Head Table and opens the meals by introducing the Master of Ceremonies??
· Sets up props for contestants

· Escorts contestants with special needs to the contest area

· Assist Facilities Coordinator with microphones for contestants

· Escorts Table Topics or Evaluator Contestants between contest and cloistered room

Coordinates With

· Educational Program Chair

· Facilities Chair

· Contest Chair

· Special Needs Chair
Target Dates

________– Select 10-15 people to be on your team.

________– Meets with the Facilities and Contest Chairman to assess the needs and requirements that your team needs to facilitate.

________– Meets with the Education Chair to assess needs during educational sessions.

________– Meet with the Facilities Chairman to review responsibilities of the SAA team.  Share the SAA schedule and responsibilities with your team.
________– Have some of your team scheduled and on duty by 4:30pm.  Review any last minute changes with Facilities Chair.
________– Forward a copy of all your files to the Conference Chairman.
Silent Auction / Donation Chair – 

Overview

Assemble your TEAM of 5 to 6 workers to help during entire Conference

Solicits merchandise or service donations to be used for Silent Auction, gifts, goodie bags and supplies.  Seeks merchandise donations from businesses and club members.  Ensures donations are described in conference program.  Sends non-profit document and thank-you cards to contributors.  Prepares Silent Auction set-up, confirms winning bids and collects and turns in money.
Duties

· Solicits donations from companies and members.

· We can accept cash, merchandise or services as donations.  Merchandise and discount coupons will be used as registration handouts.  Single items and gift certificates can be used as gifts or bundled with other products to make a Silent Auction basket.

· Work with Facilities Chair and Education Chair to coordinate set up needs and gift donations for speakers.

· Prepares Silent Auction set-up, confirms winning bids and collects and turns in money.
Coordinates with

· Graphics Chair for advertising in the Conference Program and sponsor signs
· Financial Chair for the financial report of income and merchandise collected.

· Facilities Chair for tables and Silent Auction set up space.

· Executive Assistant and Education Chair for distribution of gifts for speakers and dignitaries.

· Silent Auction / Donation chair so we don’t double ask companies for donations.

Potential Donation Items

· Logo merchandize items (stress balls, note pads, pens, etc.)

· Door prizes

· Gift Baskets, flowers
· Gift certificates, gifts, trips, artwork, services

Budget

· We expect the Silent Auction / Donations Chair to produce a substantial amount of income for the conference, and to avoid expenses

A goal will be to bring in $2500 in income and defrayed expenses through products, services, and the Silent Auction.
Target Dates

________– Select 8-10 people to be on your team.  Include members throughout the state that can canvass businesses in their area.  Make a list of large businesses (Meijer, Walmart, Target, etc.) and call and find out what their donation policy is.  Letter to regional office, letter to each store, etc.
Silent Auction / Donation Chair cont.

________– Start the phone calling campaign to contact businesses for donations.  Keep records of calls and responses.  This information will be valuable for future conferences.   Email donation forms, non-profit documents and thank-you to contributors.  Separate items by Silent Auction, goodie bag item, supply and speaker gift. Contact the Spring sponsors (from the program) to see if they want to donate for the fall.  Keep records of responses.  Advertise to all the clubs that you are looking for donations for Silent Auction.

________– Check with all Chairman for a list of supplies that they need so you can ask for a donation.  Paper from Office Max, centerpieces from Eastern Floral, pens from Office depot, tote bags from Target, etc.
________– Complete the phone campaign.  Follow up with any messages that were left, make sure all donations have been delivered to you or picked up by your team.  Make sure all contributors have been thanked.  Start providing the Graphic Chairman with a list of Silent Auction contributors that you have gotten so far to be put in the program.  Name, item donated value.  Coordinate with Registration Chair that bidding numbers will be assigned to registered attendees.
________– Finish collecting Silent Auction items. Group items into baskets as needed and send final list to Graphics Chair.  Get template from Graphics Chair to create bid forms for every item with minimum bid.  Review credit card procedures with District Treasurer and your team. 

________– Set up Silent Auction by 4:30.  Have team available throughout the conference to answer questions.  At close of auction, determine the winner to announce at the end of Saturday night.  Collect money and deliver item to winner.  Reconcile the collected money and deliver to District Treasurer.

________– Forward a copy of all your files to the Conference Chairman.
Special Needs Chair  (Consult with members of In Utter Words Club for specific assistance)
Overview

Ensures that attendees with special needs are accommodated. 

Main Duties
· Helps arrange and organize special transportation

· Helps Greet attendees with special needs at the registration desk

· Arranges for a Chaperone if necessary for attendees that need help getting to the different events.

· Arranges for programs in Braille and e-mails programs so that attendees can use their tools for previewing the program.

· Works with Sergeant-At-Arms to ensure the conference is safe and accessible for all attendees.  

· Ensures fairness to attendees with special needs concerning contest staging areas and timing signals (for example a bell).

Leads

· Special needs Chaperones

Coordinates with

· Hospitality Chair

· Sergeant-At-Arms

· Facilities Chair

Expense Items

· Braille Programs*

· The hope is to have the Braille program to be donated 

Sponsorship Chair – 
Overview

Assemble your TEAM of 8 to 10 workers to help during entire Conference
Solicits monetary donations from corporations to support the conference.  Generates advertising of corporate sponsorships.  Ensures donations are described in conference program.  Thanks contributors.

Duties

· Deliver “gift” incentive bags to top sponsor candidates. (Terry Rogers’ creation)
· Follow up with candidates

· Solicits donations to go toward the Conference from additional companies.

· We offer sponsors the opportunity to have their name published in our program and distributed to over 3000 Toastmasters. 
· Work with Graphics and Finance Chair and District Treasurer to get sponsors names in program and to deposit donations.
Coordinates with

· Graphics Chair for signs identifying sponsors and advertising in the Conference Program
· Financial Chair for the financial report of income collected.

· Mid-morning and mid-afternoon beverages and snacks
Budget

· We expect the Sponsorship Chair to produce a substantial amount of income for the conference, and to avoid expenses

A goal will be to bring in $3000-$4000 in donations.
Target Dates

________– Select 8-10 people to be on your team.  Include members throughout the state that can canvass businesses in their area.  Make a list of large businesses to receive the incentive “gifts”.  Send (Email) letters to other businesses.  Use sponsorship list from Spring conference for potential donations for the fall.  Coordinate with Silent Auction / Donation chair so we don’t double ask companies for donations.

Start the campaign to contact businesses for donations.  Keep records of contacts and responses.  This information will be valuable for future conferences.   Email donation forms, non-profit documents and thank-yous to contributors.  Advertise to all the clubs that you are looking for donations for Sponsorship.

Report contributions to Finance Chairman and coordinate with District Treasurer the money deposits.

Sponsorship Chair cont.

________– Print generic letter and Sponsorship forms to be taken to the TLI and handed out to attendees.  Make announcement at TLI and encourage members to help.

________–  Start providing the Graphic Chairman with a list of Sponsor contributors that you have gotten so far to be put in the program.  Name, address, amount of donation.  

________– Complete the phone campaign.  Follow up with any messages that were left, make sure all donations have been received.  Make sure all contributors have been thanked.  Providing the Graphic Chairman with a final list of contributors to be put into the program.  If goal has not been met, continue to solicit support.
________– Finalize all names of donors with Graphics Chairman.  Proofread the copy for the program to be sure no one got missed.  Turn in remainder of the donations with Finance Chairman and District Treasurer.
________ – Forward a copy of all your files to the Conference Chairman.
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