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Chapter 1 - Convention Planning Information

Introduction to Conference and Convention Guide


The content of this guide is intended to help with the planning of the Fall Conference and Spring Convention.  The content is to be considered guidelines.  It is not how things must be done, but could be done if other information is not available.  Also, this guide is not to be considered all inclusive.  Things change over time, and the District Governor may chose to change the program.  Some conference chairs may chose to complete their planning, and just use this document to see if it contains something they may not have considered.  The year 2008 is the initial release of this guide.  

There are other sources for information such as the District Leadership Handbook, D35 Procedure (formerly Policy) Manual and the TI publication “Put on a Good Show”.  In addition, the memory of past District Governors and past conference chairs is an excellent source.

It will be very helpful to future users of this handbook if feedback on the content is provided so that updates can be made for better and more current information.  To facilitate future changes to this manual, it has been divided into sections.

As of December 2007 Mike Zelm has volunteered to make the updates and provide updated copies to the District Governor.  This will change at the discretion of the District Governor.  

Thanks go to those Toastmasters who had provided information, guidance, and sample documents; especially Dennis Pinkowski, Norm Maier and Andy Little, and to Jim Hughes for reviewing the content.
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Conference and Convention Planning Schedule

This section addresses most of the general activities that take place prior to a conference or convention.  The term conference will be used from now on in this section to refer to both.  Also this is not intended to be the details of the activities.  There is a “Convention Planner List Template” in Excel available that has more details on tasks. Note on it the two additional sheets for Contest personnel and meeting room setups.   Any times of day mentioned are just suggestions as the schedule is up to the District Governor.

17 to 19 months before the conference
The Conference Site committee locates potential hotels in the city or location suggested by the District Governor.  Typically the location must have some access to an airport as some may chose that mode.  It would be preferable if the location has at least one supporting club.  The Conference Chair need not be from that club or area, but it does help.  The Site Selection Committee can make a recommendation on which location is best.  The District Top Three will view the suggested sites and make a selection.  This includes having the District Governor sign a contract.  See the ‘Room Requirement Section’ and ‘Meal Requirements Section’ for information that will be needed for the contract. Also see past hotel contracts for guidance which may be obtained from Past District Governors.
At the beginning of the District Governor Term, or shortly after
Select individuals for Fall Conference and Spring Convention Chair

Include the conference locations and dates on the District Calendar, and begin promoting.  The calendar periods below are suggestions.

4-5 months before the conference
Lt. Governor of Education, with the help of the other District Officers should start getting volunteers for the education sessions.

4-5 months before the conference
Begin working with the Conference Chair with the planning.  

3-4 months before the conference
Start preparing the conference bulletin. Prepare a D35 bulletin article on the next conference to include in an earlier bulletin if possible.  May have the Conference Chair (and possibly key committee chairs) attend one of the DEC meetings.  

Notify the International Director or Advisor of the conference and ask which conference will be the official visit as that is the one where the ID is protocol – if still applicable after 2009.

District Governor re-read the contract as there may be specific information that is non-standard, or that prior DG who signed the contract may be aware of but not current DG.

District Governor meets with the Hotel and contracts for the food.  This includes Friday night snacks and cash bar; morning coffee and juice; lunch; cash bar for reception; and dinner.  Food choices are needed for the registration form, as well as for the conference budget.  Let the hotel know for the Spring Convention that a PDG (provide name of) will be contacting them for the PDG dinner.  Could review the rooms planned if have more education sessions than planned for, and confirm room layouts including A/V needs.  To this point just rooms and general layouts (e.g. theatre, rounds) so will need to go over rooms in more detail such as head table, American Flag for opening ceremonies, extra tables at back of room for water or handouts.  Provide the hotel with the Tax Exempt Certificate, and review the contract as some require a form for credit application.  Ask IPDG for the information to include on the credit application.

2 to 3 months before the conference
District Governor orders the trophies/awards.  See the D35 Procedure (was Policy) Manual for specifics, including order in Spring Top Ten Ribbons – club web site, club bulletin, etc.  Order any special awards the District chose to present that year.  Order any ‘Certificate of Appreciation’ materials for Education Session presenters.  One of the Top 3 might want to review all of the D35 Procedure Manual for other items. 

LGET should have education sessions planned and presenters lined up.

Top 3 should consider having (monthly?) status meetings with the committee chairs.  It may be a good idea to have the conference chair attend the prior 2 DEC meetings, and reserve time (possibly over lunch after DEC meeting) to cover conference details.

Work with the Conference Chair to make sure he/she knows what items should be reviewed and approved and by when (e.g. budget, registration forms, programs, etc)

Locate a Communication and Leadership Recipient, if that is on the program.

District Governor identifies to District officers who is protocol for what, and how to designate such on their individual registration form.  Also provides list of protocol to the Conference Registration Chair.

Determine how hospitality room will be handled and contact appropriate people as necessary.

Have Registration forms available, and on Web Site.  

4-6 weeks before the conference 
Schedule International Director/Advisor visits to promote TMs on radio, visit corporations in area, etc. if still done.  Could use one local person and one Past District Governor to go with the Intl. Director.  Typically the local person needs to schedule the visits for Friday morning and afternoon.  A promotion packet is provided by TI for the International Director, if still applicable after 2009.  If no Intl. Director, could make use of PDGs for visits.

Contact Harvey Hornke or whoever is the current person on sound equipment for contest, and other events as needed.

Contact the Hall of Fame people for the Spring Conference to confirm this is covered.

Begin laying out the Programs:  Overall Conference; Opening Ceremonies (optional); Lunch (optional); Evening Banquet (optional), Contest.  This could be one program, one main program and a separate one for the Banquet & Contest in the spring, or one for each event.  Consider costs of program printing and distribution at each of the events, except conference program which goes into registration packet.  This activity of laying out the program will be of great help in uncovering areas or responsibilities not yet addressed.  Programs should be approved by the TOP 3 at least 3 weeks prior to event in order to get printed on time.

The LGET or delegate should confirm any A/V equipment needed by presenters.

The District Governor, LGET and LGM could begin preparing for the segments of the conference where they are in charge.  Typically the following applies.
· Friday Night activity, coordinated by the LGM
· Saturday opening ceremonies, Toastmaster is DG, ending with announcements by the LGET
· Lunch, Toastmaster is the LGM
· Business Meeting, Toastmaster is DG
· Contest, LGET introduces the Contest Master
· Dinner, Toastmaster is the DG

Notify the hotel that – only the District Governor and the Conference Chair (who will follow up with notifying the District Governor) can ask the hotel for anything including adding meals (this should be minimal, and it is ok to tell someone no more are available).

Note: At the Fall Conference lunch:  LGET present Certificate of Appreciation to Education Session Presenters.  Immediate Past DG and current DG present Distinguished Club, Area and Division certificate awards (but D35 needs to order holders) that will be provided by TI.  





Conference Committee

Conference Chair is assigned by the District Governor, usually from the conference site city.   The number of committees will vary depending on the staff available.

Committee Chairs (hints for getting volunteers)
· Ask individuals in person or by telephone to serve, and could ask them to provide names of people they think might also help.
· Letter/email to clubs in the geographic area asking for assistance, and let individuals know can control the time they are involved while having a fun time.
· Try to match the individual’s skills with the appropriate committee.

Committee Staff
· Need people to serve on some of the committees (i.e. Registration) in addition to the Chair, other committees may not need additional people.
· District Officers may take on some of the committee chairs as well.

COMMITTEES (add as need):		CHAIRS:
	Education 
	

	Registration 
	

	Publicity & Promotion 
	

	Arrangements/Facilities 
	

	Finance 
	

	Friday Night Event 
	

	Friday Night Speak-A-Thon
	

	Club Banner Parade 
	

	International Director Visits
	

	Programs
	

	Guest Day (not sure if do anymore
	

	Hospitality
	

	
	






The following is a mix of responsibility information and hints for each of the committees.  Again this is not meant to be inclusive and you may chose to handle it differently.  Also there need not be strict lines between who does what.

Conference Chair:
Coordinate other Committee Chairs, and assign miscellaneous tasks such as: arrange for a Color Guard for the ‘Opening Ceremony’ and for a welcome from the City (Mayor, person from Tourism, or other dignitary) if possible.  Work with the District Officers to plan and execute the conference.   Do not assume every district officer will know what their responsibilities include, so verify if you have questions.  At end of Conference – during banquet – thank people who helped, and make a brief report on number of attendance.  Remind people in bold letters – do not spend any money unless pre-approved by you or the District Governor.  Get a copy of the tax exempt certificate for District 35 and share with anyone who will purchase anything so no State sales tax is paid (the District may not reimburse sales tax if incurred).  The Conference Chair and the District Governor are typically the ONLY two people who should ask the hotel for any changes. Make sure committee chairs know if and when something they are preparing needs a final approval by the District Governor, LGET or LGM.

Registration Chair & Committee:
This is one of the major responsibilities and will require several assistants.  First put a list of estimated costs together on what will be spent on the Registration packets.  Consult with the Conference Chair regarding number of attendees for all events.  Purchase pocket folders OR you could possibly get free plastic bags (from businesses such as Office Max, etc.) for Registration packet.  Obtain ‘free’ items from local companies (could check with city tourism organization for ideas).   You may not always get the number you need, but every registration packet need not be identical. Obtain from city tourism, tourist material about the city for packet (if limited could just display on registration table). 
 
One key item is the meal tickets – need  envelopes for meal tickets - for lunch and dinner.  The meal choice for each should be a different color – each with the word “Lunch” or “Dinner” and choice (i.e. Lunch – Chef Salad or Lunch -Lasagna) on paper about the size of a business card.  Need to know what color represents what choice, and be careful to keep correct.  Have a few extra for walk-ins.  One suggestion is to clip all of one meal type together and number them 1 to NN.  Then as process registrations, issue in sequence.  That way you will know how many are issued at any time. Work with the District Governor on final hotel counts, including those meals that will be issued the final week and walk-in’s.

Another key item is name badges. Sometimes a number can be obtained from the Visitor Bureau or Chamber of Commerce in the city.  Make sure the “NAME” is large enough so is easy to read.

May not be listed on the Registration form and not to be announced (just known to the Registration staff) is if someone wants to attend the contest only (say a relative of a local speaker), then there is a $5 registration fee (so they do not need to pay the full registration fee).  Some chairs will be along a wall for these people to sit.  The District Governor may choose to put this on the Registration form, so be aware.

At the conference there should be 2-3 people staffing the table, especially early Friday night and before 9 am Saturday need 3 if available.

If someone has not registered ahead of time, then they can register at the event.  However meal tickets may or may not be available.  We need to give the hotel a final count typically one week ahead that is close, then firm numbers 3 days ahead or by Tuesday.  It needs to be within a certain percent and will be provided to the hotel by the District Governor.  Registration chair needs to work closely with the District Governor the last week and especially on Tuesday.  Each meal ticket sold after the 72 hour deadline must be carefully tracked so as not to oversell.  Sometimes 30% of the registrations will come in the last 10 days. One approach is to say if you have 90 meal registrations by one week ahead; then plan for 20 the next week including walk-ins.  If by Tuesday you have 15 new meal registrations, then give a count of (90 + 15 + 8 walk-ins) 113.  The 3-4% provided by the hotel will actually allow for 3-4 meals either way depending on number of entrees.  SEE the Registration Attendance and Tracking Monies section.

A spreadsheet should be prepared for the registration table that lists all people (name, addresses, phone #, club #) who have registered, for what events, what they paid for each event.  A sample can be provided by Mike Zelm.  There are rare occasions when reimbursement may take place so this is important information.  Also it makes it easy for the registration staff to check off each person as they arrive, and correct any meal ticket switches.  Also the District Audit Chair will appreciate accurate financial information not only on Registrations, but all expenditures.  Work with the Financial Chair on who provides and gets the cash box (District has a box). 

The people at the registration desk should be informed that the only two people who can typically deal with the hotel for facility issues are the District Governor and the Convention Chair.  Hotels could come up with additional charges based on the type of request.  Also if there is a disagreement on a registration, ask the person to see the District Governor or Convention Chair

After the conference, package up all registrations, and other paperwork dealing with registration to be given to the District Governor within a month after the conference.

Finance Chair (sometimes same as Registration Chair)
ALL monies should flow through this person.  Receipts for all expenditures should be kept (as much as possible), and all logged.  All income and expenditures will need to be summarized on a Toastmasters International District Financial Form (get from District Treasurer – so will know the breakdown of costs). Either a local checking account should be set up under “District 35 Toastmasters” with two District Officer signatories, or all checks need to be submitted to the District Treasurer for deposit.  Check with the District Governor on how he/she wants this handled.  This should be set up 10 weeks before the convention, depending on when the first registrations or expenditures will occur.  Nothing major should be spent without the District Governor approval, and all expenditures should have Conference Chair approval.  Some of the approvals can be done ahead of time.  For example the registration packet materials can be pre-approved.   As a guide to keep costs down, generally nothing is purchased for the registration packets other than maybe pocket folders or bags, although this could happen with approval.  Reimbursement will be from the District Treasurer/District Governor.

Arrangements/Facilities Chair:
This person will assist the Conference Chair in ensuring the hotel has set up each room correctly.  Things like confirm table and chair arrangement, microphones working, help with education session AV equipment, etc.  Typically the District Lt. Governor of Education or the Convention Chair will find out what each education presenter requires.  Remember, ONLY the Conference Chair and the District Governor can request the hotel to do something.

This person could also handle the posting of event signs if this is done.  It may not be required if the location of the meeting rooms is obvious.  However it may be nice to have something posted for each of the education sessions.

Publicity & Promotion Chair:
This chair works on getting information about the conference in the newspapers, and do not forget promoting this event to the local clubs.  The chair may work with the International Director Visit chair to do a radio or TV promotion.  Typically an event of this type results in several new members, subject to the effectiveness of the publicity.  Newspapers are more likely to print something of this significance.  Ensure that local club contacts are part of the articles.

International Director Visit Chair:
International Directors will typically arrive by Friday morning, especially if this Chair has arranged with local companies, or arranged a general promotion at a library.  Also look to arrange a press interview or appearance on radio or TV.  KEY – If a minimum of five new club opportunity visits to company and community groups are arranged, then the Director can come Thursday.  This needs to be arranged as early as possible so the Director can make the appropriate arrangements.  This early arrival does need International President approval so it should be all arranged six weeks in advance of the event.  The District Governor has a special “press” packet to give to this Chair.

Friday Night Event Chair:
This Chair, possibly with the help of one or two more, will help the Lt. Governor of Marketing with any set up, decoration (sometimes do some - so purchasing supplies and doing the decorating may be needed), or just general assistance.  A call to the Lt. Governor of Marketing a few weeks ahead of the event, and then a week ahead will identify what help may be needed.

Friday Night Speak_A-Thon Chair:
This Chair will ensure coordination of participants.  This could include pre-conference registration for speakers.  Will need to line up evaluators for speakers. 

Guest Day Chair:  (although many years since done)
This Chair works with the Conference Chair in selecting and coordinating what the non-Toastmaster Guests will do Saturday morning.  It can include one or a combination of visiting a local museum; shopping; tour of a unique tourist attraction; attending a special event in the area.  Generally this needs to be arranged in time to include in the general conference program indicating what it is; when guest should meet; where to meet; and if there is any special cost.  If you want to start the guest day program by having guests meet in say a hospitality room for coffee, any refreshments need to be arranged by the District Governor with the hotel.

Programs Chair:
The District Governor will provide the layout, content and number of programs.  Sometimes there is just one main program, and sometimes the Contest or Banquet may have a separate program.  If parts delegated, the Chair should get a final draft approved by the District Governor one month before the convention.  Speech Contestants will not be known so that is why those events should have a separate program.

This chair will need to have the event specific programs printed; and arrange for help to have the programs distributed prior to a conference event.  Sometimes the assistance is individuals the person met for the first time at the event, and just asks them.  Programs will typically be provided one week ahead of the event.  Be sure to obtain information about the number of copies for each program and the color of paper.

Coordinate with the Registration Chair as to whether a map of the hotel with meeting rooms will be in the registration packet, or should be printed in the program.

Club Banner Parade Chair/ Color Guard
This Chair creates/obtains a list of all the Clubs by Division, asks for others to assist including the Division Governors.  Banners are lined up first by the Home Club of the District Governor, then by club number order within each Division.  Divisions are lined up alphabetically.  Key: is to keep track of each club with a banner and just before 8am provides the information to the District Master Host.  Then helps guide each participant through the door.  The Master Host will then announce each club with a banner.  One of the committee people should be assigned to greet the color guard and direct them to the proper location, also to thank them when they are done.  Introduction information should be provided to the Master Host for announcing them.  Also get a name and address to send a thank you note.

Hospitality Room Committee:
Assist the District Hospitality Chair in purchasing supplies, setting up, and cleaning up the hospitality room.

Numbers at events:
The following is repeated in other items of this book.  Each year this is a big question.  You need to plan for the largest expected number.  As you get closer to the date numbers will firm up.  The following numbers will change over the years and are estimates so check with the District Governor.
Programs: 130 in the Fall, 150 in the Spring
Friday night – 80 in the fall, 90 in the Spring (remember that at the Spring Convention (25 of these will be at the Past District Governor Dinner until around 7:30 pm).
Opening ceremonies – plan for around 90 in Fall and Spring
Education Sessions – 60 each if two concurrent sessions, or 40 each for 3 concurrent.
Lunch – 90 in the Fall, 100 in the Spring.
Business meeting – 80 in Fall, 90 in Spring.
Banquet – 115 in Fall, 125 in Spring - (both include head table)
REMEMBER THSE NUMBERS CAN VARY BASED ON LOCATION AND PUBLICITY.
ROOM REQUIREMENTS - TOASTMASTERS FALL CONFERENCE

INITIAL HOTEL CONTRACT GENERAL SPECIFICATIONS 

The following is the general room requirements, and may vary with each hotel facility.  Actual attendance will also vary for each city location.  The people attendance numbers below are all approximate. 

Friday afternoon: 4 pm to 8:30 and Saturday 7:30 am to 3pm, Registration area.
Friday night: 6:30 pm – 7:30 pm, optional speak-a-thon; room for 30 theatre style, table and lectern up front.
Friday night: 7:00 pm to 10:00 pm, Speech Contest & Fun event with round tables and chairs for 90 people, and a cash bar.
Saturday morning: 8:00 am to 9:15 am room, Opening ceremonies with seating for 90 people (theatre or if preferred by hotel could be round tables set up for a later event).
Saturday morning: 9:30 am to 11:30 am two rooms for education breakout sessions, theatre style for 50 people each (also indicate need a third room if there is a 3rd concurrent session with seating for 40 in each of the 3 rooms).
Note: One of these rooms could be used for the afternoon business meeting, which will require seating for 90 people.  So hotel has option to set up in the morning for both events.
Saturday:  Noon to 1:30 pm luncheon with round tables to accommodate 95-110 people, less the head table.  
Saturday afternoon: 2:00 pm to 3:00 pm business meeting with theatre style seating for 90 people
Saturday afternoon: 3:30 pm to 4:15 pm, education breakout session, theatre style for 60 people.
Saturday evening:  5:30 pm to 6:15 pm First Timers in hospitality room
Saturday evening:  6 pm to 8 pm social hour with cash bar
Saturday evening: 7:00 pm to 10 pm, Banquet with round tables to accommodate 115-130 people, less the head table on riser. Also a speaking area on risers 
Saturday evening: 10:00 pm to 12:15 am, Hospitality room

As part of initial contract you may want to discuss any major costs other than food such as some hotels charge for meeting rooms, or for risers.

It will vary based on location, but our general hotel guest room count is approximately 40 rooms Friday night and 40 rooms Saturday night.










MORE DETAILED BREAKDOWN THAT CAN BE USED AS A TEMPLATE FOR MORE DETAIL ARRANGMENTS WITH THE HOTEL.

The following is a template description of the room requirements, and may vary with each hotel facility and number of concurrent sessions.  Times may also vary at the discretion of the District Governor.  This should be modified as needed and shared with the hotel.

Friday afternoon – 4:30 pm to 8:30 and Saturday 7:30 am to 2 pm

REGISTRATION AREA (Lobby or ___________________)
Three 6 ft. tables, 4 chairs

Friday night 6:30 pm to 7:30 pm
Optional Speak-A-Thon		Name of room:  _________________________
6 ft. table and table lectern up front
Theatre style seating for 30 people

Friday night 7:00 pm to 10:00 pm
SPEECH CONTEST/FRIDAY NIGHT FUN EVENT	Name of room: _____________

Three 6 ft. tables along wall (sound equipment, prizes, materials, etc.)
Standing lectern with hotel microphoneand/ or D35 sound equipment
Round tables with chairs for 90 people
Optional if have need for - 6 ft. X 8 ft. riser  (along middle of a wall)

_______ Snacks will be discussed with hotel
Cash bar –  7:00 pm to 9:30 pm (flexible) or near to bar in hotel

Saturday morning – 8:00 am to 9:15 am
OPENING CEREMONIES			Name of room: ________________________

American Flag & Stand
One 8 ft. table and 4 chairs on a riser (along middle of a wall if possible)
Pitcher of water and glasses on front table
Standing lectern and hotel microphone next to table
Seating for 90 people (theatre or if preferred by hotel could be round tables
 set up for a later event.
6-7 ft. Isle down the middle of the room for banner parade  
Will hotel hang banners in banquet room?  If so need two 8 ft. tables to store banners 
after parade.
Line up for Banner Parade in _____________________ room

___  Coffee and juice will be discussed with hotel, water should be available as well

Sometimes an 8 ft. or 10 ft. screen and AV cart is needed for the keynote speaker (will be confirmed)

Saturday morning – 9:30 am to 11:30 am 
EDUCATION SESSIONS  		Name of rooms: ________________________
								
							     ________________________
Preferred is to have three rooms that accommodate 40 people each, but could also go with two rooms for 50 people.  
Each room has:
One 8 ft table with a table lectern and 3 chairs in front
__________ Hotel microphone will be discussed (not usually needed)
AV Cart and AV equipment (microphone, screen, etc.) will be discussed and confirmed prior to event
40 – if 3 rooms (60 if 2 rooms) chairs theatre style
Water in room
One 6 ft. table in back of room for handouts

Note: One of these rooms could be used for the afternoon business meeting, which will require seating for 90 people.  So hotel has option to set up in the morning for both events

Saturday noon to 1:30 pm OR  _________ pm
LUNCHEON				Name of room:  ___________________________

Two tier head table (bottom tier could be on the floor) for 10 people each is preferred.
Could get by with one tier that seats 12 people
Round tables to accommodate 100 people, less the head table.  With a higher turnout, 
could possibly have 125 people total
Table lectern and hotel microphone in middle of head table
One 8 ft. table off to side of head table (used for awards)
Meal tickets will be provided by Toastmaster group and will be color-coded for meal options

Note: If there is a presentation after lunch in same room, may require a 8 ft. by 8 ft. riser, 
	AV stand and other equipment may also need to be discussed.

Lunch menu to be discussed with hotel and set for registration form

Saturday afternoon 2:00 pm to 3:00 pm OR ____________
BUSINESS MEETING		Name of room: ___________________________

Two 6 ft tables with 5 chairs in front/center of room
Standing lectern and microphone next to front table
Standing microphone in middle of WIDE isle halfway back 
Theatre style seating for 80 people
One 8 ft. table in back of room for water
Water and glasses on front table and water and glasses on back table

Saturday afternoon 3:30 pm to 4:15 pm OR ____________
Educational session			Name of room: ___________________________
One 6 ft table in front/center of room with table lectern
Theatre style seating for 60 people

Saturday evening 5:30 pm to 6:15 pm (hospitality room)
First Timers Social			Name of room:  ___________________________
A couple tables and 15 chairs

Saturday evening 6 pm to 8 pm
SOCIAL HOUR			Name of area:  ___________________________
Cash Bar (not in banquet room, but outside of or nearby bar)

Saturday evening 7:00 pm to 10 pm 
BANQUET				Name of room: ___________________________

Two tier head table (bottom tier on the floor) for 10 people each
Off to side or other end of room, a riser 8 ft. by 8 ft. minimum (prefer 8 X 12 ft) for speech  contest, along with a small table (approximately 3  ft square), and a standing hotel lectern with a microphone that will be used by the contest master.
Round tables to accommodate 115 people, less the head table.  With a large turnout, could possibly have 130 people.
Table lectern and hotel microphone in middle of head table
One 8 ft. table off to side of speech contest riser for Toastmaster provided sound equipment, 	with eight chairs near riser for contestants  
10 chairs against a side wall for people just attending speech contest
Meal tickets will be provided by the Toastmaster group and will be color-coded for meal options

Note that there will be a short break before the contest.   The contest is the high point of the conference.  During the contest no one can enter or leave the room – no room traffic.

Dinner meal choices to be confirmed with hotel and used on registration form

Saturday evening 10:00 pm to 12:15 am
HOSPITALITY ROOM		Name of room: ___________________________

Two 8 ft. tables or a couple round tables, 15 chairs
This room must accommodate the Toastmasters bringing in food and beverages.  Occasionally the hotel will have a special conference room for this, but usually this is a large corner hotel room.   Also should be situated where noise will not bother other guests.

ROOM REQUIREMENTS - TOASTMASTERS SPRING CONVENTION

INITIAL HOTEL CONTRACT GENERAL SPECIFICATIONS 

The following is the general room requirements, and may vary with each hotel facility.  Actual attendance will also vary for each city location.  The people attendance numbers below are all approximate. 

Friday afternoon: 4 pm to 8:30 pm and Saturday 7:30 am to 3pm, Registration area.
Friday night: 6:00 pm to 7:30 pm, PDG Dinner (25 approximately) 
Friday night: 6:30 pm to 7:30 pm, Speak-A-Thon (if held), theatre style for 30 people.
Friday night: 7:00 pm to 10:00 pm, Fun event/Speech Contest with round tables and chairs for 90 people, and a cash bar.
Saturday morning: 8:00 am to 9:15 am room, Opening ceremonies with seating for 90 people (theatre or if preferred by hotel could be round tables set up for a later event).
Saturday morning: 9:30 am to 11:30 am two rooms for education breakout sessions, theatre style for 50 people each (also indicate need a third room if there is a 3rd concurrent session with seating for 40 in each of the 3 rooms).
Note: One of these rooms could be used for the afternoon business meeting, which will require seating for 90 people.  So hotel has option to set up in the morning for both events.
Saturday:  Noon to 1:30 pm luncheon with round tables to accommodate 100-110 people, less the head table.  
Saturday afternoon: 1:45 pm to 3:00 pm business meeting with theatre style seating for 90 people
Saturday afternoon: 3:15 pm to 4:30 pm speech contest with theatre style seating for 135 people, and a 8 ft. X 8 ft. riser 
Saturday evening:  5:30 pm to 6:15 pm First Timers in hospitality room
Saturday evening:  6 pm to 8 pm social hour with cash bar
Saturday evening: 7:00 pm to 10 pm, Banquet with round tables to accommodate 120-130 people, less the two tier head table - one on riser. 
Saturday evening: 10:00 pm to 12:15 am, Hospitality room

As part of initial contract you may want to discuss any major costs other than food such as some hotels charge for meeting rooms, or for risers.

It will vary based on location, but our general hotel guest room count is approximately 40 rooms Friday night and 40 rooms Saturday night.


THE FOLLOWING IS A MORE DETAIL DESCRIPTION OF THE ROOM REQUIREMENTS FOR A SPRING CONVENTION.  THIS WILL VARY FOR EACH HOTEL FACILITY.  TIMES MAY ALSO VARY A LITTLE.

Friday afternoon - __4:00 pm to 8:30 and Saturday 7:30 am to 2:00 pm

REGISTRATION AREA (Lobby or _______________________)
Three 6 ft. tables, 4 chairs

Friday night 6:00 pm to 7:30 pm
FRIDAY NIGHT PDG Dinner diner	Name of room:  _______________________

Standing lectern 
Round tables with chairs for 20 people
Meal for approximately 18 people arranged and paid for by Past District Governor 

Friday night 6:30 pm to 7:30 pm
FRIDAY NIGHT SPEAK-A-THON		Name of room:  _______________________

6 ft. table with table lectern or standing lectern
Theatre style seating for 30 people

Friday night 7:00 pm to 10:00 pm
FRIDAY NIGHT FUN/SPEECH CONTEST EVENT	Name of room:  _____________

8 ft. X 6 ft. riser (along middle of a wall if possible, and if no cost)
Two 6 ft. tables near riser, and a 3rd table for contest sound equipment
Standing lectern with hotel microphone on riser
Round tables with chairs for 90 people
_______ Snacks will be discussed with hotel

Cash bar – 7:00 pm to 9:30 pm (flexible)

Saturday morning – 8:00 am to 9:15 am
OPENING CEREMONIES			Name of room: ________________________

American Flag
One 8 ft. table and 3 chairs on a riser (along middle of a wall if possible)
Pitcher of water and glasses on front table
Standing lectern and hotel microphone next to table
Seating for 95 people (theatre or if preferred by hotel could be around 
round tables set up for a later event.
6-7 ft. Isle down the middle of the room for banner parade  
Will hotel hang banners in banquet room?  If so need two 8 ft. tables to store banners 
after parade.
Line up for Banner Parade in _____________________ room
___  Coffee and juice will be discussed with hotel (ready by 7:30 am) water should also be there or in general session room.

Sometimes an 8 ft. or 10 ft. screen and AV cart is needed for the keynote speaker (will be confirmed)

Saturday morning – 9:30 am to 11:30 am ( 2-3 breakout rooms)
EDUCATION SESSIONS  			Name of rooms: _______________________
								
								__________________________
Preferred is to have three rooms that accommodate 40 people each, but could also go with two rooms for 60 people.  
Each room has:
One 8 ft table with a table lectern and 3 chairs in front
__________ Hotel microphone will be discussed (not usually needed)
AV Cart and AV equipment (microphone, screen, etc.) will be discussed and confirmed prior to event
40 – if 3 rooms (50 if 2 rooms) chairs theatre style
Water in room
One 6 ft. table in back of room for handouts

Note: One of these rooms could be used for the afternoon business meeting, which will require seating for 90 people.  So hotel has option to set up in the morning for both events

Saturday noon to 1:30 pm 
LUNCHEON				Name of room:  __________________________

Two tier head table (bottom tier on the floor) for 10 people each is preferred.
Could get by with one tier that seats 12 people
Round tables to accommodate 100-120 people, less the head table. 
Table lectern and hotel microphone in middle of head table
One 8 ft. table off to side of head table (used for awards)
Meal tickets will be provided by Toastmasters and will be color-coded for meal options

Note: If there is a presentation after lunch in same room, may require a riser, 
	AV stand and other equipment may also need to be discussed.

Saturday afternoon 1:45 pm to 3:00 pm (if no presentation at lunch, start at 1:30 pm)
BUSINESS MEETING		Name of room: _________________________

Two 6 ft tables with 5 chairs in front/center of room
Standing lectern and microphone next to front table
Standing microphone in middle of WIDE isle halfway back (desired, not required)
Theatre style seating for 90 people
One 8 ft. table in back of room for water


Saturday afternoon 3:15 pm to 4:30 pm 
SPEECH CONTEST		Name of room: __________________________

Front of room, a riser 8 ft. by 6 ft. minimum (prefer 8 X 12 ft) for speech contest, along with a small table (approximately 3 ft square), and a standing hotel lectern with a microphone that will be used by the contest master.
One 8 ft. table off to side of speech contest riser for Toastmaster provided sound equipment, with eight chairs  
Theatre style seating for 135 people  - optionally this could be in room with rounds that is later used for the banquet.
Water and glasses on front table and water and glasses on back table

Saturday evening 5:30 pm to 6:15 pm
First Timers Social			Hospitality Room __________ 
Two 8 ft. tables or a couple round tables, 15 chairs

Saturday evening 6 pm to 7pm
SOCIAL HOUR			Name of area:  __________________________

Saturday evening 6 pm to 8pm
Cash Bar (not in banquet room, but outside of or nearby preferred)

Saturday evening 7:00 pm to 10 pm 
BANQUET				Name of room: __________________________

Two tier head table (bottom tier on the floor) for 10 people each
Round tables to accommodate 120-130 people, less the head table count.  
Table lectern and hotel microphone in middle of head table
Meal tickets will be provided by Toastmasters and will be color-coded for meal options

Hall of Fame after dinner.  Side of room a riser 8 ft. by 6 ft. minimum (prefer 8 X 12 ft if no cost) along with a 6” table, an A/V cart, and a standing hotel lectern with a microphone.  A large screen
Note during this Hall of Fame room will be dark and will limit hotel staff access.
 
Saturday evening 10:00 pm to 12:15 am
HOSPITALITY ROOM		Name of room: __________________________

Two 8 ft. tables or a couple round tables
15 chairs
This room must accommodate the Toastmasters bringing in food and beverages.  Occasionally the hotel will have a special conference room for this, but usually this is a large corner hotel suite.   Also should be situated where noise will not bother other guests.


MEAL REQUIREMENTS

The number of meals is also addressed in the ‘Room Requirements’ as far as estimated counts.  The following is just some guidelines, and repetition of the counts.  Remember the counts will vary based on geographic location, and promotion.  Officially the District Governor should give counts to hotel, but let hotel manager know Conference Chair can also request additional meals.  Typically hotel allows 3 percent variance.

Friday Night, 7 pm – 10 pm
· Typically have light snacks of pretzels, popcorn, etc. 
· CASH bar (or can use hotel bar if close)

Saturday Morning, 7:30 am – 10 am 
· Coffee and juice -  discuss with hotel
· Water should also be there or in general session room and education breakout rooms, as well as for the Speech Contestants.

Saturday Lunch, Noon – 1:30 pm
· Generally two choices for lunch of around 90 people in Fall and 100 in Spring.  With more attendance, could be 125 for lunch in Spring.

Saturday, 6 PM
· Cash bar (or can use hotel bar if close)

Saturday, 7 pm (introductions will generally mean start eating at 7:15 pm)
· Generally two choices for dinner of around 115 people in Fall and 125 in Spring.

Toastmasters will supply the Hospitality Room.  So this will be a guest suite or a special hotel room.

Final food choices are up to the District Governor, although Top 3 should discuss.  We try to offer attendees two choices as the hotel will add $1 charge for any number of choices over one.  For example if a third choice was added to the banquet, that is another $150 ($125 + 19% gratuity) for 125 meals. Having even two choices is not required.   Also, discuss a vegetarian/special diet choice with the hotel. You can list it on the registration form, of just note “If you require a vegetarian meal, or have special diet needs, contact __”  One of the lunch choices could be on the lighter side.  Remember that various religions are represented so in some cases pork or beef can be one choice, and fish or chicken should be the other – as a suggestion.   Some hotels may offer a “non-profit” menu of reduced cost meals.  Some attendees may want a nice meal and are willing to pay for it, so both meal choices might not be the discount meals.

There is as of 2011 typically a 20% gratuity added to the meal cost.


RELATED CONFERENCE PLANNING ITEMS

The other sections of this book cover most of the planning needed for a conference.  Some of the sections are of interest to the District Governor while others are of interest to the conference committee chair and the other committees.  Having the Top 3 District Officers involved in all aspects of planning each year helps to ensure continuity of the key items.  This book can help verify that the planned items are in fact covered, and can offer some alternatives.

There are also items outside the conference that need to be planned:
· Hotel facility including rooms (District Governor upon findings of the Site Selection Committee)
· Contest (LGET, and possibly a selected contest chair) 
· Promotion for attendance which needs to be done early and included in the District Bulletin, plus at  Area Governor Visits, Area and Division Contest. (Everyone)
· International Director Visit to companies in the area to promote Toastmasters (possibly past district governors could coordinate). TI will send a promotion packet of information about the International Director
· Nominations Committee

The spaces below are for other items that may be identified as helpful, but not included in this version of the conference book.  Also feel free to include attachments as examples








BUDGET AND COSTS

This is a template for costs of a Spring Convention.  See attached spreadsheet where you can plug in numbers if you can process Excel.  It is only set up for individual registration approach.  If you want a club group approach for registration, you will need to talk to registration chairs of prior conventions to get an idea for the total registration income.  Work with the District Governor  on this.

Assumptions used in budget estimates:
· 140 - 185 total attendees  depending on location
· 14 protocol for everything, plus 12 additional protocol for lunch (see below)
· 100 at lunch (26 of which are protocol)
· 125 at dinner (14 of which are protocol)
· Costs stated below will vary over time and with hotels.  In this scenario we should charge $15 for lunch and $30 for dinner which includes an extra dollar for the 2nd choices at each meal.  See sample costs below.
· TI indicates we do not need to pay for a Director’s room.  If there is a complimentary room (usually 1 per 40 guest rooms combined two nights) then that one night could be offered to the Intl. Dir.
· Copies for business meeting is paid for by District
· All trophies and plaques come from District Budget, not the convention budget.

Hints:
· Have hotel explain what they will charge for, before stating what had been paid for in the past.  Negotiate.
· Go on the assumption that everything you ask for will cost in some way or another.  So keep requests down.
· See if a company will print programs for us.
You may want to check with the District officers to get more recent attendance counts than are represented in this document.

EXPENSES  (based on individual registrations, not group club approach)
	Friday evening: Possibly some decorations
	$60

	Past District Governors Dinner (they pay own bill)	
	

	Plus a Cash Bar (check if need to meet a minimum)
		

	Hotel charge for lectern/podium, room set up (if risers must be paid for, then keep to a minimum and probably none Friday night)
	$500


	Printing – Misc.  
	$70

	Printing – programs 
	$170

	Hospitality 
	$180

	Registration: Name badges & folders  
	$80

	Registration packets – this should be from company donations.	
	$50

	Material from TI: 
	Name badge ribbons (suggest not due to cost)
	Certificates for presenters 
Note: All awards should come out of District Budget, not conference budget, as well as printing for business meeting.
	$50

	A/V equipment example:
	3 microphones		$40
	2 screens		$40
	1 cart			$ 5
	
	$85

	Friday evening - Popcorn and party mix
	$150

	Coffee/Juice: Approx. 3 gallons regular ($60); 2 gallons decaf ($40); and 3 liters of juice ($40)   	
	$140

	Meal costs are based on above numbers:
	Lunch ($12.50 + $2.50 gratuity)  $15 with 100 count
	$1,500

	Dinner ($25 + $5 gratuity) $30.00 with 125 count 
	$3,750

	Promotion travel @ $.32 per mile   
	$60

	Mailings:     
	$30

	Copying for Presenters (max $8 each)   
	$24

	Bank Account
	$40

	TOTAL Expenses
	$6,939


** There may be other cost categories – this is an example.  Also food costs 
Increase over time so need to work with actual costs.

Revenue ** In this scenario we could charge $15 for lunch and $30 for dinner.
	Dinner $30 times 105 of the 120(15 protocol)
	$3,150

	Lunch $15 times 74 of the 100 (26 protocol with AGs - Spring)
	$1,110

	Registration of 110 total (Tm - $25; Guest - $20)
  90 TM = $2,250; 20 Guests = $400
	$2,650

	Contest Only @$5
	$25

	TOTAL Revenue
	$6,935



Registration, lunch or dinner cost can be adjusted by $1.00 for every $100 you can cut from the fixed expenses based on this number of attendees.  Also some of the meal costs could be offset a little by upping the registration. 

In order to promote attendance at meals, actual food cost may be a couple dollars more than is charged.  Depending on other costs, this may mean that those couple dollars are added to registration.  My understanding with the club group approach is that the total income for registration will be quite a bit less than individual registration.  So cost of meals will need to be increased, which may mean more overall attendance, but less counts for meals.  Balancing these costs is important.

PROTOCOL:
For ALL meals and registrations
1. International Director
2. District Governor
3. Lt. Gov. Educ. & Training
4. Lt. Gov. Marketing 
5. Immediate Past District Gov.
6. Public Relations Officer 
7. Conference Chair
8. District Secretary
9. District Treasurer 
10. District Master Host
11-14 Division Governors (4)
For Lunch (spring only) typically 12 of the 18 Area Governors attend.
Also the District Governor can adjust the Protocols.

The Excel spreadsheet attached shows the above scenario, plus a second one with meal cost changed (see last 3 columns) these costs will vary and of course will go up over time.  All conventions should put a budget together to compare expenses to revenue.  This can also be used to monitor spending.  You may also end up with additional costs for which you can add lines to the spreadsheet.

The Fall Conference can use the same spreadsheet but does need to be adjusted to lesser number of attendees.





Tracking Registration Attendance and Monies

It will be critical for the Registration Chair to track attendance and all paid money.  If there is one thing that upsets people it is not getting this correct.  With a predefined process this can make the task easier.  If you have Excel, then that is the best tool to use.  Other spreadsheets or Word using tables can also work.  You can set up one combined spreadsheet or two spreadsheets, one for attendance information and the second for financial information tied to registration.

Copies of the attendance spreadsheet with NAME, ADDRESS, PHONE AND CLUB INFORMATION have in the past been included in the registration packets, but lately individuals do not want their contract information made available to every attendee.  If not included, then please make sure copies do get to the top district officers.  Columns could include: last name, first name, TM designation, First Timer indication, club number, club name, city, phone #, email address.

The financial registration information could be additional columns on this spreadsheet or another sheet in the same Excel document. See attached sample.  Columns could include: Last name, first name, Reference Number (if desire to write on registration forms), Pre and Post due date -- TM Registration Fee and Guest Registration Fee, Option 1 Lunch, Option 2 Lunch, Option 1 Dinner, Option 2 Dinner, Contest Only, Comments.  The comment column can be used for a number of things including reimbursement which is done rarely and only in unique situations approved by the District Governor.

You will need to include a number of blank lines (15 is plenty) on these spreadsheets to record walk-in registrations, or use an alternate spreadsheet with less information.  Walk-ins should fill out the registration form (have blank ones available).  This is one thing that will help make sure the money comes out correct.  When couples register together, make sure to record each on a separate line along with meal choices.

Some suggestions for consideration as you may have more experience at this.  When you first get a registration make sure the information is complete enough and that the payment matches what is on the registration form Total line.  If not, contact the person to fix.  Every few days you might total up the checks to get a deposit total.  Once you have the deposit slip write a “Reference Number” on it and on each of the lines on the spreadsheet.  This is an optional step and could be done another way such as making a copy of all the checks.   Then per the District Governor deposit the checks into the convention account.  This may be done through the Financial Chair or the District Treasurer depending on if a separate account is set up.

Remember all financial source documents will need to be provided to the District Treasurer who will audit the records.  Work with the Financial Chair to see if that person has other suggestions or requirements.
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Conference Programs and Agendas

Fall Conference Program
This is a starting template for the Fall Conference Program.  Also see printed examples at attachments to this document.  Final programs must be approved by District Gov.
In addition to this general program, you can consider a separate program for the banquet and contest. This would include more detail of the program as well as the contest contestant names.  If separate programs are not done, then of course more details are needed for the main program.
Sometimes final information is not available until a week before the conference.   So actual printing may be delayed until near the conference, although who and how it will be done should be planned ahead.   Drafts of these programs could be started 3 months before the conference.  This will help identify what assignments are missing, and generate some discussion on optional items such as a C&L Recipient or who will do the invocations.

Program Numbers:
If there is just one main program, based on the 2004-2006 attendance numbers suggest 130 for Fall and 150 for Spring. If location is optimal, could print a few more.  These numbers will change over time so District Governor should identify actual numbers.

If separate programs are done for the Opening Ceremonies, or Contest, or Banquet, see the meal counts in the budget section or room and meal sections.

Information in brackets or question marks need to be replaced or deleted.  Also room locations need to be changed.

[COVER PAGE]


[Could have welcome message from District Governor and or Conference Chair.]


Friday, Nov. ?? – Afternoon and Evening Events 

4pm to 8:30 pm           Registration and Welcome       Center Conference Lobby

7:00 to 9:30 pm           Cash Bar and Snacks 

6:15 to 7:15 pm	   [Optional speak-a-thon]		Meeting room C

7 pm to 10:00 pm          Friday Night Fun Event    	Conference Center A and B 

8 pm to 9:00 pm          Friday Speech Contest    	Conference Center A and B 


SATURDAY, November ??, 20??

7:30 a.m. – 2:00 p.m.      	Registration Conference 	Center Lobby

7:30 a.m. – 11:30 p.m.	Credentials Desk – [Chair Name]   Conf. Center Lobby
[Please remember your completed proxies are needed to pick up your ballots for voting.  Your vote counts, so please bring them with you.]

7:35 a.m. 			Line up for Parade of Banners   	Conf. Center Lobby

8:00 a.m. – 9:15 a.m.	Opening Ceremonies 		Conf rooms A and B

Parade of Banners led by – D35 Master Host 
[Comment -	Honor Guard is usually a last minute thing so may not put here, unless you have it.  Conference Committee arranges]
				Welcome Toastmasters
				[District Governor Name]
				District 35 Governor

				Welcome to [name of city, name of presenter] 
[Conf Committee to set this up]

				Keynote Address
					[Keynote speaker] (Motivational/Educational)
					“ Keynote title if have one.”
[Paragraph of introduction of keynote topic.]

	
[ LT. Gov Education make announcements of Education programs, guests’ Morning Tour if any, etc.] 

Saturday, November ??

9:30 am 			Guest Day Program	(if have)	Meet in ……..
	      
Educational Sessions: 

9:30 am – 10:15 am		“Name of first session”		Conf rooms A
				 Name of presenter and paragraph of introduction

9:30 am -- 10:15 am	“Name of first session”		Conf rooms B
				Name of presenter and paragraph of introduction


						BREAK

10:30 am – 11:30 am	“Name of second session”		Conf rooms A
				Name of presenter and paragraph of introduction

10:30 am – 11:30 am	“Name of second session”		Conf rooms B
				Name of presenter and paragraph of introduction

Saturday, November 12	Afternoon and Evening Events

12 noon – 1:30 pm		Fall Conference Luncheon     	Conf room C and D
				Toastmaster: Name of LGM
				Distinguished Program Award      
[If you plan to give them out at noon]
				Lunch Speaker and Title

2:00 pm – 3:00 pm		District 35 Business Meeting     	Conf room A and B
				Please remember to bring your proxies.

3:15 pm – 4:15 pm		Toastmaster Speak Off	 	Conf. Room ???
				or Education Program

5:30 – 6:15 pm		“First Timers” Reception 		Room ??
				
6:00pm – 7:00 pm		Reception and Cash Bar 		[outside banquet room]

7:00 pm – 8:00 pm 		Fall Conference Banquet   		Conf rooms A through C

8:30 pm – 10:00 pm		Humorous Speech Contest 	Conf rooms A through C

10:15pm- 11:59 pm		Hospitality – Everyone Welcome	[ room ?? ]

Spring Convention Program

This is a starting template for the Spring Convention Program.  Also see attached examples on this disk (if that is how you got this copy or attachments if you got this via email).  District Governors may add or change events, so again this is just a start.

In addition to the general program, you can consider a separate program for the banquet, contest or other parts of the convention.  If separate programs are not done, then of course more details are needed for the main program.

Sometimes final information is not available until a week before the convention.   So actual printing may be delayed until near the convention, although who and how it will be done should be planned ahead.   Drafts of these programs could be started 2 months before the conference.  This will help identify what assignments are missing, and generate some discussion on optional items such as a C&L Recipient or who will do the invocations.

Program Numbers:
If there is just one main program, based on the 2004-2006 attendance numbers suggest 130 for Fall and 150 for Spring. If location is optimal, could print a few more.  Number of attendees change over time so District Governor should identify actual numbers.

If separate programs are done for the Opening Ceremonies, or Contest, or Banquet, see the meal counts in the budget section or room and meal sections. For example we typically have 80 at Opening Ceremonies, so do not need the full count.

Information in brackets or question marks needs to be replaced or deleted.  Also room locations need to be changed.

[COVER PAGE]
[Could have welcome message from District Governor and or Conference Chair.]

Opening Ceremonies

LEFT SIDE:
A TOASTMASTER’S PROMISE
As a member of Toastmasters International and my Club, I promise . . .
· To attend all Club meetings regularly;
· To prepare all of my speeches to the best of my ability, basing them on projects in the Communication and Leadership Program manual or the Advanced Communication and Leadership Program manuals;
· To prepare for and fulfill meeting assignments;
· To provide fellow members with helpful, constructive evaluations;
· To help the Club maintain the positive, friendly environment necessary for all members to learn and grow;
· To serve my Club as an officer when called upon to do so;
· To treat my fellow Club members and our guests with respect and courtesy;
· To bring guests to Club meetings so they can see the benefits Toastmasters membership offers;
· To adhere to the guidelines and rules for all Toastmasters educational and recognition programs;
To maintain honest and highly ethical standards during the conduct of all Toastmaster activities

RIGHT SIDE:
Parade of Banners		[Master Host]

Presentation of Colors		???  

Welcome	District Governor _________, DTM

Keynote Address  - Who, and title 

Closing Comments	_________ Lt. Governor Education & Training

BACK:		Write up of Keynote Speaker

International Speech Contest

LEFT SIDE:		????

[One option - Purpose of the contest from the contest rule book/manual]
Speech contests are an important part of the Toastmasters International educational program.  Speech contests provide an opportunity for proficient speakers to gain contest experience, and they provide interesting educational programs for members and the public.  They also allow those toastmasters who are not participating in the contest to learn by observing proficient speakers.

RIGHT SIDE:

District 35 International Speech Contest

Welcome				____________ , Lt. Governor Education & Training

Toastmaster				______________ 

Chief Judge				______________

Contestants	(alphabetically)
				____________
				____________
				____________
				____________
Biographies			____________

Closing Comments			____________
					Lt. Governor Education & Training

BACK:		 [Judging Form without the bottom ballot section]

Saturday Evening Banquet
LEFT SIDE:
20nn-20nn District Officers

District Governor					_______________
Lt. Governor Education & Training		__________________
Lt. Governor Marketing				__________________
Public Relations Officer				__________________
Secretary						__________________
Treasurer						__________________
Master Host						_________________
Central Division Governor				_________________
Eastern Division Governor				___________________
Metro Division Governor				___________________
Northern Division Governor			___________________
Southeast Division Governor			___________________

RIGHT SIDE:
Introductions				_________________Master Host

Toastmaster				__________ DTM, District Governor

Invocation				______________

	Dinner

Presentation To Officers		[ DG_____] DTM

Installation of Officers		_______________, DTM
					International Director, Region V

Remarks:
  District Governor
  District Governor Elect

Convention Summary		___________________, Conference Chair

Hall Of Fame			

Closing Comments		[District Governor________, DTM

Please join us in the Hospitality Room ???	All are welcome!
Event Program

Reminder for Credentials.

Maybe a bold block around ------ and put on the bottom of the first page.
Guest Day Activities:
At 9:30 am, please gather around the Registration Table for ………  Remember that lunch will be at noon.

Friday May ??, 200?:
4pm to 8:30 pm           Registration and Welcome       Center Conference Lobby

7:00 to 9:30 pm           Cash Bar and Snacks 

6:15 to 7:15 pm	   [Optional speak-a-thon]		Meeting room C

7 pm to 10:00 pm       Friday Night Fun Event    	Conference Center A and B 

8 pm to 9:00 pm          Friday Speech Contest    	Conference Center A and B 

Saturday: November ??, 200?
7:35 am		Line up for Parade of Banners 			Location

8:00 – 9:00 am	Opening Ceremonies				Location

Welcome		___________, DTM – District Governor 

Keynote Speaker:  ????
Description of topic

Educational Sessions: 

9:30 am – 10:20 am		“Name of first session”		Conf rooms A
				Name of presenter and paragraph of introduction

9:30 am -- 10:20 am	“Name of first session”		Conf rooms B
				Name of presenter and paragraph of introduction


						BREAK

10:40 am – 11:30 am	“Name of second session”		Conf rooms A
				Name of presenter and paragraph of introduction

10:40 am – 11:30 am	“Name of second session”		Conf rooms B
				Name of presenter and paragraph of introduction
11:30 am		Contestant Briefing					Location
11:30 am		Judges, Timers, Counters Briefing		Location


Noon			Area Governor Luncheon				Location
Guest speakers, ????

1:45 pm		Business Meeting					Location
	
3:15 pm		International Speech Contest			Location

5:30 – 6:15 pm	“First Timers” Reception 				Location
	
6:00pm – 7:00 pm	Reception and Cash Bar 		[outside banquet room]

7:00 pm		Dinner & Hall Of Fame				Location
	
Following the banquet (about 10:30 pm) join us in the Hospitality Room ???.
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Saturday Morning Education Programs

This section can be used to track education sessions from prior conferences.  One purpose might be to just see is the same session was presented recently.


_______________________________		________________________

_______________________________		________________________

_______________________________		________________________

_______________________________		________________________

_______________________________		________________________

_______________________________		________________________



District 35 Council Meeting
November XX, 20XX
___ Hotel & Conference Center
Street Address
City, WI

[REPLACE OFFICER TITLES WITH NAMES, AND CORRECT DESIGNATIONS]
I. Call to Order					Master Host, DTM
II. Welcome & Reading of the District Mission	District Gov, DTM
III. Credentials Committee Report			Credential Chair, DTM
IV. District Secretary’s Report			Secretary, ATM
V. Confirmation of Appointed District Officers	DG, DTM
VI. District Treasurer’s Report			Treasurer, ATMB
a. Audit Report
b. Adoption of the District Budget
VII. Division Governors’ Report
a. Central					Div Gov, ATM
b. Eastern					Div Gov, CTM
c. Metro						Div Gov, CTM
d. Northern					Div, Gov DTM
e. Southeast					Div Gov, DTM
VIII. Public Relations Officer Report		Public Relations, DTM
IX. Lt. Gov. of Marketing Report			LGM, ATMB
X. Lt. Gov. Of Education & Training Report	LGET, ATMG
XI. Immediate past District Governor’s Report	IPDG, DTM
XII. District Governor’s Report			DG, DTM
XIII. Unfinished Business
XIV. New Business
XV. Announcements
XVI. Adjournment


District 35 Council Meeting
November XX, 20XX
____ Hotel & Conference Center
____ Street Address
City, WI

[REPLACE OFFICER TITLES WITH NAMES, AND CORRECT DESIGNATIONS]
I. Call to Order					Master Host, DTM
II. Welcome & Reading of the District Mission	District Gov, DTM
III. Credentials Committee Report			Credential Chair, DTM
IV. District Secretary’s Report			Secretary, DTM
V. Confirmation of Appointed District Officers	DG, DTM
VI. District Treasurer’s Report			Treasurer, DTM
a. Audit Report
b. Adoption of the District Budget
VII. Division Governors’ Report
a. Central					Div Gov, DTM
b. Eastern					Div Gov, DTM
c. Metro						Div Gov, DTM
d. Northern					Div, Gov DTM
e. Southeast					Div Gov, DTM

VIII. Public Relations Officer Report		Public Relations, DTM
IX. Lt. Gov. of Marketing Report			LGM, DTM
X. Lt. Gov. Of Education & Training Report	LGET, DTM
XI. Immediate Past District Governor’s Report	IPDG, DTM
XII. District Governor’s Report			DG, DTM
XIII. Unfinished Business
XIV. New Business
XV. Announcements
XVI. Adjournment
Note:  All reports are to be submitted in typed form.
Order of the day may change at the discretion of the District Governor.  All requests for items to be included on the agenda must be submitted to the District Governor, in writing, prior to 9 AM, November __, 20XX   [Saturday morning of business meeting]



District 35 Council Meeting
May XX, 20XX
____ Hotel & Conference Center
____ Street Address
City, WI

[REPLACE OFFICER TITLES WITH NAMES, CORRECT DESIGNATIONS]
I. Call to Order					Master Host, DTM
II. Welcome & Reading of the District Mission	District Gov, DTM
III. Credentials Committee Report			Credential Chair, DTM
IV. District Secretary’s Report			Secretary, DTM
V. Confirmation of Appointed District Officers	District Gov, DTM
VI. Adoption of Clubs within Divisions/Areas	District Gov, DTM
VII. Report of Nominating Committee		Nominating Chair, DTM
VIII. Nominations and Elections			District Gov, DTM
IX. District Treasurer’s Report			Treasurer, DTM
X. Division Governors’ Report
a. Central					Div Gov, ATM
b. Eastern					Div Gov, ATM
c. Metro						Div, Gov ATM
d. Northern					Div, Gov ATM
e. Southeast					Div Gov, ATM
XI. Public Relations Officer Report		Public Relations, DTM
XII. Lt. Gov. of  Marketing Report			LGM, DTM
XIII. Lt. Gov. Of Education & Training Report	LGET, DTM
XIV. Immediate past District Governor’s Report	IPDG, DTM
XV. District Governor’s Report			District Gov, DTM
XVI. Unfinished Business
XVII. New Business
XVIII. Announcements
XIX. Adjournment
District 35 Council Meeting
May XX, 20XX
____ Hotel & Conference Center
____ Street Address
City, WI

[REPLACE OFFICER TITLES WITH NAMES, CORRECT DESIGNATIONS]
I. Call to Order					Master Host, DTM
II. Welcome & Reading of the District Mission	District Gov, DTM
III. Credentials Committee Report			Credential Chair, DTM
IV. District Secretary’s Report			Secretary, DTM
V. Confirmation of Appointed District Officers	DG, DTM
VI. Adoption of Clubs within Divisions/Areas	DG, DTM
VII. Report of Nominating Committee		Nominating Chair, DTM
VIII. Nominations and Elections			DG, DTM
IX. District Treasurer’s Report			Treasurer, DTM
X. Division Governors’ Report
a. Central					Div Gov, ATM
b. Eastern					Div Gov, ATM
c. Metro						Div, Gov ATM
d. Northern					Div, Gov ATM
e. Southeast					Div Gov, ATM
XI. Public Relations Officer Report		Public Relations, DTM
XII. Lt. Gov. of  Marketing Report			LGM, DTM
XIII. Lt. Gov. Of Education & Training Report	LGET, DTM
XIV. Immediate past District Governor’s Report	IPDG, DTM
XV. District Governor’s Report			DG, DTM
XVI. Unfinished Business
XVII. New Business
XVIII. Announcements
XIX. Adjournment
Note:  All reports are to be submitted in typed form.
Order of the day may change at the discretion of the District Governor.  All requests for items to be included on the agenda must be submitted to the District Governor, in writing, prior to 9 AM, May __, 20XX   [Saturday morning of business meeting]



Protocols/Head Table Seating

See District Procedure Manual for confirmation.  Be aware that some Districts limit Protocol to fewer than D35

This information should be provided to the Convention Chair and to the Registration Chair.  Also let those who are protocol know this by the time the Registration Forms are published in the Bulletin.

For ALL meals and registrations:
International Director, _______________  and possibly spouse, _________________
District Governor  ______________
Lt. Gov. Education & Training ______________
Lt. Gov. Marketing __________________
Immediate Past District Gov. _______________
Public Relations Officer __________________
Division Governors: ______________________________________________
			______________________________________________
Conference Chair ________________
District Secretary _______________
District Treasurer ________________
Total of 13 for all meals and registration.

Area Governors are not protocol at the Fall Conference, but the Area Governors are protocol for lunch only at the Spring Convention.

The C&L Speaker if have one would be protocol.

Any other suggestions need to be cleared by the District Governor.







Head Table at Lunch (see D35 Procedure Manual)

Basically from Highest to Lowest ranking officers alternate starting with District Governor to the right of the lectern.  If International Director present, then that person sits next to District Governor

See example below:
Note: Only a couple Spouse places have been indicated for examples.

TOP tier (left to right as seen by the audience)
1. Convention Chair ___________________
2. Immediate Past District Governor _______________
3. Spouse ________
4. Lt. Governor Marketing _____________________
5. Lt. Governor Education & Training _________________
CENTER - lectern
6. District Governor _______________
7. International Director ____________________
8. Master Host _________________
9. Spouse __________
10.  ________________ (guest speaker)

BOTTOM Tier (or reserved Round Tables in front of heard table)
Public Relations Officer, Secretary, Treasurer, Division Governors

At the spring convention the Area Governors are seated at reserved round tables in from of the head table.


This set up could vary based on number of spouses attending, and the District Governor.


Sample Registration Forms

Registration forms typically will include hotel contact information as well as the conference registration.  Note that the hotel does want to review their portion of the registration form to ensure accurate information.  The format and content vary over time so several samples can be found as attachments or prior convention chairs. conferences.

You can also contact the District Governor to get samples.  The District Governor will have the final approval on the registration form, and it is typically reviewed by the Top 3 District Officers.


Club Proxy (Fall and Spring)


Club President & VP of Education

If you are not planning to attend the Spring Convention May XX-XX, and other members of your club are, please sign the proxy and give it to the attending member so your Club’s votes count at the Business Meeting.
-    -    -    -    -    -    -    -    -    -    -    -    -   -    -    -    -    -    -    -    -    -    -    -    -    -    -   -
Toastmasters International, District 35
Spring Convention Proxy, May XX-XX, 20XX
City, State

Club Name:  ____________________________  Club No: ____________

I hear by appoint _________________________________ to vote as Club proxy at the Convention stated above.

Signed: __________________________ Title: __ Club President _  Date:  __________


Signed: __________________________ Title: _ VP of Education _  Date:  __________

Either the Club President or the Club Vice President Education may designate, in writing, (using this form or other written communication) any active member in good standing of the Club to act as a proxy or proxies, and cast one or both ballots of the Club at the District Council Meeting.  In the event one of those Officers in not in attendance at the meeting and has not designated, in writing an active member of the Club to act as a proxy or proxies of the Club at any Council meeting, the other Officer in attendance may cast two votes.  No other proxies shall be valid at any such meeting.



The verbiage for the above and below proxies are from the District Leadership Handbook.  Since that may change over time, the verbiage should be verified by the District Governor before it is used.

The use of these proxy documents is for the District Bulletin.
Club President & VP of Education

If you are not planning to attend the Fall Conference November XX-XX, and other members of your club are, please sign the proxy and give it to the attending member so your Club’s votes count at the Business Meeting.
-    -    -    -    -    -    -    -    -    -    -    -    -   -    -    -    -    -    -    -    -    -    -    -    -    -    -   -
Toastmasters International, District 35
Fall Conference Proxy, November XX-XX, 20XX
City, State

Club Name:  ____________________________  Club No: ____________

I hear by appoint _________________________________ to vote as Club proxy at the Conference stated above.

Signed: __________________________ Title: __ Club President _  Date:  __________


Signed: __________________________ Title: _ VP of Education _  Date:  __________

Either the Club President or the Club Vice President Education may designate, in writing, (using this form or other written communication) any active member in good standing of the Club to act as a proxy or proxies, and cast one or both ballots of the Club at the District Council Meeting.  In the event one of those Officers in not in attendance at the meeting and has not designated, in writing an active member of the Club to act as a proxy or proxies of the Club at any Council meeting, the other Officer in attendance may cast two votes.  No other proxies shall be valid at any such meeting.




Chapter 3 - Site Location/Facility Information
Conference Site Rotation - for Fall Conference & Spring Convention


Fall Conference  			           	Spring Convention
     Rotation = S                                                                        Rotation = C
	            C							N
	            N							M
 	            M							E
	            E							S

1995 – Northern (Wausau)                       1996 – Eastern  (Green Bay)
1996  - Metro (Milwaukee)                       1997 - Eastern (Neenah)
1997 – Central (Madison)                         1998 – Central (LaCrosse) 
1998 – Northern (WI Rapids)                   1999 – Central (Reedsburg)
1999 – Eastern (Fon du Lac)                     2000 – Northern (Stevens Pt.)
2000 – Southeast (Oconomowoc)              2001 – Eastern (Manitowoc)
2001 – Central (Wisconsin Dells)             2002 - Southeast (Brookfield)
2002 – Northern (Eau Claire)                   2003 – Central (Madison)
2003 – Eastern  (Green Bay)                     2004 –  Northern  (Waupaca)
                       (June 2004 Region V Convention D-35)
2004 - Southeast (Pewaukee)		2005 – Eastern (Neenah)
2005 - Central (WI Dells)		            2006 – Southeast (Oconomowoc)
2006 – Northern  (Stevens Point)	            2007 – Central (Madison)
2007 – Eastern (Neenah)		            2008 – Northern (Wis. Rapids)
2008 – Southeast (Brookfield)		2009 – Eastern (Manitowoc)
2009 – Central (Wis. Dells)			2010 – Southeast (Brookfield)
2010 - Northern (Stevens Point)		2011 – Central (Madison)
2011 – Metro	(Milwaukee)		            2012 – Northern
2012 - Eastern			            2013 – Metro
2013 - Southeast				2014 –Eastern
2014 - Central			            2015 - Southeast
2015 - Northern 				2016 – Central
2016 – Metro				            2017 – Northern
2017 - Eastern			            2018 – Metro
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Site Selection Information -- Hotel Contract Hints


14-18 months ahead of the convention you should have a site located and a basic contract set for guest rooms, meeting rooms, and general set up including numbers and costs.  Also you should have a convention packet from the hotel that includes the meal costs.  You will always have other costs, but they are more controllable.

The hotel will want to know the numbers at events.  Each year this is a big question.  You need to plan for the largest reasonable expected number, but give the hotel low numbers that still get the meeting facilities you need.  As you get closer to the date numbers will firm up. 

SEE Initial hotel contact information for approximate numbers

FALL attendance will be approximately 10-15 less at every event than SPRING.
If geographically remote will have less numbers.
The numbers may vary so you need to keep monitoring the trends (ask District Gov.).

Things to say to the hotel during contract discussion.
Our organization is a non-profit tax-exempt education organization.  See appendix for copy of our tax-exempt certificate

Guest rooms are registered for by the individual members and they are responsible for payment, not District 35 who is arranging this conference.

Our conferences are self sufficient, so the attendees are paying their own money to attend.  Therefore costs are a concern, but we still want a nice conference so we are open to discuss choices.  We need to be aware of all costs so we can cover them in our registration fees to the attendees. 

We ask that the hotel reserve a block of rooms at a set rate until 3 weeks prior to our event.  At that time the hotel can release the block.  Typically the hotel offers a 4 week, but we try to get 3 weeks prior   Sometimes the hotel will grant this change.

We do have some sound equipment that is used for a couple of the events.   We will make use of hotel microphones, but is it ok for us to plug into your hotel system?










.]

District 35 Outstanding Toastmaster of the Year

	This award recognizes one Toastmaster whose dedication, commitment, and effort make a significant contribution toward achieving the Mission of the District. 
	Your club should nominate one member for this award. Nominees will receive credit for their involvement in member-ship building, education and training, leadership, public relations, and support for Toastmaster activities.
	Please provide the information below. Feel free to use another sheet of paper.
Mail applications for District Toastmaster of the Year to:
Raymond Matlosz, 450 W. 2nd St, Reedsburg, WI 53959

Deadline: March 18, 2005
Name of Candidate ____________________________________________________________
Club Name, Number & City _____________________________________________________
 Please Respond with Toastmaster’s Achievements as of July 1, 20xx only.  
Educational Awards, Sponsorship, Participation in Events, etc. prior to July 1, 20xx should not be listed below.
Membership Building & Retention
______ # of New Members Sponsored	______ Mentor to how many New Members?
______ # of Guests brought to Club meetings	______ Club Coach or Sponsor
Education & Training
 Conducted Training at Area	______ # of Manual Speeches given
 Conducted Training at Division	______ # of Advanced Manuals done 
 Conducted Training at District	______ # of Speaker/Evaluator Exchanges
 Earned CTM Award	 Speechcraft Coordinator
 Earned ATM-B, S or G Award	 Youth Leadership Coordinator
 Earned CL Award	 Success Leadership or  Success 
 Earned AL Award 	     Communication Coordinator
Leadership, Public Relations & Support
 Club Officer, Position: _______________________	 Area, Division or District Officer
 Speech Contest Winner 	 Contest Judge or Contest Master
 Arranged or made television/radio appearance to promote Toastmasters
 Toastmaster item/article published in newspaper/magazine; How many? ______
______ # of Outside Speeches as Toastmaster	______ # of Toastmaster meetings attended
______ # of District Events attended	______ # of Division & Area Events attended
  Summarize why this candidate deserves this recognition.  
Feel free to use an additional sheet.

(Please Print) Submitted by: _______________________  Club Office _________________
Signature _______________________________________ Date of Application
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SAMPLE LETTER TO CITY DIGNITARY



The Honorable David Cieslewicz
Mayor of the City of Madison
Room 403
210 Martin Luther King Blvd.
Madison, Wisconsin  53703


Dear Mayor Cieslewicz,

District 35 of Toastmasters International is holding the Spring Convention in Madison on May 2nd and 3rd. As you may know Toastmasters International is devoted to improving speaking and leadership skills in people all over the world.  District 35 includes 92 clubs representing all of Wisconsin and Upper Michigan.  We would be most grateful if you would take 5-10 minutes to welcome the over 100 delegates at 8 am on the 3rd of May in the Grand Canyon Ballroom of the Radisson Inn, 517 Grand Canyon Drive.  We would appreciate your arriving at 7:45 so we can cover any last minute details and seat you before the convention starts. 

Congratulations on your election.  I know this is a busy time and if you are unable to attend, please let me know if a representative for you would be able to welcome us.

Thank you for your consideration of this request.

                                             Sincerely yours,



District Officer Installation/Commitment Ceremony

IN CASE INTERNATIONAL DIRECTOR NOT A SPRING CONVENTION

This suggested ceremony may be conducted at the District Spring Conference to formally induct new District Officers and get their public commitment to achieve the District Mission and lead the District to Distinguished District.  The person conducting the ceremony should be a visiting International Director or International Officer, if present.  Otherwise, the current (outgoing) Immediate Past District Governor may be the most appropriate person to serve as Inducting Officer.

If time is a concern, induction of the Area Governors may be deleted or Area and Division Governors may be inducted as a group. If time is not constrained and the District also wishes to induct additional appointed officers or committee chairmen, this can be done before induction of Area Governors or along with the induction of the Secretary, Treasurer, and Public Relations Officer. This could also be left to the incoming District Governor.

Inducting Officer
Fellow Toastmasters and guests, the District is the service arm of Toastmasters International.  Our organization grows and is successful because of the hard work of our District leaders.  These leaders are dedicated to making sure that every Club is a Distinguished Club, every area a Distinguished Area, and every Division a Distinguished Division.  These volunteers are committed to ensuring that the District achieves the District Mission and becomes a Distinguished District.  When a District strives to achieve the District Mission and achieves Distinguished District this means that more people are reaping the benefits of Toastmasters.

First, would all those serving as appointed or elected District Officers for the ________ (current) District year please rise?

(After all have risen…)

Remembering that your duties and responsibilities for the current Toastmaster year will continue until midnight on June 30, we offer you special tribute in grateful recognition of all your hard work and contributions so far this year.  (Inducting officer leads the applause).  I remind you to keep working for the accomplishment of all District ___ (District No.)’s goals until the end of your term.

Please be seated.

The Mission of the District is to enhance the performance and extend the network of Clubs, thereby offering greater numbers of people the opportunity to benefit from the Toastmasters educational program by:

· Focusing on the critical success factors as specified by the District educational and membership goals.
· Insuring that each Club effectively fulfills its responsibilities to its members.
· Providing effective training opportunities for Club and District Officers.

Would all of those who have been elected/appointed Area Governor for ________ (upcoming District year) please rise? 

(After all have risen…)

As an Area Governor your primary responsibility is to help ensure every Club in your Area is a quality Club in which members benefit from the Toastmasters International communication and leadership program.  You provide District contact, support, and assistance so Clubs may attract and keep members, deliver quality programming, and achieve the Club Mission.

Will you commit to helping the District achieve its mission and will you strive to accomplish the training, membership growth, Club building, and educational goals so that at the end of your year as an Area Governor, every club in your Area becomes a Distinguished Club and your Area becomes a Distinguished Area?

If so, answer, “I will.”	(Inducting Officer leads the applause)

Please be seated.

The following Toastmasters have been elected Division Governors for ____(upcoming District year).  Would you please come forward as you are introduced?

(Inducting officer introduces each incoming Division Governor; addresses them as a group.)

As a Division Governor you are a key leader. Your primary responsibility will be to achieve the Mission of the District within your Division by accomplishing goals for membership building and retention, Club building and educational accomplishments.  You ensure that each club realizes its mission and fulfills its responsibilities to its members.  You serve Division Clubs by providing District support and resources through your Area Governors.

Will you commit to helping the District achieve its mission and will you strive to accomplish the training, membership growth, Club building, and educational goals so that at the end of your year as a Division Governor, every club in your Division becomes a Distinguished Club, every Area a Distinguished Area, and your Division becomes a Distinguished Division?

If so, answer, “I will.”	(Inducting Officer leads the applause)
Please be seated.

The following Toastmasters have been elected/appointed Secretary, Treasurer, and Public Relations Officer for ____ (upcoming District year).  Would you please come forward as you are introduced?

(Inducting officer introduces each incoming officer; addresses them as a group.)
As a Secretary/Treasurer/Public Relations Officer, your primary responsibilities will be to work under the guidance of the District Governor and to serve and support your fellow District Officers as they strive to achieve the mission of the District.

Will you commit to helping the District achieve its mission and will you provide assistance and support to your fellow District Officers so they can accomplish the training, membership growth, Club building, and educational goals and thereby make the District and its Divisions, Areas, and Clubs are Distinguished?

If so, answer, “I will.”	(Inducting Officer leads the applause)

Please be seated.
Will the following Toastmasters please come forward as they are introduced?

_________________________ (Name) is the incoming Lt. Governor, Marketing, for             ________ (upcoming District year).

_________________________ (Name) is the incoming Lt. Governor, Education & Training for
 _______ (upcoming District year).

_________________________ (Name) is the incoming District Governor, for ______  (upcoming District year).

(Inducting officer hands a gavel to incoming LGM)  This gavel is a symbol of the responsibility and authority of the top leadership of District ____ (District No.).

_________________ (Name), as Lt. Governor, Marketing, under the guidance of your District Governor, you will be responsible for making the benefits of Toastmasters membership available to greater numbers of people.  You will plan, develop, and implement all District marketing programs including building new Clubs, Club rescue efforts, Club membership promotion, and membership retention.  You will also promote high standards of service to the member and to the Club.  Do you accept these responsibilities? 

If so, answer, “I will.”

Please pass the gavel to the incoming Lt. Governor, Education & Training.

_________________ (Name), as Lt. Governor Education & Training, under the guidance of your District Governor, your primary responsibility will be to help every Club and member reap the benefits of the Toastmasters educational program.  You provide direction and counsel to Division and Area Governors and Club officers on the educational opportunities in Toastmasters, and you organize and conduct successful District training programs and conferences.  Do you accept these responsibilities?  If so, answer, “I will.”

Please pass the gavel to the incoming District Governor.

_________________ (Name), as District Governor you are responsible for achieving the mission of the District in a manner which motivates volunteer leaders and promotes a standard of excellence in all District activities.  As the District chief executive officer you direct the District in a way that fosters strong clubs, produces maximum growth in Clubs, membership, and educational completions, and is consistent with the interests of the members of Toastmasters International.

Mr./Madam District Governor and District ____ (District No.) officers for _______ (upcoming District year) will you commit to helping your District achieve the District Mission and will you help ensure that every Club, Area, and Division is Distinguished?  Also, will you strive to achieve the training, Club building, membership growth, and educational goals so that at the end of your year as a District Officer, the District becomes a Distinguished District?

If so, answer “I will!”	(Inducting Officer leads applause.)

Please be seated.

You, the members of this District, have selected your District Officers for _______ (upcoming District year).  You have placed them in leadership positions and you have a responsibility to support them.  The success of this District is the responsibility of each member.  The International President’s/ District Governor’s theme(s) is/are _________________________ _____________________ (Incorporate these theme[s] with appropriate comments about the success of the District team).  Will you be part of this District team and will you help the team be successful?

If so, answer, “I will!”  

(The program continues.  As an option, the presiding officer may ask the incoming District Governor to address the gathering

