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	District 4 Toastmasters
Spring Conference 2007

Conference review meeting
Monday, June 4, 6:30-9:30pm


Meeting goals
· Conclude final business for Spring 2007 conference

· Ensure success of future conferences by discussing what went well, what could be improved, and how to best transmit the information to later conference organizers

Starter question: What's the best way to pass on our knowledge/resources to the next conference team?

Reports from all areas of responsibility (final business to conclude, overview of what you did, what went well, what to improve, comments & questions from others related to this area):
1. Finance

2. Publicity

3. Registration

4. Graphics, program, printing

5. Awards and certificates — purchasing, printing, signing, presentation

6. Facility — layout, setup, cleanup

7. Decorations

8. Audio

9. Bookstore

10. Opportunity drawing

11. Contest administrators: contest chairs, judges, toastmasters, etc.

12. Sergeant at Arms

13. Video

14. Secretarial — email list, website

15. Credentials

16. Hall of Fame

17. DG

18. LGET

19. LGM

20. Public Relations Officer

21. Event Chairs

22. Others?


Chronological review of conference (bring up any additional issues)
1. Tasks that need to be started months in advance (i.e., now)

2. Conference team assembly and confirmation

3. Email list, website

4. Planning meetings

5. Final prep meetings

6. Setup

7. Table Topics Contest and associated events

8. Storage for the night

9. Re-setup in the morning

10. Breakfast

11. Opening ceremony

12. Educational sessions

13. C&L luncheon

14. Business meeting

15. International Contest

16. Claiming of opportunity drawing prizes

17. Cleanup

Don't forget...
· Get compensation checks
· Fill out evaluations for any conference-related leadership projects

· Exchange items that belong to someone else
