Spring Conference Meeting – Agenda and Meeting Notes
April 2, 2023
	[bookmark: _Hlk130628540]8:15pm
	Welcome & Action Items Recap
	Kris

	
	Registration Update
	Jason

	
	Sponsorship, Advertising, Donations
	Kris, Paul, Kat

	
	PR, Website, Facebook, Social Media
	Teri & Kat

	
	Program
	Kris & Tammy

	
	Agenda / Event Plan Book
	Kris

	
	Service Project
	Jennifer

	9:00pm
	Adjourn 
	Kris



Meeting Notes
Attendees:	Kris Pool, Jason Feucht, Robert Wall, Laura S and Robin Hudec, Ronda Borowski, Paul Freiberg, Jennifer Kibicho, Alex Ashley, Charles Elftmann, David Gagliano
Notification received they will be absent: Teri McGregor, Paul Anderson, Laurie Baker
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
	OPEN 

	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 Elftman
Casandra Walls
Carol Mather
Walworth County Toastmasters



ACTION ITEMS FROM LAST MEETING – RECAP:
Kris
· DONE Email club officers asking them to submit a picture of their club and/or members to include in the virtual parade. If no submission, then no picture will be included; just the announcement of the club name
· DONE Email District leaders and ask for the photo they want used in the banner parade
· Follow-up with American Legion for Color Guard
· DONE Will follow up on the final bio information from 2 speakers for program
· DONE Confirm mailing address for virtual speakers (to send thank you cards and certificates)
· DONE Follow up for keynote descriptions from Monnica (and send to Kat, Teri, and Tammy)
· DONE Submit April newsletter article to Jennifer Young by 3-31-23  include registration, details available on website, call for volunteers
· Check with Rob at hotel about sign holders outside rooms
· Write and submit welcome message (and photo to include) by April 3
· MOSTLY DONE Send Tammy the speaker info and other files, ads to include, etc.
· DONE Check access to volunteer spreadsheet
· DONE Send speaker equipment needs to Jeff and Matt

Jason
· Select song to use for National Anthem – in progress
· DONE Send Kris a current list of club officers
· Send out reminder email to DEC members about registration (17 DEC members currently registered) in progress

Teri
· DONE Begin posting speaker information on Facebook this week
· Promote virtual registration on International TM FB Page in progress

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 so badges and bags can begin  to be put together on May 4

Laura
· Check with Fellow Mortals if they want to donate something - in progress (she will make up a basket to represent them)

Jeff
· Coordinate equipment needs by room with hotel in progress

Robert
· Create 2023 photo gallery page on website - in progress

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
· DONE Welcome message (and photo to include – use picture from district website) sent to Tammy by April 3
· Find out size of bin(s) and list of items – Jennifer will bring boxes
· Coordinate with Robin, Teri, and Kat about publicity (submit logo to use)

	Banner Parade
	· Basic layout complete; not including any clubs listed as suspended, inactive, or ineligible according to the dashboards
· Includes 2 chartered clubs from this year – WEGOFAR and Milwaukee Talkies
· Once dashboards are updated in mid-April, will need to review the list to make sure it is current
· Email request sent out on 04-02-23 to clubs asking for a club photo to include in the banner parade
· Email request sent out on 04-02-23 to DEC members for a photo to include in the banner parade (some have asked to use what is already on the district website, some are not listed on the district website, some have sent updated pictures)
· If clubs are attending in person, they can be in the virtual parade and bring their physical banner and stand
· David Gagliano will read out each club / slide


	Agenda
	· Begin working on emcee script for David


	Deadlines
	· April 3 – Kris to send welcome letters for program to Tammy
· 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 or 5 – begin putting welcome bags together 


	Education / Speakers
	· Valda Ford (Sunday education session) is not available on Sunday; requested to change to a different night. 
· Contacted Jim Emery to see if he will switch from Wednesday to Sunday with Valda
· Sent reminder emails to Darryle and Kim that I still need their speaker bios


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

	First Timers
	· No updates
· Giveaways / information still to be determined 
· Who to lead / greet / welcome
· Discussion items


	Hotel
	· Contact is Rob Piccolo
· Kris requested graphic of hotel layout to include in program; will not receive until week of April 3


	Meetings
	Planning ahead for future meetings:
· April 16 (8:15pm – 9:pm)
· April 23 (7:00pm – 8pm)
· Additional meetings as needed


	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


	Other
	· No update 


	PDG/PDD Dinner 
	· No update 

	Printing
	· No update


	PR
	· Jennifer has not had any luck with media contacts to schedule interview with Monnica


	Program
	· No update


	Raffles
	· Paul Freiberg – raffle license update 
· He talked with State of WI – one more step to go; has paid for license
· Paul will coordinate and give license to Teri to bring and have on hand at conference
· We'll send back with Teri any checks/cash received from the raffles for deposit and accounting
· Kris and Jason to drive up to Stevens Point on 04-16-23 to pick up raffle items from Brandon Birrenkott or Craig Carpenter (from Richard Bryans – unable to pick up as originally planned on 04-01-23 due to inclement weather)


	Registration
	· Robin will pick up brochures from Chamber of Commerce; need to verify address from Kat 
· Robin to help Kris begin stuffing welcome bags for attendees; date/time TBD
· Ronda to print out meal tickets
· Jason to print out name badges (he already has a template) 
· 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
· Ronda will reach out to Resource Advanced and Walworth County clubs for registration volunteers
· Kris did contact several instructors at Gateway Technical College – Elkhorn campus to see if their students would want to volunteer to staff raffles and registration tables and just general assistance; no response yet
· Suggested 4-hour shifts 
· Kris frequently visits clubs around the country and does share our Spring Conference info with them; may lead to increased online registrations 
· 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
	· Robin and Jennifer met aster last week’s planning meeting
· Decided to have two service projects  one that focuses on food drive (Sharing Center – Jennifer) and one on hygiene products (Specific for Walworth County – Robin)
· Jennifer will bring boxes (instead of having bins delivered) – no detail on size or number
· Jennifer and Robin – provide details to include on website, social media, and in program – due 04-08-23


	Sponsorship & Advertising
	· Paul Anderson is still waiting on confirmation of sponsorship

	Tech
	· No update 


	Volunteers
	· Kris contacted 4 instructors at Gateway Technical College – Elkhorn campus asking if students in their classes would want to volunteer for the conference. 
· Ronda, Teri, Jason, and Robin now have "Edit" access to dropbox for the volunteer list


	Website
	· Kris created dropbox to put in the conference photos; Teri, Laurie, Robert, Jason have edit access
· Robert requested he get sent a quick email notice when photos are uploaded to the dropbox so he can pull them and add to the district 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
2. Monday education session
3. Tuesday education session
4. Wednesday education session
5. Thursday – contestant briefing
6. Thursday – functionary briefing
7. Friday – education session
8. Friday – Tall Tales contest 
9. Saturday – morning welcome & keynote
10. Saturday – education session (total of 4 needed)
11. Saturday – lunch awards & keynote
12. Saturday – International Speech contest
13. Saturday – after dinner installation, thank you speeches, Hall of Fame



Other Discussion Items:
1. Kris – 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
2. Kris to share conference documents / documentation with Robert for next year's planning 
3. Kris – tentative – work on a "Do's and Don'ts" list that could be helpful in planning future conferences
4. Jennifer to bring the orange vests to the conference; we can have volunteers or raffle ticket sellers wear them
5. If you have any updates between now and April 16, please contact Kris. Thanks! 

No meeting on Sunday, April 9 – Hoppy Easter! 
Next Meeting / Agenda
· Sunday, April 16, 2023 from 8:15pm – 9pm 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 






