	[image: image1.jpg]



	District 4 Toastmasters
Spring Conference 2007

Conference planning meeting

Monday, May 7, 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 14, 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. Conference layout and itinerary

- Conference in Shilpa Vir

- Review plans, get input from all teams, do further mockups

    as needed
- When does the hotel need final plans?

3. Decorations update

- Conference in Shilpa Vir

- Signage requirements: what to send Shilpa, how it fits together

    in the end

- Get signage instructions to Shilpa by May 11 (or earlier!)

- Shilpa will make 15 centerpieces. More needed?

- Painters' tape preferred

- Who is in charge of making signs?

- Still need ladders, or can we ask hotel to help put up high items?

4. Sound, setup, cleanup update

- Sadiq can't make it

- Who else is in/out? Who can be facilities go-for person?

    Who can help Lucky with cleanup?

- What do we do with stuff on Friday night?

5. Registration update

- Joe Madley has all necessary access?

- Managing contestant $10 discounts

- Louise Wolfe can help at registration table

- Badges: color coded; ribbons for conf chairs?

- Protocol list

6. SAA Update

- More team members needed?

7. Bookstore update

- Supplies

- Staff

8. Contest Chair and Chief Judge update

- Get some contest supplies from Joe Kent
- Ken will have remaining supplies @ next meeting?
- Confirm timing light

9. Honor guard

- Who will arrange it?

10. Still needed: hall of fame assistant
11. Opportunity drawing update

- Team manned?

- Joe Kent has ticket rolls
- Give prizes to Derek/Jie
- Prize listing/display

- Guarding prizes

- Storing prizes overnight

12. Candidate materials

- Whose responsibility?

- None on Friday night, since no Syracuse?

13. Credentials update

- What times does this table need to be available?

- Who's staffing it?

- Prep work?

14. Promotional efforts

- Final e-blast Wednesday, May 9; link to website
- Distribute latest flyer in club meetings

- Any final updates for website?
15. Facility status

- Food order placed
16. Guest speakers

- Rose to assign 4 division governors to be SAA/room support for
    guest speakers. What are the assignments?

17. Program

- Folders ordered?

- Business card inserts needed?

- What material is still missing? (Better photos needed?

    Bud Everts photo?)
- Resolution on printing cost?

- Detailed, minute-by-minute schedule of events needed

- Conference evaluation forms

18. Confirm next meeting venue


