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	District 4 Toastmasters
Spring Conference 2007

Conference planning meeting

Monday, April 30, 6:30-8:30pm


	Elliotte Mao, Event Co-chair. 
[contact info]
Joe Kent, Event Co-chair. 

[contact info]

Contest facilitator mailing list: d4conference@googlegroups.com (private mailing list)
Facilitator website:

http://www.quia.com
/files/quia/users/jhkiii/d4c/index.html
Next planning meeting:

Monday, May 7, 6:30-8:30pm,

Silicon Valley

Community Foundation,

Ground floor meeting room, 

1700 South El Camino Real, 

San Mateo, CA 94402
	1. Introductions

    - Who needs to leave early?

2. Recap, follow-up from last meeting
3. Review conference itinerary and map
    - Verify rooms/times are correct

    - Verify we have actually rented the rooms we plan to use

    - Verify room capacities are appropriate

4. Tour conference facility
5. After tour, brainstorm about precise table layout

    - Raffle prizes, candidate displays, registration,

       credentials, stage, contest chairs
6. Decorations update

7. Sound, setup, facility update

    - Meal choice given to hotel?
    - Setup committee = facility committee?
8. Hall of Fame coordinator?

9. Awards update

    - Necessary orders placed?

10. Contest chair update

    - Scripts & supplies
    - Collecting winner info, eligibility certificates, judges
11. SAA update

    - Timing lights, cards for speakers
    - Randy from City Talk to join team?
12. Cleanup team update

13. Bookstore update

    - Status of supplies

14. Raffle update

15. Registration update

16. Credentials update

17. Promotions update

18. Program & graphics update

    - What material do we still need?

19. Confirm next meeting venue


