	[image: image1.jpg]



	District 4 Toastmasters
Spring Conference 2007

Conference planning meeting

Monday, May 14, 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
Final meetings for agenda assembly, etc:
6:30-9:00pm

Wednesday 5/16

and

Thursday 5/17

at:

Redwood City Library 

Small Meeting Room
1044 Middlefield Rd 

Redwood City, CA 94063
(Room is on second floor, in front of the administrative offices, in the Spanish section. Capacity is 15 persons.)

The Conference

starts Friday, May 18.

Setup at 4:30pm.
	1. Introductions. Who needs to leave early?

2. Wednesday/Thursday meetings this week
- Limited capacity (15)

- Propose action items as we go along

3. Review of layout and conference schedule

- Conference in Shilpa (home#)

- Walk through schedule changes and room changes step by step

- How do we use the Balboa room on Saturday?

- Contest chairs: update scripts as needed

- Which parts of conference need to go in program?

- Confirm: boardroom available for storage,

    4:30pm Friday - 6:00pm Saturday?

4. Decorations update

- All signage requirements clear?

- Help needed?

5. Setup/facilities update
- Staffing. Who's the "go-for"?

- Budget

- Sound equipment. Ken will bring to meeting.

    Umesh renting the rest.

- Prepare scripts to help with setup?

6. Credentials update

- PDG available to assist?

- Credentials team?

- Printing ballots

- Other supplies needed?

7. Bookstore update

- Supplies?

- Staff?

8. Contest Update

- Get contest supplies from Ken

- Contestants, judges, and other facilitators known?

- Speaker special needs? (Check with Rose)
- Ken able to get stoplight from Guy?

9. Registration update
- Badges, ribbons

10. Opportunity drawing update

- Store some prizes in Board Room overnight? Take home?

- Got enough prizes?

11. SAA Update

12. Program update
- Deadline for changes

- Printing

- Other supplies (folders, labels)

- Assembly

13. Review checklist

- What are we missing?

14. Wednesday/Thursday meetings
- Collect final action items


