Spring Conference Meeting – Agenda and Meeting Notes
April 23, 2023 – Last Official Meeting
	[bookmark: _Hlk130628540]8:15pm
	Welcome & Action Items Recap
	Kris


· Registration
· Banner Parade
· Conference Program
· Sponsorships and Advertising
· Donations / Raffles
· Contests / Contestants / Briefings
· Printer – program, certificates, etc.
· Speakers
· Service project
· What else??

Meeting Notes
Attendees:	Kris Pool, Jason Feucht, Ronda Borowski, Laurie Baker, Paul Freiberg, Teri McGregor, Casandra Walls, Charles Elftmann, Robert Wall, Jennifer Kibicho, Matt Wuteska, David Gagliano
Team Members (invited to attend):
	Conference Chair
	Kris Pool

	Program Quality Director
	Jason Feucht

	Finance Manager
	Paul Freiberg

	Facilities / Logistics 
	   OPEN

	Registration
	Ronda Borowski

	Public Relations
	Kat Yets

	   Website & Social Media
	Teri McGregor

	   Program / Brochure
	Tammy Jankowski

	   Photographers
	Teri McGregor
Laurie Baker

	First Timers Reception
	Carol Mather 

	Technology
	Jeff Ebel
Jeff Wuteska

	Education Sessions
	   OPEN

	Sponsorships
	  Kat Yets

	   Ads
	   OPEN

	   Raffles
	   OPEN

	Emcee
	David Gagliano

	Chief Judge
	Judy Bauer

	
	

	CC:
	Jennifer Kibicho, District Director
Robert Wall, Club Growth Director

	Additional Volunteers:
	Alex Ashley
Paul Anderson
Charles Elftmann
Casandra Walls
Carol Mather
Walworth County Toastmasters (Robin, Laura, Janice)



Teri – 
Monnica’s interview – April 25 at 8am 

ACTION ITEMS FROM LAST MEETING – RECAP:

Kris
· Follow-up with American Legion for Color Guard DONE
· Check with Rob at hotel about sign holders outside rooms
· Send Tammy picture to use with welcome message
· MOSTLY DONE – sending as they come in Send Tammy the speaker info and other files, ads to include, etc.
· Ongoing -  Pull together the volunteer names, emails, and phone numbers to share with the team; want to be able to reach anyone as needed during the conference
· Share conference documents / documentation with Robert for next year's planning and work on a "Do's and Don'ts" list that could be helpful in planning future conferences  AFTER THIS CONFERENCE with debrief info
· 

Jason
· Select song to use for National Anthem – DONE

Ronda
· Meal tickets – color coordinate based on registration info; print, cut, sort, put in appropriate badge holder  - will be done after registration closes; will coordinate to get to Jason

Laura
· Check with Fellow Mortals if they want to donate something - in progress (she will make up a basket to represent them) plus new opportunity for a culinary school show

Jeff
· In progress - Coordinate equipment needs by room with hotel 

Robert
· In progress/ongoing -  Create 2023 photo gallery page on website 

All
· Send files to Tammy Jankowski as they become available (try to avoid last minute submissions as much as possible) – final program due 04/23 to proofread, make final changes, send to printer on 04/27
Jennifer
· Conference Agenda - Complete for the lunch and dinner and reconfirm morning welcome session - in progress – DUE APRIL 19
· Bring the orange vests to the conference; we can have volunteers or raffle ticket sellers wear them

Signage
Charles Elftmann – put out room signs on Friday and Saturday (outside specific rooms and/or in clear sign holders for registration, raffles, etc.). Signs specific for Molson Coors (sponsor) will be included. Kris to get all signs printed.
Certificates of Appreciation 
Kris is creating and getting printed. Kris and Jason to sign depending on what it's for. Jason – signs contest certificates; Kris signs rest. Most can go into certificate holders. Blank certificates will also be available with a black sharpie marker as well. 
Raffle 
Raffle Baskets – Donated items for raffles items is approximately $1200. Special thanks to Richard Bryans for coordinating about $900 himself. Will determine the total number of baskets when they are put out on the display table. Created some fun titles to label each one (Wine Me Over – for 6 bottles of wine, etc.). 
Raffle License – was received. Paul mailed hard copy of license to Jason; also scanned and emailed to Jason and Kris. Paul donated the cost of the raffle license. 
50/50 Raffles – three in total will be held (1 on Friday night, 1 on Saturday after lunch, 1 on Saturday after Hall of Fame). 
Raffle Basket Tickets – Will have several volunteers to help deliver items once the winning ticket has been drawn (save time between pulling tickets). Will need to keep track of winning tickets, how many tickets sold, how much made, and pull documentation together to submit to Paul Freiberg to reapply again next year (info needed to reapply). 
Supplies – Kris is developing list of supplies to bring along including cash bags, change (singles, fives, tens, twenties), signs, etc. 
Jason will deposit all the money from the raffles and notify Paul of the amounts and update the budget. Cash and checks will be accepted. 
Registration
Attendee bags – lanyards, pens, pizza cutters, can koozies. 
First Timers – Carol Mather in charge of reception and will have a variety of networking ideas to do. Jason and Kris pulling together Toastmasters Swag items as giveaways. 
Numbers – 76 in person, 15 breakfast, 14 Past District Director/Governors Dinner, 1 lunch guest, 6 guest dinners, 23 virtual registration. Numbers will update throughout the week. 
Continue to promote the online registration and cost ($10 or $25 depending if a person has a club that registered or not). 
Promotions continue on Facebook, individuals forwarding to contacts. Kris created a 2-minute video to remind people to register. 
Kris checking into The Abbey on Thursday, May 4 at 2pm. Janice, Robin, and Laura 
Banner Parade
Some clubs are submitting pictures late. 
Kris to forward Banner Parade presentation to David to review and practice. Club name slides with a key in the upper right mean the club has registered; a key in the lower right means that club has a picture they submitted and is the next slide. 
Once Banner Parade is done, it immediately shows a slide for the American Legion Post 24 for the Color Guard and to rise for the National Anthem. Any District 35 veterans in attendance will be asked to come in with the Color Guard.
Jason will forward the recording to use for the National Anthem to Jeff and Matt. 
Conference Program
Tammy had difficulty using Canva and switched to using Publisher to create the program. She sent the draft to Kris for initial review. Changes made and Tammy continued with updates. Due to personal commitments, Tammy was unable to finish the program and transitioned the task back to Kris.
Some ads and other content continue to come in. Kris to create QR codes for each education session speaker and the overall conference evaluation (with links also added to the website). 
Kris will send the program to all the committee members to review and proofread. Plan is to send to printer on 04-27-23. 






	Banner Parade
	· Clubs were requested to send club photo – will not send second request. 
· Once dashboards are updated in mid-April, will need to review the list to make sure it is current


	Agenda
	· Begin working on emcee script for David


	Deadlines
	· April 25 – registration for in-person attendance closes
· April 27 – submit electronic files to Print Graphix for printing
· May 1 – final food counts due to The Abbey 
· May 4 – pick up printed materials from Print Graphix
· May 4 – registration for virtual attendance closes
· May 4 – begin putting welcome bags together 


	Education / Speakers
	· Bios all received from speakers
· Prepare introduction (received from each speaker) and room monitor instructions and supplies


	Facebook & Social Media
	· No updates – Teri has been posting speaker information 

	First Timers
	· Carol Mather volunteered to head up First Timers Reception 
· 


	Hotel
	· Contact is Rob Piccolo
· Kris received graphic of hotel layout to include in program and forwarded to Tammy


	Meetings
	Planning ahead for future meetings:
· April 23 (7:00pm – 8pm)
· Additional meetings as needed – Kris’s availability if you want to schedule a one-on-one: 
· Wednesday, April 19 – 5:30pm – 9pm
· Thursday, April 20 – 5:30pm – 9pm
· Friday, April 21 – 5:30pm – 9pm
· Saturday, April 22 – 1pm – 9pm
· Sunday, April 23 – between 9am and 12pm or between 3pm and 6pm 
· Monday, April 24 – 5:30pm – 9pm 
· Tuesday, April 25 – 6pm – 9pm
· Thursday, April 27 – 5:30pm – 7:45pm
· Friday, April 28 – 5:30pm – 9pm 



	Monnica Rose
	· Program details and bio received for her Saturday sessions. Info forwarded to Kat, Teri, and Tammy 
· Morning keynote – The Power of Teamwork
· Afternoon keynote – Unlocking Opportunities 
· Jim Kohli did interview Monnica Rose; Jennifer to email the recording to Kris, Teri, Robert, and Kat to get included on the website and post on social media
· Radio interview 4-18-23 recording; airing later that week sometime between 8-10am – Jennifer to touch base with Monnica about what to cover in interview. Talk about TM in general and ask for a link about the conference. 


	Other
	· No update 


	PDG/PDD Dinner 
	· No update 

	Printing
	· No update


	PR
	· Jennifer has interview scheduled with Monnica with a radio station


	Program
	· Ads, articles, etc. have been forwarded to Tammy


	Raffles
	· Paul Freiberg – raffle license received. He'll mail hard copy to Jason and make some extra just in case. License will need to be renewed annually.
· Kris and Jason picked up the raffle / donation items from Brandon and Richard – approximately $700 in value
· Raffle ticket boxes – made (Kris providing for use – these were her personal purchases many years ago)
· Jennifer – provide the orange vests to use for raffles and directions
· Looking for more volunteers


	Registration
	· Robin will pick up brochures from Chamber of Commerce; need to verify address from Kat 
· Robin and Janice to help Kris begin stuffing welcome bags for attendees; Thursday, May 4 in her hotel room
· Kris showed on camera the key ring and "design" key. Kris to still get more keys for the locked box to win a prize.
· Jason has name badge supplies
· Current registration numbers: 66 in person full registration; 20 virtual registrations
· Registration breakdown: 
15 DEC members – in person
2 DEC members – virtual
51 individual members with registered club (before 3/26/23)
5 individual members without registered club (before 3/26/23)
1 individual member without registered club (between 3/26/23 – 4/26/23)
15 – Sunday breakfast
14 – early bird club registrations
3 – club registrations (between 3/26/23 – 4/26/23)
1 – guest lunch only
6 – guest dinner only
12 online registrations (with club registered)
6 online registrations (without club registration) 
15 – PDD/PDG dinner 
· Jason did order supplies after last week's meeting and has received them
· Kris updated the access to the volunteer spreadsheet – those who have the link have editing rights (Ronda, Jason, Teri, Robin)
· Will provide clear instructions of who is allowed at the conference without an actual registration 


	Service Project
	· Jennifer and Robin – provide details to include on website, social media, and in program – due 04-08-23


	Sponsorship & Advertising
	· Confirmed – Molson Coors $3,000 (waiting for final design)
· Confirmed – ½ page ad $65.00 (Gina Glover)
· Confirmed – ½ page ad $65.00 (DJAB)
· Confirmed – Business Card $35.00 (Carol Mather)
· Pending: Full page ad $125.00 (NSA) 
· Pending: Full page ad $125.00 (Tiracon, Inc.) from Paul Anderson
· Pending: Business Card $35.00 (Bay de Noc Club)
· Pending: Business Card $35.00 (Confident Voices)

TOTAL: $3,485.00


	Tech
	· No update 


	Volunteers
	· Updated list available on Dropbox
· Volunteers requested to send Kris their email and cell/text. Compile and have available for volunteers during the event so we can get in touch with one another as needed


	Website
	· Revised “tentative agenda” sent to Robert 4-16-23 to update on website


	Zoom
	· Jason, Matt, and Jeff will need to discuss who will create Zoom links and logistics 
· Will need a Zoom master for each link / room

Zoom links need to be created for each specific activity; these will not be shared publicly – individuals must be registered to get the links
1. Sunday education session – Teri 
2. Monday education session – Jason 
3. Tuesday education session – Jason 
4. Wednesday education session – Jason 
5. Thursday – contestant briefing – Jason 
6. Thursday – functionary briefing – Jason – combine together 
7. Friday – education session – Matt 
8. Friday – Tall Tales contest – Matt 
9. Saturday – morning welcome & keynote – Matt 
10. Saturday – education session (total of 4 needed) – Jason & Teri 
11. Saturday – lunch awards & keynote – Matt 
12. Saturday – International Speech contest – Matt 
13. Saturday – after dinner installation, thank you speeches, Hall of Fame – Matt 

Jason #1
Jason #2
Robert #3
Teri #4
Matt #5



Other Discussion Items:


LAST Meeting / Agenda
· Sunday, April 23, 2023 from 7pm – 8pm CST
· [bookmark: _Hlk131326107]Discussion Items 
· Update on Action Items
· Registration update
· Sponsorship, Advertising, Donations
· PR, website, Facebook, social media, interview
· Program
· Agenda / Event plan book 






