INTIATING COMMUNICATIONS WITH A POINT OF CONTACT (POC)

If you have performed online due diligence and were able to determine who your medium POC should be, then skip to step 2. (GK = Gate Keeper)
STEP 1
VP PR:
Hello. My name is ____ _____. I am hoping you can help me.

GK:
I will be happy to help, if I can. What is the purpose of your call?
VP PR:
I am the Vice President of Public Relations for the ________ Toastmasters club, 

located in ________. I am seeking to establish communications with the proper 


person within your publication. Chances are, we will be sending at least one press 

release per month announcing topics such as scheduled meetings, speaking 

contests, Communicator of the Year award presentation. Therefore, who comes to 


mind as the person with whom I should speak?
GK:
I think that would be Bob Smith or Mary Jones. Let me see who is available. Just a 

moment please.
VP PR:
Thank you.

GK:
Mr. Smith/Ms. Jones is available. I will transfer you now.
VP PR:
Before you transfer me, I just want to double check. I will be speaking with Bob 


Smith/Mary Jones. Is that correct? And what section is he/she responsible for?
GK:
Yes. That's correct. And it's the ______ section.
VP PR:
Thank you for all of your help.

GK:
You're welcome. Here is Mr. Smith/Ms. Jones.
STEP 2

POC:
Hello. This is Bob Smith/Mary Jones. How may I help you?

VP PR:
Hello. My name is ____ _____. I am the Vice President of Public Relations for the 

________ 
Toastmasters club, located in ________. I understand that you are 

responsible for the ______ section of your publication. Is that correct? By the way,

are you familiar with Toastmasters?
POC:
Yes. It is. I think I have heard of your organization. But, why don't you tell me a little 


more about Toastmasters.
VP PR:
A Toastmasters meeting is a learn-by-doing workshop in which participants hone 

their speaking and leadership skills in a friendly atmosphere.* Chances are, we will 

be sending at least one press release per month with various hooks such as 

scheduled meetings, speaking contests, and Communicator of the Year award 

presentation. How should we proceed?
POC:
I am glad you asked. Here's what I'd like us to do ...
VP PR:
(Take lots of notes. Let your good sense be your guide with questions, clarifications, 


and follow through.)
Sample Notes
8/11/11 8:47 
Bob ext #203 VM-left msg (Paul Toastmasters...basics of msg) 

8/12/11 9:03 
VM no msg. 

8/12/11 11:36 a.m. 
Bob said...daily staff meeting daily from 8-9 a.m. 



- Bob said the best time to reach him is between 11-11:45 



- Bob also said for press releases send directly to Jill Jnew@news.com and Club 



meeting times and special events to Comevents@news 



- Asked for contact names and phone ext for each (Adage: If you don’t ask you 



don’t get) Jill Jones ext 233 for press release - Joe brown (com events Ext 276) 



- Also asked Bob what they did for Staff leadership and intercommunication 



training. He said he would be interested in receiving info about TMI. 

8/12/11 1:35 p.m.
- Sent email to LGM cc Div and Area Gov’s about the lead.



-  Sent Bob an email thanking him for his time and the information provided.
* - Source: http://www.toastmasters.org/


