Spring Conference Meeting Agenda
January 8, 2023
	7:00pm – 7:15pm
	Registration & Final Costs
(Budget approval from Trio)

	Jason

	7:15pm – 7:30pm
	PR Updates

	Teri

	7:30pm – 7:45pm
	Speaker Confirmations

	Kris

	7:45pm – 8:00pm
	Timeline and Next Steps

	Kris



Meeting Notes
Attendees:	Kris Pool, Craig Carpenter, Ronda Borowski, Jennifer Kibicho, Jeff Ebel, Paul Freiberg, Teri McGregor, Jason Feucht
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
	Craig Carpenter
   OPEN
   OPEN

	First Timers Reception
	Joe Barbieri

	Technology
	Jeff Ebel
Jeff Wuteska

	Education Sessions
	   OPEN

	Sponsorships
	   OPEN

	   Ads
	   OPEN

	   Raffles
	   OPEN

	Emcee
	David Gagliano

	Chief Judge
	Judy Bauer

	
	

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



Registration and Final Numbers 
· Will discuss at the next meeting.
PR Updates 
· District PRM Kat Yets was unable to attend. Separate meeting needs to be scheduled with Kat, Teri, and Kris
· Teri will send link for website for Spring Conference page. Will review and get it approved to publish by February 6, 2023. 
· Jeff Werwie – not eligible to do video promotions (competing) 
Speaker Confirmations 
· Sunday, April 30 – Velda Ford (accredited speaker) – virtual only
· Monday, May 1 – TBD – Cindy Laatsch – Strength Finders – virtual only
· Tuesday, May 2 – TBD – Chad Lawson possible 
· Wednesday, May 3 – Jim Emery – Vocal Delivery on Steroids – virtual only
· Thursday, May 4 – Possible contestant and functionary briefings – virtual 
· Friday, May 5 – Marty Jalove – The Art of Small Talk – in person 
· Saturday, May 6
· Monnica Rose – International Director
· 9am – Keynote – 45 minutes
· 1:30pm – Keynote – 30 minutes 
· 7:45pm (TBD) – Installation of incoming district officers
· Andy Little – Let’s Build the Excitement
· Marty Jalove – Storytelling When Speaking 
· Kimberly Hall – TBD
· Tina Boyle White - TBD
· Sunday, May 7 – Monnica Rose – International Director – Keynote – 15 minutes
· QUESTIONS:
· Do we need to have speakers sign any contract? 
· Other than the speaker submission form? 
· NOTE: By submitting your application, you give District 35 (its officers and convention chairs) permission to freely use your image, speaker’s bio, and presentation information in the event program and promotional materials for the 2023 Spring Conference.
· Speaker briefing – develop and send to speakers ahead of time for review 
· Jeff – specifically needs their AV issues
· No more than 2 sessions at a time
· Nothing more than a main room and 2 breakouts  use OWLS in the breakout rooms. 
· Need to confirm who has the laptops that will be used – us or the speaker? 
· OWLs are USB
· Find out projector needs for each room
· Will need Tech Contact for The Abbey
· Different equipment for contests – 
· Record all the education sessions (specific permission from speakers) – Zoom record the weeknight ones
· Attempt to record the breakout rooms – ask speaker to record to the cloud (versus on their individual account and forward to sessions) 
· Setup breakout rooms for online networking 

Timeline and Next Steps 
· January & February
· Begin website updates for Spring Conference 2023 – publish February 8.
· Need to get additional committee roles filled
· Facilities / Logistics – main onsite contact during the event
· 2 more photographers to help during the event
· Teri McGregor
· Ask Laurie Baker
· Room monitors (for each education session) 
· Will introduce speaker, distribute & collect evaluation forms, presenter speaker with certificate and small thank you gift, timing cards 
· Invocations – get people 
· Promote registration, sponsorship, etc. 
· Tracy Rothman – help sponsorship (waiting for confirmation from her)
· Is on the website, weekly news, sent to DEC members
· ** Set up date to send out to Club Officers
· ** Jason – add quick announcement at the contests and District Director announcements – and looking for more volunteers 
· Promote “vacation getaway” for family – Kris to pull information together
· February
· Review District 35 Procedure Manual on Conferences – what needs to be done and/or included? 
· Plan First Timer’s Reception 
· Kris connecting with Janet O’Rourke in early February to get raffle tickets and boxes (from Spring Conference 2022 and Fall Gala)
· Raffle donation – Ronda Borowski is donating an Afghan 
· Determine name tags / registration supplies
· Order name badges
· First timer ribbons and others 
· Ronda – do an inventory of supplies 
· 34 plastic name badges—Avery 74459 brand
· Plenty of colored paper – for the meal tickets
· 20 pages of 6 Gold Border Place Cards—for dignitaries?
· Contact Chamber of Commerce – what can they provide? Kris 
· Determine video recording for International Speech Contest – Jason?? 

· March 
· Tour of facility during DEC meeting
· Plan out meeting rooms – name of location (to add to program, PDG invites, speaker packets)
· Equipment needed by room (for Jeff and Matt) 
· PDF / JPEG of hotel layout 
· Plan out number of tables needed / location for Registration, Raffles, Awards table at lunch and Hall of Fame 
· Reserved tables – how many and what will the charge be for each
· Stage area for speech contests
· April 
· Finalize details and timelines 
· Send files to printer by 4-26-23 – Kris to pick up from Print Graphix on Thursday, May 4, 2023
· Program
· Certificates (contest participants, contest winners, speakers, others?)
· Contest ballots and other paper forms – Us or Chief Judge? 
· ½ sheets for tables for ballots? Or just include in program?
· What else?
· Final counts and meal selections to hotel
· Print name tags, meal tickets
· Emcee – what is all needed?
· Time line of events
· Introductions, etc. 
· Dignitary list
· May
· Welcome bags – assemble 
· Final “event run book” – share with all committee members 
· Virtual education sessions
· Confirm who will introduce each speaker
· May – After Event Debrief
· Conference – debrief and hand over files to next PQD and Spring Conference Chair
· Financials – audit 

Other Discussion Items
· Jennifer
· PGD Dinner – Kris is coordinating this activity 
· There have been challenges recruiting volunteers –  need to get buy-in from PDGs/PDDs
· Jennifer will follow-up with Jesse to get last year’s files on planning Spring Conference
· Are we having a color guard? Having National Anthem (Lois not attending). 
· Recording – Jason to approve
· No Pledge of Allegiance 
· Yes, Color Guard – need to get confirmation if local American Legion or VFW can do or have our D35 veterans 
· American Flag, State Flag, Toastmasters Flag – with carry sling 
· *** Combined – options 
· Jason – look into costs for our own flags, carry sling, stand to be purchased by District
· Are we having a head table for lunch and dinner? Protocol says to do it, but The Abbey setup may not work for it. 
· Jennifer – continue with protocol and have head table, even if it is flat on the floor
· Jennifer - Add Katherine Yets – ask her to help with sponsorships – American Works was a sponsor for the November Gala
· Jason – reach out to Tom Tryon at Toast on Tap about sponsorship

Next Meeting / Agenda
· Sunday, February 5, 2023 from 8:15pm – 9:00pm
· Discussion Items 
· Registration / EventBrite status 
· Finalize FAQ and Refund Policy 
· Sponsorship updates and donations
· Program Advertising 
· First Timer’s Reception 
