Spring Conference Meeting – Agenda and Meeting Notes
March 26, 2023
	[bookmark: _Hlk130628540]7:00pm
	Welcome & Updates from last meeting

	Kris

	
	Registration Update

	Jason & Ronda

	
	Sponsorship, Advertising, Donations

	Kris, Paul, Kat

	
	PR, Website, Facebook, Social Media, Interview

	Teri & Kat

	
	Program
	Kris & Tammy


	
	Service Project
	Jennifer


	
	Agenda / Event Plan Book
	Kris


	
	Print Graphix

	Kris 

	8:00pm
	Adjourn 

	Kris



Meeting Notes
Attendees:	Kris Pool, Jason Feucht, Laurie Baker, Paul Anderson, Paul Freiberg, Ronda Borowski, Robin Hurec, Laura Schoenher, Teri McGregor, Jennifer Kibicho
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
	Joe Barbieri  contestant 

	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



Kris – Updates
· Notes from the February 26 and March 12 meeting were sent out. Nothing specific in the February 26 file. 

	Banner Parade
	· Virtual parade to include all District Leaders and all clubs
· If clubs are attending in-person, they can bring in their banner when announced 
· [bookmark: _Hlk131325218]Kris to 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
· Kris to email District leaders and ask for the photo they want used in the banner parade
· Jason – will send Kris a current list of club officers 
· Last picture will be American Flag. Will ask audience to stand for the National Anthem
· Jason to select song to use for National Anthem
· Kris to follow-up with American Legion for Color Guard



	Agenda
	· “At a Glance” agenda to be included in printed program
· Tentative agenda listed at end of these notes
· [bookmark: _Hlk131325303]Event program details  Jennifer to complete for the lunch and dinner and reconfirm morning welcome session 
· Friday activities will be upstairs; Saturday activities will be downstairs. 
· Cash bar on Friday will be setup in the Harbor Room foyer
· Walworth Room (downstairs next to The Shores room) is reserved all weekend for us to use as storage, locked space, and functionary/ballot counting room. 
· After registration and activities are done on Friday, all registration, raffle items, and equipment will need to be moved down to The Shores and/or Walworth room
· Saturday breakfast will be in the Waterfront Bar; meal tickets will be put in each person's badge to use
· Looking for someone for the morning and lunch inspiration – let Kris know if you have someone in mind
· Saturday education sessions – Kim Hall and Andrew Little will be upstairs and will only need microphones (no other AV needs). Marty and Chad will be downstairs and will need laptop, projector, screen, and microphone


	Deadlines
	· March 31 – Kris to send newsletter article to Jennifer Young 
· April 3 – Jennifer and 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


	Education
	· Key takeaways, speaker photo, session titles, brief description are all complete and updated on website
· [bookmark: _Hlk131325332]Teri – begin posting speaker information on Facebook this week
· [bookmark: _Hlk131325342]Kris – will follow up on the final bio information from 2 speakers for program
· Evaluation forms – combination of hard copies and electronic copies. Suggested to give hard copy evals immediately to speakers. 
· Will need to coordinate thank you cards and certificates for speaker; decide about any gifts for speakers
· [bookmark: _Hlk131325352]Will need to mail out thank you cards and certificates to virtual speakers. Kris to confirm mailing addresses


	Facebook & Social Media
	· Teri to start posting speaker info this week 
· Teri has already begun posting members with key pictures 
· Jim Kohli will interview Monnica Rose – for FB and website 
· Jennifer trying to get radio / tv interviews for Monnica


	First Timers
	· Location confirmed as Harbor Room 1; it will be minimally decorated for the prom that will be in that room on Saturday
· 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
· Meal selections given; final counts due May 1
· Need to decide on snacks/break choices


	Meetings
	Planning ahead for future meetings:
· April 2 (8:15pm – 9pm) 
· April 16 (8:15pm – 9:pm)
· April 23 (7:00pm – 8pm)
· Additional meetings as needed


	Monnica Rose
	· Confirmed – small basket from Johnsonville Sausage as a thank you gift. 
· Suggestions for other thank you gifts? 
· [bookmark: _Hlk131325367]Kris – follow up for keynote descriptions (and send to Kat, Teri, and Tammy)
· Jennifer trying to arrange radio and media interviews


	Other
	· [bookmark: _Hlk131325383]April Newsletter – Kris to submit to Jennifer Young by 3-31-23  include registration, details available on website, call for volunteers


	PDG/PDD Dinner 
	· Kris to coordinate agenda
· Invitation emailed specifically to PDG/PDD
· Confirmed location in A-Frame (Portico)


	Printing
	· Print Graphix is confirmed; they have our tax exempt information on file
· Files to be sent electronically as PDF on April 27 with pickup in person on May 4
· Yes, have printed signs outside room  check Dollar store for Foam board 
· [bookmark: _Hlk131325390]Check “plastic” sign holder or “stand” to hold signage   Kris to check with Rob at hotel



	PR
	· Teri - Facebook posts scheduled 
· [bookmark: _Hlk131325398]Teri - Promote virtual registration on International TM FB Page
· Kat – press release for awards 
a. Corporate Recognition Award – CNH Industrial (just announce at conference)
b. C&L Award – Sabrina Madison – presented at luncheon awards (can't publish anything until after April 4 due to elections) 
c. https://www.centerforblackwomen.org/about/ 
· No budget for advertising; Jennifer would like to leverage Sabrina's award for our publicity; get her contacts and media info from her


	Program
	· [bookmark: _Hlk131325420]All - Send files to Tammy Jankowski as they become available (try to avoid last minute submissions as much as possible)
· [bookmark: _Hlk131325432]Jennifer and Kris to get welcome message (and photo to include) by April 3
· [bookmark: _Hlk131325441]Kris to send Tammy the speaker info and other files, ads to include
· Include all regular information that has been included from past years, including judging ballots for both speech contests 
· Almost final program  April 23 – ready for proofreading and final changes
· Final program  April 27


	Raffles
	· About $500 of donations from Richard Bryans – this also includes items for the welcome bags for attendees
· 6 wine bottles from Janet O'Rourke
· Paul Freiberg – no update. Applied for Raffle B license on 3-12-23 and it's still pending. Paul to call on 3-27-23 for update. 


	Registration
	· Room block – all sold out 
· Registration 71 \ 13 \ 13 \ 1 \ 6 \ 16 \ 17 clubs 
· [bookmark: _Hlk131325459]Jason – send out reminder email to DEC members about registration (17 DEC members currently registered)
· Kris did email an invite to current DTMS that if they register and attend, they should bring their DTM medallion and participate in the DTM receiving line 
· Hours of operation: 
· Friday Setup 1:30-3:30
· Registration 3:30-7
· After contest – move all material downstairs to Walworth Room
· Saturday 7am-12pm
· Welcome bags for attendees
· Skeleton keys and key ring (plus “bad” keys)
· Bags from Amazon 
· Badges  need to print, sort, put in badge holders
· Avery 5390 plus ribbons 
· [bookmark: _Hlk131325485]Ronda - Meal tickets – color coordinate based on registration info; print, cut, sort, put in appropriate badge holder
· Key – open box for prize
· [bookmark: _Hlk131325467]Kris – check access to volunteer spreadsheet
· Kat confirmed we can get 150-200 brochures from the Lake Geneva Chamber of Commerce; will ask Robin and/or Laura to pick up between April 16 and May 4 and drop off at hotel for Kris. 


	Service Project
	· District Director Jennifer Kibicho, DTM coordinating
· Would like the platinum celebration incorporated into the Spring Conference  include in Hall of Fame or Jennifer's talks
· Include in program, Jennifer’s talks 
· Service project – store bins for a few days (ok from Rob) – Jennifer to get size of bins 
· Sharing Center – will pick up / drop off
· [bookmark: _Hlk131325501]Jennifer to find out size of bin(s) and list of items
· Jennifer to coordinate with Robin, Teri, and Kat about publicity (submit logo to use)


	Sponsorship & Advertising
	· Possible major sponsor; will not announce details until money has been received
· Paul Anderson’s – has 2 donations and will start to contact others 
· [bookmark: _Hlk131325515]Laura – Fellow Mortals may want to donate something 
· Paul A and Robin to work together on contacting possible sponsors and/or requests for donation


	Tech
	· [bookmark: _Hlk131325537]Kris to send speaker equipment needs to Jeff and Matt
· Jeff to coordinate equipment needs by room with hotel
· Screens will need to be rented from hotel


	Volunteers
	· Spreadsheet created with different areas of focus and time blocks  Kris to check access so others can enter updates 
· Room Monitors / Registration / Raffles / Contests / General Assistance 
· Volunteers get a special key as their thank you
· Robin – still needs to register, but will be available as a "general volunteer" the entire event to help out as needed
· Paul A available as needed on Friday only


	Website
	· Robert to create a 2023 Photo Gallery page
· Kris to create a shared Dropbox for Laurie and Teri (and possibly others) to upload their pictures from the conference; Robert can pull from there to add to the website


	Zoom
	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



Next Meeting / Agenda
· Sunday, April 2, 2023 from 8:15pm – 9pm CST
· Discussion Items 
· Update on Action Items
· Registration update
· Sponsorship, Advertising, Donations
· PR, website, Facebook, social media, interview
· Program
· Agenda / Event plan book 
· Service project – Jennifer 
ACTION ITEMS – RECAP:
Kris
· 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
· Email District leaders and ask for the photo they want used in the banner parade
· Follow-up with American Legion for Color Guard
· will follow up on the final bio information from 2 speakers for program
· Confirm mailing address for virtual speakers (to send thank you cards and certificates)
· Follow up for keynote descriptions from Monnica (and send to Kat, Teri, and Tammy)
· 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
· Send Tammy the speaker info and other files, ads to include, etc.
· Check access to volunteer spreadsheet
· Send speaker equipment needs to Jeff and Matt

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


Jennifer
· Conference Agenda - Complete for the lunch and dinner and reconfirm morning welcome session
· Welcome message (and photo to include) sent to Tammy by April 3
· Find out size of bin(s) and list of items
· Coordinate with Robin, Teri, and Kat about publicity (submit logo to use)
· 

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


Ronda
· Meal tickets – color coordinate based on registration info; print, cut, sort, put in appropriate badge holder

Laura
· Check with Fellow Mortals if they want to donate something 

Jeff
· Coordinate equipment needs by room with hotel

Robert
· 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)
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Sunday, May 7, 2023

Key to Success -

Agenda ata Glance

Education Session: Marty Jaloye ~ The Art of Small Talk

Contestant Briefing and Functionary Briefing
ail Tales Speech Cont
50/50 raffle winner announced (must be present to win)

Registration

‘Opening Ceremonies
Wonnica
Break and refreshments

Education Session 16: Kim Hall
Education Session 2A: Chad Lawson
or

Luncheon and Recognition Awards

Keynote by International Director Monnica Rose, DTM

Contestant Briefing and Functionary risfing
Cash Bar (in Waterfront Bar)

Hall of Fame
50/50 raffie winner announced — Must be present to win

Wionnica &





