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Introduction
TLI Deans, Fellow Toastmasters:

Welcome to the District 30 TLI Handbook!

History

For a many years, people have volunteered to hold Toastmasters Leadership Institutes (TLIs) in District 30. They started with the “Toastmasters Leadership Institute: a Recommended Method for Club Officer Training” manual provided by Toastmaster International. Its purpose is to be a resource for holding a TLI.  It is a great starting document for planning a TLI.  TLI Deans created incredibly successful TLIs using this document.

Yet, like many organizations do, we took the information in the manual and used it made decisions specific to the way District 30 holds a TLI.  These planning decisions have been passed verbally from TLI Dean to TLI Dean.   We have relied on “institutional memory” to transfer information.  Sometimes, though, we had to reinvent portions of the TLI because a particular piece of knowledge, a decision, or a form was lost along the way.  Sometimes, we deliberately changed how we did things.  In 2003, we completely revamped the Winter officer training and created Division-level TLIs.  It is important to record these changes so more does not get lost along the way.

The Purpose

The purpose of this handbook is to document the way we currently hold a TLI, as well as the decisions we have made up to now.  My hope is that it will provide a detailed, nuts and bolts description of all the aspects of a Summer and Winter TLI.  We want provide those who volunteer to create the next TLI all the resources we had available to us, and more.

Many Thanks…

The development of this program was the result of a joint effort of people whose deepest desire was to bring the best possible training to the club officers of District 30.  I wish to thank all those people who helped in its inception, including  Charles Brooks, Mike Raffety, Will Hsuing, Earl Bateman, Dietmar Wagenknecht, Ram Gutta, Donna Gallee, Michael Gougis, Twana Holman, Betty Iwan, Siobhan James, Rob Kimes, Dave Kluge, Patricia Martin, Patricia Milton,  Karen Mines, Peter Osborn, Carole Schwartz, Dan Seiler, Keri Silk, Karen Vierneisel, and the  many others who gave of their time to make this program great.
One last thought…

And please, remember, the education of officers and fellow Toastmasters is a growing and evolving endeavor, just like public speaking.  So should be this document.  New decisions will be made.  More forms and information will be added.  Obsolete forms and methods will be discarded.  Therefore, it is important to review this handbook after every series of TLIs for relevancy and accuracy. “The only constant is change.”
Warmly,

Pam Melick

District 30 Winter TLI Dean, 2002-2003/2003-2004
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Summer TLI Dean

Description:

The Summer TLI Dean oversees all aspects of the Summer TLIs.  

Reports to:
District Lt. Governor of Education and Training 

Responsibilities:

Prior to the TLI:

Winter TLI Dean

Description:

The Winter TLI Dean oversees all aspects of the Winter TLIs.  

Reports to:
District Lt. Governor of Education and Training 

Responsibilities:

Prior to the TLI:

· Works with Division or Assistant Division Governors to select a Division TLI Dean

· Coordinates the activities of the Division TLI Deans

· Holds regular meetings with the Division TLI Deans

· Chooses the central theme for the TLIs

· Works with the Division TLI Deans to determine dates for each TLI

· Establishes a timeline of events and deadlines for the Winter TLI training period

· Establishes the basic schedule for the weekend and weekday TLIs.  This includes selecting areas of focus for the general sessions.

· Identifies a person to serve as the Central Registrar

· Compiles and submits a centralized budget to the District Treasurer, Lt. Governor of Education and Training, and District Governor for approval

· Works with appropriate people to select gifts for the Division TLI Deans, Division Chair people, and presenters (see Gifts).

· Serves as mentor to the Summer TLI Dean

· Works with Division TLI Deans to solve problems encountered in holding a TLI

· Attends as many of the Division TLIs as possible.  May delegate some to assistant Winter TLI Deans.

· Collects and analyzes the evaluations from all the TLIs

· Distributes the session evaluations to the presenters

· Reviews the TLI handbook at the end of the TLIs to ensure that the information is relevant and accurate

· Writes a wrap-up report for the Lt. Governor of Education and Training

Special considerations:

· Coordinating the Winter TLI is a huge responsibility.  Ideally, the Winter TLI Dean should not  have other major responsibilities, such as being an Area or Division Governor.

· The Winter TLI Dean is encouraged to have assistants.  Ideally, one assistant should be the upcoming Summer TLI Dean. The other may be someone that s/he has identified to be his or her successor as Winter TLI Dean.

Division TLI Dean

(Winter TLI only)

Description:

The Division TLI Dean oversees all aspects of the TLI on the division level.

Reports to:
Winter TLI:
Winter TLI Dean 

Responsibilities:

Prior to the TLI:

· Attends meetings held by the Winter TLI Dean or sends a representative to attend in his or her place

· Selects a date and location (see Facilities Requirement) for the Division TLI

Note:  The Division TLI Dean is not  authorized to enter into any contract on behalf of the District.  All contracts must be signed by the District Governor.

· Identifies people to serve in the various Chairperson roles

· Identifies a Sergeant-at-Arms or Toastmaster for the TLI

· Coordinates the activities of his/her Chair people

· Holds regular meetings with his/her Chair people

· Establishes a timeline of events and deadlines for the Division TLI

· Compiles and submits a budget to the Winter TLI Dean for approval

· Appraises the Winter TLI Dean of unexpected expenditures not included in the budget or any cost overages 

· Keeps the Winter TLI Dean abreast of progress or any difficulties that have arisen on a regular basis or as requested

· Assumes any Chairperson role that are not filled

· Works with other Division TLI Deans to coordinate any shared aspects of the TLIs, such as centralized printing of forms and certificates, etc.

· Works with Chair people to solve problems encountered in holding a TLI

On the day of the TLI:

· Oversees the TLI

· Works with volunteers to solve last-minute problems that may be encountered

· May be asked to speak

· Collects the session and overall evaluations and mails them to the Winter TLI Dean

After the TLI:

· Holds a debrief meeting with the Chair people to discuss the TLI and how it can be improved for next year

· Writes a wrap-up report for the Winter TLI Dean

Special considerations:

· Coordinating a Winter TLI is a huge responsibility.  Ideally, the Division TLI Dean should not  have other major responsibilities, such as being an Area or Division Governor.

· The Division TLI Dean is encouraged to have assistants.   Ideally, one person will be someone that s/he has identified to be his or her successor as the next Division TLI Dean.

· The Division TLI Dean is strongly encouraged to find people to serve in the various chair positions.  These people will become their assistants in this area.  Otherwise, the Division TLI Dean must assume these roles.

Central Registrar

Description:

The Central Registrar handles all pre-registration actives for the TLI.  This includes receiving registration forms and prepayments, transferring the money collected to the District Treasurer, and recording information about pre-registrants.

Reports to:
Summer  or Winter TLI Dean

Responsibilities:

· Receives registration forms and payment for pre-registered attendees

· Sends all checks and cash received to the District Treasurer on a regular basis prior to the TLI

· Answers questions about registration and the TLI schedule

· Records information about registrants in an Excel spreadsheet

· Records who has paid

· Contacts the attendee if important information is missing from the registration form, such as not indicating which TLI s/he will be attending

· Sends lists of pre-registered attendees to the TLI Dean, Area Governors, and Division Governors on a regular basis

· Provides Registration Chair with a list of pre-registered attendees 24 hours before the TLI

Special considerations:

Education Chair

Description:

The Education Chair is responsible for all aspects of the educational portion of the TLI.  This includes locating speakers and facilitators, preparing facilitator packets, and determining equipment needs for the speakers.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

Speakers:

· Locates speakers for the TLI, with the following criteria in mind:

· Confident speakers with good presentation skills.

· Speakers working to complete various awards, such as their Competent Leader (CL), Advanced Toastmasters Silver (ATM-S), or Advanced Toastmasters Gold (ATM-G).

· See Guideline for Presentations for more information about selecting speakers

· Schedules speakers based on the schedule set by the Summer or Winter TLI Dean.

· Ensures that presentations are based on Toastmasters materials from the Better Speakers, Successful Club, and Leadership Excellence series or other modules provided by Toastmasters International.

· Determines speakers’ equipment requirements and informs the Facilities and Finance Chairs

· Requests a biography from each speaker.  This information is included in the facilitator packet.

· Requests a description of the presentation from each speaker.  This information is given to the Registration Chair to include in the TLI program.

· Determines if a presenter needs photocopies made of presentation handouts.  If so, coordinates with organizations to donate photocopies.

Facilitators:

· Arranges a facilitator for each speaker.

· Prepares facilitator packets for each speaker (see Facilitator packets).

On the day of the TLI:

· Ensures that speakers have arrived, knows the location of their room, and are present for their presentation.

· Briefs facilitators as to their responsibilities at the beginning of the TLI, or as appropriate.

Special considerations:

· None

Facilities Chair

Description:

The Facilities Chair coordinates tasks related to setting up and overseeing the TLI facility.  This includes identifying and renting equipment needed by presenters, creating signage for the TLI, and coordinating building safety and security.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

Prior to the TLI:

· Works with the facilities coordinator to ensure that the proper equipment (tables, chairs, etc.) are available on the day of the TLI

· Determines the presenters equipment needs, such as overhead projectors, flipcharts, lecterns, etc.,  This is coordinated with the Education Chair

· Rents any necessary equipment.  This must be coordinated with the Finance Chair so that rental costs are included in the budget

· Creates signs for the rooms, announcing the title of the presentation and the name of the presenter

· Creates various signs needed to direct attendees to parking, registration, the main entrance of the building, and other directional signs

· Arranges building escorts, if necessary

· Identifies people who can direct attendees to rooms and other events

On the day of the TLI:

· Serves at the Sergeant at Arms during the TLI

· Ensures rooms are open and available on the day of the TLI

· Places directional signs in appropriate and conspicuous locations

· Hangs room signs

· Changes or removes old signs for the next session, if necessary

· Ensures that equipment is working and extra bulbs are available for projectors

· Assigns volunteers to track equipment to ensure that none is lost, especially portable microphones

· Works with building security to ensure security needs are met

· Maintains building safety standards, as necessary.

Special considerations:

· The Facilities Chair is encouraged to recruit a committee to help with various tasks

· The Facilities Chair may need to be an employee of the facility where the TLI is held.

Finance Chair

Description:

The Finance Chair coordinates various financial aspects of the TLI.  This includes creating a budget, tracking expenses, and assisting in collecting registration fees at the TLI.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

· Creates a budget for the TLI

· Tracks expenses and the money spent on the TLI

· Works with the Facilities and Education Chairs to determine rental fees for equipment required by the speakers

· Appraises the TLI Dean of unexpected expenditures not included in the budget or any cost overages 

On the day of the TLI:

· Works with the Registration Chair to collect on-site registration fees

· Confirms that the money collected for on-site registrations matches the on-site registration records

· Gives money collected for on-site registration to the Winter/Summer TLI Dean or District Treasurer

Special considerations:

Hospitality Chair

Description:

The Hospitality Chair coordinates food for the TLI and arranges for donated gifts, if requested.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

Prior to the TLI:

· Coordinates ordering lunches with the TLI or site-designated caterers for attendees who have purchased lunch

· Purchases snacks and drinks for the morning and breaks

· Seeks gift donations for any raffles held or give-aways to attendees

· Coordinates distribution of registration packet with the Registration Chair

On the day of the TLI:

· Sets up a hospitality table for District 30 literature or give-aways, if appropriate

· Distributes registration packet, if appropriate

· Ensures that food arrives at the TLI at the schedule times

· Sets up serving lines

· Ensures smooth food service

· Coordinates cleanup after lunch and at the end of the TLI

· Conducts any raffles held

Special considerations:

· The Hospitality Chair is encouraged to recruit a committee to help with various tasks.

· The Hospitality Chair may need to be an employee of the facility where the TLI is held.

Publicity Chair

Description:

The Publicity Chair is responsible for promoting and publicizing the TLI.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

· Promotes the TLI various district publications sent to Clubs, such as the Spotlight, well in advance of the TLI

· Creates flyers, scripts, and brochures for distribution at conferences, contests, and other Toastmaster events

· Sends out announcements about registration deadlines on the District 30 listserv

· Contacts Area and Division Governors and encourages them to promote the TLI

· Contacts Club Presidents and Vice President of Public Relations to remind them of the DCP requirement of training four officers twice a year, as necessary

· Coordinates promoting the TLI with the District Public Relations Officer

· Works with Publicity Chairs from other Division TLIs, if appropriate

Special considerations:

· The Public Relations Chair is encouraged to recruit a committee to help with various tasks

Registration Chair

Description:

The Registration Chair coordinates tasks related to on-site registrations of attendees at the TLI.

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

Prior to the TLI:

· Recruits volunteers to work the registration desk

· Compiles registration packets for attendees

· Prints name badges for pre-registered attendees

On the day of the TLI:

· Ensures that on-site registrars have a current list of pre-registered attendees

· Sets up the registration table

· Briefs volunteers on their roles

· Coordinates distribution of registration packet with the Hospitality Chair

· Collects money from on-site registrations

· Records names of on-site registrants and amount collected

· Gives receipts for on-site registrations

Special considerations:

· For Summer TLI, the Registration Chair may be asked to serve as the Central Registrar

· The Registration Chair is encouraged to recruit a committee to help with various tasks

Other Coordinators
Description:

Individual TLIs may require additional coordinators to make the event run smoothly.   Examples of additional roles that might be needed are:

Program Editor

Lunch Coordinator

Resource Room Coordinator

Escorts for visiting guest and presenters

Reports to:
Summer TLI:
TLI Dean


Winter TLI:
Division TLI Dean 

Responsibilities:

The responsibilities for each position will be determined by the TLI dean.

Timeline and Deadlines


for the

Winter 2003/2004 TLIs

June:


June 12
Meet with Lt. Gov. Education and Training to discuss TLI

June 28
Meet with Division Governors


Distribute critical parts of TLI “handbook”

July:


July 15:
Deadline for identifying Divisional TLI Deans

July 15
Deadline for first major version of TLI “handbook”

July 19
Meet with Divisional TLI Deans


Distribute entire “TLI handbook”

August:

By Aug 16
Identify various chair people in each division

Aug 16
Meet with Divisional TLI Deans and Educational Chairs


Select dates for each TLI

September:

Sept 15
Deadline for finding facilities

Sept 20
Meet with Divisional TLI Deans

October:

Oct 1
Deadline for finding presenters


Identify Central Registrar

Oct 15
Finalize schedules for the TLI as much as we can

Oct 18
Meet with Divisional TLI Deans

Oct 31
Submit final budget


Finish brochure for the Fall Conference

November:

Nov 3-4
Post TLI schedules on the District 30 web site

Nov 7-8
Publicize Winter TLIs at the Fall Conference

Nov 7
Start taking registrations for the TLIs

Nov 15
Identify facilitators for sessions

December - February:


First TLI


Second TLI


Third TLI


Fourth TLI


Fifth TLI


Sixth TLI


To Do List for Summer TLI



	Projected Completion Date
	Task/Activity
	Responsible Committee Member
	Actual Completion Date

	4/12/04
	Confirm Keynote Speaker
	TLI Dean
	4/12/04

	Week of 4/12/04
	Contact Facility for final contract.  
	TLI Dean 
	4/13/04 (response pending from facilities contact)

	4/13/04
	Send out 4/16 meeting notice
	TLI Dean
	4/13/04

	4/14/04
	Obtain estimates for food arrangements with Caterer.  
	Hospitality Chair
	4/11/04

	4/16/04
	Meet with Planning Committee for updates
	The Group
	4/16/04

	Week of 4/19/04
	Send camera ready copy to Printer for bags.  
	TLI Dean. or Central Registrar 
	Late

	Week of 4/19/04
	Get contract signed by District Governor
	TLI Dean or Facilities Chair
	Pending Response from facilities contact

	Week of 4/19/04
	Develop PR calendar to keep the Summer TLI on the front burner
	Publicity Chair
	

	Week of 4/26/04
	Contact individual Toastmasters for freebies for conference registrants
	Hospitality Chair or Jan
	

	4/22/04
	Prepare promo materials and registration form for distribution at Spring Conference
	Publicity Chair and Central Registrar
	4/22/04

	4/23/04
	Send promo materials and registration to Spring Conference Program Chair
	Central Registrar or TLI Dean
	4/22/04

	4/23/04
	Confirm food plans with Caterer
	Hospitality Chair
	

	4/27/04
	Send out 5/1 meeting reminder for Committee
	TLI Dean
	4/27/04

	Week of 4/26/04
	Talk with Keynote speaker and determine if she wants to see site 
	TLI Dean
	

	5/1/04
	Meet at Spring Conference with Planning Committee
 
	The Group
	

	Week of 5/3/04
	Buy supplies for registration.  
	TLI Dean
	

	Week of 5/3/04
	Arrange site-visit for facility and registration teams
	Facilities Chair to coordinate with Central Registrar, Barb, others as needed.)
	

	Week of 5/3/04
	Prepare lunch tickets
	Central Registrar
	

	5/15/04
	Finalize Program with confirmation of all speakers
	Education Chair
	

	5/28/04
	Get conference bags from Printer 
	TLI Dean
	

	5/28/04
	Get tentative registration count and order food
	Hospitality Chair
	

	6/3/04
	Send reminders to speakers and facilitators. 
	Education Chair
	

	6/3/04
	Recruit cleaning crew
	Central Registrar
	


	Projected Completion Date
	Task/Activity
	Responsible Committee Member
	Actual Completion Date

	6/4/04
	Prepare final program with session locations

	Central Registrar in consultation with Education Chair and TLI Dean
	

	6/4/04
	Prepare ample conference signage 
	Central Registrar and Publicity Chair
	

	6/4/04
	Schedule folks in sessions based on preferences so that classrooms all have no more than 30 participants.
	Central Registrar and Education Chair
	

	6/5/04
	Final Count for Box Lunches
	Central Registrar & Hospitality Chair
	

	6/6/04
	Prepare full program for printing
 
	Education Chair and TLI Dean
	

	6/7/04
	Submit final program to Mike R. for printing
	TLI Dean or Education Chair
	

	6/9/04
	Obtain conference programs from Mike
	Central Registrar
	

	6/11/04
	Prepare conference packets 
	Central Registrar, TLI Dean  & other members of team as needed
	

	6/11/04
	Prepare logistical announcements for opening session
	TLI Dean
	

	6/12/04

7:00 am
	Deliver all materials to conference site
 
	Facilities Chair & Central Registrar
	

	6/12/04

7:15 am
	Summer TLI Program—Planning Committee to arrive at 7:15 for Conference Registration Start of 8:15 am.
	Group and all volunteers
	

	6/12/04

4:30 pm
	Clean Up Crew to scout all rooms used by District 30 and check-out with Engineer and Security—by 5 pm at latest.
	Planning Committee & volunteers
	

	July/August

(exact date tbd)
	Planning Committee Debrief
	Planning Committee
	


Revised:  4/26/04

Insert a sample timeline for putting out publicity for a TLI

Facility Requirements

Summer TLI

The Summer TLI is held once a year.  It’s purpose is to invite all officers and other Toastmasters in District 30 to attend officer and educational training.  To accommodate such a large group, the following should be taken into consideration when selecting facilities:

Access:

· People must be able to register on-site the day of the TLI

Location:

· Easy access to major highways

· Easy access to public transportation

· Centrally located, if possible

Number of Rooms:

· 1 large room or auditorium that seats between 300 and 500 people

· 5 to 6 smaller rooms that seat between 30 and 50 people each

· Cafeteria or room to serve lunch

· Sufficient restrooms for a group this size

Logistics:

Educational Rooms:

· Rooms may be spread out over multiple floors

· Rooms should be located in the same general vicinity

· Avoid extremely long distances between classrooms.  Long distances make walking difficult for people with disabilities and health issues

· Working elevators should be available if rooms are located on more than one floor

· Conference rooms with seating around one long table are far less suitable than one with classroom-type seating (everyone facing forward or tables in a U-shape)

Equipment Needs:

· Rooms should have a screen or wall suitable for overhead projectors or LCD screens

· Classrooms with a chalk board or conference rooms with a dry-erase board are always a “plus”

· Determine whether overhead projectors are available in the rooms.  If not, determine whether one can be brought in

· Extra tables available for registration, hospitality, serving food, etc.

Cafeteria or Eating Area:

· The cafeteria or eating area should be located in the same building as the auditorium and smaller rooms

· The cafeteria or eating room should be located within walking distance if it is not located in the same building as the education rooms

· Determine whether we can cater our own meals or the facility requires us to purchase food from them.  If we must purchase food from them, this must be coordinated with the Finance Chair and possibly the District Governor if a contract is required.

Parking:

· Sufficient off-street parking should be available for up to 200 cars within easy access of the building

· Free parking is preferred

· Parking should be available for those with disabilities or health issues if the cafeteria or eating area is not located in the same building as the education rooms

Security Issues:

· Determine the facility’s security requirements and issues, if any

· Determine what identification attendees will need to enter the facility, if any

· Determine if the facility requires security clearance or pre-registration of all attendees

· Determine if the attendees will need escorts within the facility

Costs:

· ???

Note:  The Summer TLI Dean is not  authorized to enter into any contract on behalf of the District.  All contracts must be signed by the District Governor.

Places to Explore:

· Community colleges

· Public schools.  Avoid elementary schools – the classroom chairs can be too small

· Large libraries with multiple meeting rooms

· Corporations and organizations with meeting facilities

Facility Requirements

Winter TLI

Winter TLIs are held once a year, once in each division.  It’s purpose is to invite all officers and other Toastmasters living or working in that area to attend officer and educational training.  The attendance of a Winter TLI is typically smaller than the Summer TLI.  Nevertheless, similar guidelines should be followed when selecting a facility.  

The following should be taken into consideration when selecting facilities:

Access:

· People must be able to register on-site the day of the TLI

Location:

· Easy access to major highways

· Easy access to public transportation

· Centrally located within the Division, if possible

Number of Rooms:

· 1 large room or auditorium that seats between 100 and 150 people

· 5 to 6 smaller rooms that seat between 20 and 30 people each

· Cafeteria or room to serve lunch

· Sufficient bathrooms for a group this size

Logistics:

Educational Rooms:

· Rooms may be spread out over multiple floors

· Rooms should be located in the same general vicinity

· Avoid extremely long distances between classrooms.  Long distances make walking difficult for people with disabilities and health issues

· Working elevators should be available if rooms are located on more than one floor

· Conference rooms with seating around one long table are far less suitable than one with classroom-type seating (everyone facing forward or tables in a U-shape)

Equipment Needs:

· Rooms should have a screen or wall suitable for overhead projectors or LCD screens

· Classrooms with a chalk board or conference rooms with a dry-erase board are always a “plus”

· Determine whether overhead projectors are available in the rooms.  If not, determine whether one can be brought in

· Extra tables available for registration, hospitality, serving food, etc.

Cafeteria or Eating Area:

· The cafeteria or eating area should be located in the same building as the auditorium and smaller rooms

· The cafeteria or eating room should be located within walking distance if it is not located in the same building as the education rooms

· Determine whether we can cater our own meals or the facility requires us to purchase food from them.  If we must purchase food from them, this must be coordinated with the Finance Chair and possibly the District Governor if a contract is required.

Parking:

· Parking may be an issue in some Divisions, especially in downtown Chicago or congested suburban locations.  If this is the case, take proximity to alternate forms of transportation into consideration

· For facilities offering parking, sufficient street or off-street parking should be available for up to 75 cars within easy access of the building

· Free parking is preferred

· Parking should be available for those with disabilities or health issues if the cafeteria or eating area is not located in the same building as the education rooms

Security Issues:

· Determine the facility’s security requirements and issues, if any

· Determine what identification attendees will need to enter the facility, if any

· Determine if the facility requires security clearance or pre-registration of all attendees

· Determine if the attendees will need escorts within the facility

Costs:

· To keep the costs of the Division TLI low, give preference to locations that offer their facilities for free

· Coordinate the search for a location with the Winter TLI Dean and the Finance Chair if a free facility cannot be found

Places to Explore:

· Community colleges

· Public schools.  Avoid elementary schools – the classroom chairs can be too small

· Large libraries with multiple meeting rooms

· Corporations and organizations with meeting facilities

Winter 2004 TLI Schedule – 2 Day TLI

Weekday

Day 1
	5:00 –  5:45
	Registration – Location
5:00 - 5:30 – Facilitator Training

	5:45 –   6:10
	Opening General Session – Toastmaster/TLI Dean
5:45 – Welcome

5:55 – Speech by one of Top 3

           Door Prizes (Optional)

	6:15 – 7:05
	VP-Education Training

Location, Speaker
	Sgt. At Arms Training

Location, Speaker
	VP-Public Rel. Training

Location, Speaker 
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	7:15 – 8:05
	
	Secretary Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	8:10 –  8:30
	Closing General Session – Toastmaster/TLI Dean
8:10 – Upcoming Events and Special Announcements

8:20 – Closing Remarks, Door Prizes and Evaluation


Day 2

	5:00 –  5:45
	Registration – Location
5:00 - 5:30 – Facilitator Training

	5:45 – 6:10
	Opening General Session – Toastmaster/TLI Dean
5:45 – Welcome

5:55 – General Topic, OR, Speech by one of Top 3

           Door Prizes (Optional)

	6:15 – 7:05
	President Training

Location, Speaker
	Treasurer Training

Location, Speaker
	Youth Leadership, Speaker’s Bureau,

Speechcraft, 

 other mini-sessions

Location, Speakers
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	7:15 – 8:05
	
	VP-Membership Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	8:10 – 8:30
	Closing General Session – Toastmaster/TLI Dean
8:10 – Awards to Chair People & Special Announcements

8:20 – Closing Remarks, Door Prizes and Evaluation


Winter 2005 TLI Schedule – 1 day TLI

Weekday
	5:00 –  5:45
	Registration – Location
5:00 - 5:30 – Facilitator Training

	5:45 –   6:05
	Opening General Session – Location
5:45 – Welcome, Logistics

5:50 – Small announcements

5:55 – 5-7 minute Speech by one of Top 3 (???)

	6:15 – 7:05
	President Training, pt.1

Location,

Speaker
	Secretary

Training
Location, Speaker
	VP-Public Relations Training

Location, Speaker 
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker

	7:10 – 8:00
	
	VP Education, Training, pt. 1

Location, Speaker
	Treasurer Training

Location, Speaker 
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker

	8:05 – 8:55
	Sgt. At Arms Training

Location, Speaker
	
	VP Membership

Training

Location, Speaker
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker
	Educational Session

Location, Speaker

	9:00 –  9:10
	Closing General Session – Toastmaster or TLI Dean
9:00 – Upcoming Events and Special Announcements

9:05 – Closing Remarks, Door Prizes and Evaluation


Summer/Winter 2004 TLI Schedule, Option 1

Weekend
	  8:00 –  9:00
	Registration – Location
8:30 – Facilitator Training

	  9:00 –   9:25
	Opening – Location – Facilitator/Toastmaster

9:00 – Welcome

9:10 – Speech by one of Top 3

           Door Prizes??

	  9:30 – 10:00
	Club Officer Interaction

Location, Speaker
	For Members Only
Location, Speaker

	10:10 – 11:00
	President Training

Location, Speaker
	VP-Membership Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	11:10 – 12:00
	
	Treasurer Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	12:00 – 1:00
	Lunch – Location

	1:00 –   1:25
	General Session I – Location – Facilitator/Toastmaster
  1:00 – General Topic – Speaker

  1:10 – General Topic – Speaker
  1:18 – General Topic – Speaker
             Door Prizes???

	  1:35 –  2:25
	VP-Education Training

Location, Speaker
	Secretary Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	  2:35 –  3:25
	
	Sgt. At Arms Training

Location, Speaker
	VP-Public Rel. Training

Location, Speaker 
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	  3:30 –  4:00
	General Session II – Location – Facilitator/Toastmaster
3:30 – Wrap-up Speech & Awards to Chair People– Facilitator/Toastmaster
3:40 – Door Prizes and Upcoming Events – Speaker
3:50 – Closing Address – Speaker


Summer/Winter 2004 TLI Schedule, Option 2

Weekend
	  8:00 –  9:00
	Registration – Location
8:30 – Facilitator Training

	  9:00 –   9:25
	Opening – Location – Facilitator/Toastmaster

9:00 – Welcome

9:10 – Speech by one of Top 3

           Door Prizes??

	  9:30 – 10:00
	Club Officer Interaction

Location, Speaker
	For Members Only

Location, Speaker

	10:10 – 11:00
	VP-Education Training

Location, Speaker
	Sgt. At Arms Training

Location, Speaker
	VP-Public Rel. Training

Location, Speaker 
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	11:10 – 12:00
	
	Secretary Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	12:00 – 1:00
	Lunch – Location

	1:00 –   1:25
	General Session I – Location – Facilitator/Toastmaster
  1:00 – General Topic – Speaker

  1:10 – General Topic – Speaker
  1:18 – General Topic – Speaker
             Door Prizes???

	  1:35 –  2:25
	President Training

Location, Speaker
	Treasurer Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	  2:35 –  3:25
	
	VP-Membership Training

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker
	Elective Session

Location, Speaker

	  3:30 –  4:00
	General Session II – Location – Facilitator/Toastmaster
3:30 – Wrap-up Speech & Awards to Chair People– Facilitator/Toastmaster
3:40 – Door Prizes and Upcoming Events – Speaker
3:50 – Closing Address:– Speaker


Summer 2004 TLI Schedule

Weekend   

	Time
	Room
	Speaker
	Session Name
	Session/Track

	8:15 – 8:55 am
	Location
	----------
	Registration/Continental Breakfast
	All

	9:00 – 9:10 am
	Location
	Speaker
	Welcome, Opening Remarks
	All

	9:10 – 9:25 am
	Location
	Speaker
	Morning Keynote
	All

	 15 MINUTE BREAK

	
	
	
	SESSION I WORKSHOPS
	

	9:40 – 10:25 am
	Location
	Speaker
	A. The President’s Role:  Part I
	Officer

	9:40 – 10:25 am
	Location
	Speaker
	B. The Work of the V-P of Education, 

Part I
	Officer

	9:40 – 10:25 am
	Location
	Speaker
	C. The Work of the V-P of Membership 
	Officer

	9:40 – 10:25 am
	Location
	Speaker
	D. The Work of the V-P of Publicity 
	Officer

	9:40 – 10:25 am
	Location
	Speaker
	E. Educational Session
	New Member/All

	9:40 – 10:25 am
	Location
	Speaker
	F. Educational Session
	New Member/All

	10 MINUTE BREAK



	 10:35 - 11:20 am
	Location
	Speaker
	General Session
	All

	5 MINUTE PAUSE

	 11:25 – Noon 
	Location
	Speaker
	General Session
	All

	Noon – 12:50 pm
	Location
	
	LUNCH and RAFFLE DRAWING
	All

	
	
	
	SESSION II Workshops
	

	1:00 – 1:45 pm
	Location
	Speaker
	A. The President’s Role: Part II
	Officer

	1:00 – 1:45 pm
	Location
	Speaker
	B. The Work of the V-P of Education, Part II
	Officer

	1:00 – 1:45 pm
	Location
	Speaker
	C. The Work of the Treasurer
	Officer

	1:00 – 1:45 pm
	Location
	Speaker
	D. Educational Session
	New Member/All

	1:00 – 1:45 pm
	Location
	Speaker
	E. Educational Session
	New Member/All

	1:00 – 1:45 pm
	Location
	Speaker
	F. Educational Session
	New Member/All

	10 MINUTE BREAK

	
	
	
	SESSION III Workshops
	

	1:55 – 2:40 pm
	Location
	Speaker
	A. The Work of the Sgt.-at-Arms
	Officer

	1:55 – 2:40 pm
	Location
	Speaker
	B. The Work of the Secretary
	Officer

	1:55 – 2:40 pm
	Location
	Speaker
	C. Educational Session
	New Member/All

	1:55 – 2:40 pm
	Location
	Speaker
	D. Educational Session
	New Member/All

	1:55 – 2:40 pm
	Location
	Speaker
	E. Educational Session
	New Member/All

	1:55 – 2:40 pm
	Location
	Speaker 
	F. Educational Session
	New Member/All

	10 MINUTE BREAK

	2:50 – 3:20 pm
	Location
	Speaker
	General Session
	All

	3:20 – 4:05 pm
	Location
	Speaker 
	Afternoon Keynote
	All

	4:05 – 4:20 pm
	Location
	Speaker 
	CLOSING CEREMONIES, RAFFLE DRAWING, AWARD PRESENTATION
	All


Possible Educational Presentations
District 30 is asking all Toastmasters who are presenting educational sessions at the TLIs to use materials from the various series published by Toastmasters International.  These include, but are not limited to, the Successful Club, Better Speakers, and Leadership Excellence series.

We recognize, however, that many of the presentations are only 7 to15 minutes in length.  One way to expand these presentations into 40 to 50 minute presentation is to add personal stories, experiential exercises, and outside information.  Another way to expand these presentations is to present more than one module per session.  

Listed below are possible combinations of materials that can used to create longer presentations.  They are grouped by series.  The column “Target Audience” identifies potential audiences for the presentation.  “Potential Presenters” identifies where the speech may be applied for someone working on an award.

From Better Speakers series:

	Suggested titles


(Combination of modules to use)
	Potential 

Target Audience
	Potential Presenters: 

(people working on)

	Creating a Great Speech
	New Members
	ATM-S

	· Organizing Your Speech
	
	

	· Beginning Your Speech
	
	

	· Concluding Your Speech
	
	

	Speak & Be Happy
	New Members
	ATM-S

	· Taking the Terror Out of a Talk
	
	

	· Preparation and Practice
	
	

	Get Your Message Across
	New Members
	ATM-S

	· Know Your Audience
	
	

	· Selecting Your Topic
	
	

	· Using Body Language
	
	

	You Want Me to Say What???
	New Members
	ATM-S

	· Creating an Introduction
	
	

	· Impromptu Speaking
	
	


From Successful Club series:

	Suggested titles


(Combination of modules to use)
	Potential 

Target Audience
	Potential Presenters: 

(people working on)

	Increasing Membership
	VP of 
	ATM-S

	· Finding New Members for Your Club
	Membership
	CL

	· Closing the Sale
	
	

	Strengthening Clubs
	Presidents, 
	ATM-S

	· Creating the Best Club Climate
	VPs of Education,
	CL

	· Keeping the Commitment
	Other Officers
	

	For Advanced Toastmasters
	Experienced 
	ATM-S

	For New Members
	New Members
	ATM-S

	· Setting the Stage for Success:  Meeting Roles and Responsibilities
	
	CL

	· The Toastmasters Educational Program
	
	

	Moments of Truth
	All Toastmasters
	ATM-S

CL

	Attracting and Keeping New Members
	VPs of
	ATM-S

	· Finding New Members for Your Club
	Membership and Public Relations,
	CL

	· Creating the Best Club Climate
	All Toastmasters
	


From Leadership Excellence series:

	Suggested titles


(Combination of modules to use)
	Potential 

Target Audience
	Potential Presenters: 

(people working on)

	Building a Successful Team

· Building a Team

· Delegate to Empower
	Club officers
	CL

	Creating the Foundation for Your Club

· The Visionary Leader

· Developing a Mission

· Goal Setting and Planning
	Club officers
	CL

	Creating a Great Team (part 1)

· Motivating People

· The Leader as Coach
	Club officers
	CL


	Suggested titles


(Combination of modules to use)
	Potential 

Target Audience
	Potential Presenters: 

(people working on)

	Maintaining a Great Team (part 2)

· Giving Effective Feedback

· Resolving Conflict
	Club officers
	CL

	The Essence of Leadership

· Service and Leadership

· Values and Leadership
	Club officers
	CL


Other potential modules:

From Success/Communication series:

	Suggested titles


(Combination of modules to use)
	Potential

Target Audience
	Potential Presenters: 

(people working on)

	How to Listen Effectively 


(Listening skills)
	All Toastmasters
	ATM-G

	The Art of Effective Evaluation
	All Toastmasters
	ATM-G

	Building Your Thinking Power, 


Part I: Mental Flexibility
	All Toastmasters
	ATM-G

	Building Your Thinking Power, 


Part II: The Power Of Ideas 
	All Toastmasters
	ATM-G

	From Speaker to Trainer
	Experienced Toastmasters
	ATM-G

	Speechcraft 
	Experienced Toastmasters
	ATM-G


From Success/Leadership series:

	Suggested titles


(Combination of modules to use)
	Potential 

Target Audience
	Potential Presenters: 

(people working on)

	How to Conduct Productive Meetings
	All Toastmasters
	ATM-G

	Improving Your Management Skills
	All Toastmasters
	ATM-G

	Leadership, Part I: Characteristics of Effective Leaders
	All Toastmasters
	ATM-G

	Leadership, Part II: Developing Your Leadership Skills
	All Toastmasters
	ATM-G

	Leadership, Part III: Working in the Team Environment
	All Toastmasters
	ATM-G

	Parliamentary Procedure in Action
	All Toastmasters
	ATM-G


Other miscellaneous programs:

	Suggested titles


(Combination of modules to use)
	Potential

Target Audience
	Potential Presenters: 

(people working on)

	Youth Leadership Programs
	Experienced Toastmasters
	

	Debates
	Experienced Toastmasters
	

	How to Rebuild a Toastmasters Club
	Low-member clubs
	

	How to Build a Toastmasters Club
	Experienced Toastmasters
	


Guidelines for Selecting and Preparing Speakers

While the chair people are the backbone of the TLI behind the scenes, speakers are the backbone of the TLI in front of your audience.  

In order to ensure quality and consistency of presentations, District 30 has adopted these guidelines for selecting speakers and helping them prepare for their presentations.  Please review these guidelines when looking for speakers at your TLI.

General information:
All presenters are expected to use Toastmaster International Materials as the foundation of their presentations.   Original speeches on topics not covered in TI materials should be referred to Spring or Fall conference chair.

Be polished, prepared and exciting.  Everyone loves to hear a dynamic, quality presentation.  Fellow Toastmasters are no exceptions.  Prepare your presentations in the same way you would prepare any other speech.  Practice, perfect, and practice again.

Prepare the speaker for the size audience they may encounter.  Some speakers have never spoken outside their club.  If they are giving one of the educational sessions, prepare them for the fact that they may be speaking in front as many as 40-50 people.  If they are giving one of the general session speeches, let them know that they may be addressing as many as 400-500 people.  [And if all else fails, have smelling salts handy.]

handouts.  Many people like to take away materials from a presentation.  It helps them remember the information later.  It also gives them a place to take notes.  Most TLIs do not have a budget for paying for copies of session handouts.  Encourage the speaker’s company to underwrite the cost of the photocopying.  If the speaker’s company won’t or the speaker is self- or unemployed, partner the speaker with another Toastmaster who’s company will do the photocopying for free.

Officer Training:

When selecting presenters for officer training, select from your more experienced Toastmasters.  

Presenters need to draw on their own experiences when presenting officer training.  Therefore, presenters should have held the officer before.  Choose a presenter who currently holds an office only if they have held the office  prior to this year.  Starting in 2004, District 30 is currently asking the Top District Officers (District Governor, Lt. Governor of Education and Training, Lt. Governor of Marketing, and Public Relations Officer) to train their respective roles in the club.

Presenters are expected to use the Toastmasters International officer training manuals and transparencies as a basis for their presentation.  

At the Summer TLI, the presenter is expected to cover at least the material in these manuals.  S/he is encouraged to supplement the materials with other materials the officers might find useful as well as suggestions based on the presenters experience.  

At the Winter TLI, the presenter is encouraged to use the materials as a review of what the officer has done in the first six months of his or her term.  The presenter can use the time to discuss what has worked for officers, how things can be improved, and share ideas among the officers present.

For Educational Sessions:

One of the Goals of the TLI is to give Toastmasters a chance to present modules from Toastmaster materials so they can complete their CL, ATM/Silver or ATM/Gold Awards.  When identifying presenters, encourage Toastmasters working toward these awards to be presenters.

Presenters are expected to use the materials from the Leadership Excellence, Better Speakers,  or Successful Club series or other Toastmaster International materials as a foundation for their presentations.

Because many of the modules are brief (7 to 15 minutes in length), presenters may combine modules to create a longer presentation (see Potential Presentations).

JOB DESCRIPTION

Facilitator

Description:

The Facilitator is responsible for running all aspects of an individual educational sessions offered at the TLI.

Reports to:
TLI Education chair 

Responsibilities:

· Introduces the speaker (information will be provided by the speaker and Education Chair)

· Times the presentation

· Presents a certificate and gift to the presenter at the end of the presentation

· Provides as written evaluation for the speaker, if requested

· Assists with handouts, equipment, and logistics in the room

· Distributes and collects session evaluation forms

· Reminds all attendees to sign the Attendance sheet, especially officers who need credit for the training for their office to meet the Distinguished Club Program (DCP) requirements

· Reminds attendees to include their district number on the Attendance sheet if they are attending from another district

· Collects and returns Attendance sheets and evaluation forms to the registration desk

· Is familiar with facilities layout

Special considerations:

· Facilitators should ensure that all officers attending training for their office sign the Attendance sheet so that they get DCP credit for their training.

· Presenters can serve as facilitators for other presenters during the TLI

Facilitators Folder Check List

A facilitator packet should be created for each person presenting a session at the TLI.  This packet will contain all the materials and information needed by the Facilitator during the session.

The Facilitators’ Folder should have the following material and information:

· The name of the Presenter, Facilitator, Title, and Time of the session printed on the front of the folder

· Facilitators’ Check List

· Presenter’s Bio (obtained by the Education Chair)

· Attendance Sheets (5)

· Evaluation Forms (40) 

· One envelope for returning Evaluation forms

· Timing Cards

· Certificate & Gift for the Presenter

District 30

Toastmasters Leadership Institute

Facilitators Duties Check List

· Know layout of facility - Please NOTE:  restrooms, exits, & elevators

· Introduce speaker (speaker to provide bio information)

· Assist with handouts and/or equipment 

· Ensure everyone signs Attendance Sheet (please collect & return to Registration desk)

· Reminds attendees to include their district number on the Attendance Sheet if they are from another district

· Time the presentation so that attendees have at least five minutes for preparation of their evaluations (discuss timing sequence with presenter) 

· Distributes and collect evaluation forms (put in envelope provided, please return all evaluation forms to Registration Desk)

· Present certificate and gift (on behalf of District 30)

· Provide written evaluation in speaker’s manual if requested.

Your Facilitators’ Folder should contain the following material:

· Facilitators’ Check List

· Presenter’s Bio

· Attendance Sheets (5)

· Evaluation Forms (40) 

· One envelope for returning Evaluation forms

· Timing Cards

· Certificate & Gift

Thank YOU in advance for a job well done.  

Registration Packet

Registration Packets are given to all TLI attendees.  They are distributed the day of the TLI, usually at the Registration Desk.

Registration Packets should be compiled about a week before the TLI.  The TLI schedule should be the last item added to accommodate last minute schedule changes.

The Packets pages may be loose or stapled.  They are traditionally put in a folder to keep the pages and other materials together.

Items to include in the registration packet:

All registration packets should contain the following items:

· Letter from the District 30 Lt. Of Education and Training

· TLI schedule for sessions

· Facility map 

· Session descriptions, including the following information:

· Title of the presentation

· Name of the presenter

· Location of the presentation

· Description of the session

· Sign-up Instructions for the  District 30 Yahoo! Group Listserv 

· Overall Evaluation form

In addition, you may want to include the following items:

· 3-5 sheets of paper for notes

· Pen

· Acknowledgement of gift donors

· Announcements for other Area, Division, District 30 and Regional events, such as:

· Conferences

· Speech contests

· Special events

· Additional training events 

· TLI brochures for subsequent TLIs

· If a meal break is scheduled:

· Area restaurants

· Area street map

District 30
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Registration Packet Check List

The Registration Packet should contain the following materials, if appropriate:

Required:

· Letter from the Division Governor

· TLI Schedule

· Facility map – location of rooms

· Session Descriptions

· List of TLI functionaries

· Sign-up instructions for the District 30 email list

· Overall Evaluation Form

Optional:

· 3-5 blank sheets of paper, for note-taking

· Pen

· List of donors, if gifts have been donated

· Announcements for Area, Division, District and Regional events, such as:

· Contests

· Conferences

· Special events

· Additional training events

· TLI Brochure for subsequent TLIs

· Area restaurants, if a meal break is part of the TLI

· Area street map, if a meal break is part of the TLI

Insert a registration checklist of things to do.  See email from Dan Seiler.

Gifts and Certificates
TLI Functionaries

Gifts are typically given to various functionaries at the TLI.  These functionaries include:

Chair people

Presenters

Division TLI Deans (Winter TLI)

The gifts may be selected from a variety of sources.  In the past, gifts have been purchased from the following sources:


Toastmaster International Catalog



www.toastmasters.org


Successories (sell motivational and inspirational items)



www.successories.com


The Chapman Group (awards and promotional items)



www.gopromote.us


Pin Gallery



www.pingallery.com

Other sources may be used as well.  On occasion, the gifts have been designed by fellow District 30 Toastmasters.  For example, laminated bookmarks were given to presenters at the 2002-2003 TLIs.

The following price guidelines were used in selecting gifts:

Division TLI Deans
Price range:
$8 - $15

Chair People
Price range:
$5 - $10

Presenters
Price range:
$2 - $5

Additionally, a gift may be given to the District Governor, Lt. Governor of Education and Training, and Lt. Governor of Marketing at the discretion of the TLI Dean.

Gifts for the Summer TLI functionaries are selected by the Summer TLI Dean.  Gifts for the Chair People, Presenters, and other functionaries at the Winter TLIs are selected by the Winter TLI Dean with input from the Division TLI Deans.  Gifts for the Division TLI Deans are selected by the Winter TLI Dean.

Please note:  The amount spent on gifts is largely dependent on the TLI budget and what the District Governor will approve.

Certificates of Appreciation

Certificates of Appreciation are usually given to the following TLI functionaries:

Chair People

Presenters

Optionally, certificates may also be given to session facilitators and Division TLI Deans.

Deans may purchase certificates from Toastmasters International or designed their own.

Raffles

Raffles are a tradition at the Summer TLI.  In the past, smaller gifts have been  raffled off throughout the day.  The larger gifts have been raffled off during the closing session.  This encourages people to stay to the end. 

Raffles have not been traditionally held at the Winter TLIs.  However, if the Winter TLI Dean and Division Deans agree to hold a raffle, it is recommended that all TLIs hold raffles for consistency across the District.

Raffle “tickets” have come in a variety of forms.  They can be as formal as tear-off tickets and as informal as writing your name and phone number on a piece of paper.

Raffle gifts may come from a variety of sources.  Most have been donations and were not Toastmaster or public speaking related.  In the past, gifts have been donated by:

· Individual Toastmasters

· Clubs

· Businesses and merchants in the area

Give-aways
Small gifts have sometimes been given out to TLI attenders in the past.   These gifts were typically donated from corporations and organizations, not purchased by the District.  The District has, on occasion, purchased cloth bags that were given to attenders.

Toastmasters District 30

Training Session Attendance Sheet
___________________   _____________   _____

                       (Session name)                                                                            (Presenter)                                              (Date)

	Your name

(Please print clearly)
	Club #
	Club name
	For officer training, do you currently hold this office?
	District 

(if other than 30)

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	

	
	((((((
	
	(Yes(No
	


Toastmasters District 30

Winter TLI Educational Session Evaluation

	Date:
	


	Session Title:
	

	Presenter:
	


Presentation:

	      Circle rating:  1 – Needs improvement      2 – Adequate       3 – Good       4 – Very Good       5 – Outstanding

	Presenter was knowledgeable about this subject.
	1       2       3       4       5

	Content met objectives of the presentation.
	1       2       3       4       5

	Presenter used Toastmaster International materials.
	1       2       3       4       5

	Materials and visuals were appropriate to audience and content.
	1       2       3       4       5

	Presenter’s style was appropriate to presentation and audience.
	1       2       3       4       5

	Audience had opportunities to ask questions or to participate.
	1       2       3       4       5

	
	

	Timeframe of presentation:         1 - Needs less time   2 - OK   3 - Needs more time
	1       2       3 


Background information:

	Have you conducted or attended this session before?               Yes           No

       If so, when? ___________________________________________________
	

	Why did you attend this session? (Check all that apply)
___ I hope to apply what I learned here in my club or toward my Toastmaster skills.

___ I hope to apply what I learned here to my work, home, or other activities.

___ I was curious about the subject.

___ I want to see this particular presenter.
___ Other, please specify __________________________________________________________

        _____________________________________________________________________________
	


Comments / Suggestions for improvement (Please use back of sheet for additional space):
	
	

	
	

	
	

	
	


If you would like a response to anything above, please provide your name, phone number and e-mail:

	


Return this form to the facilitator or to the box marked “Evaluations” at the registration desk.

Send questions and concerns to:  
Dietmar Wagenknecht, Lt. Gov. Education and Training, 2003-2004





            1115 Muir Avenue
Lake Bluff, IL  60044
Toastmasters District 30

TLI Workshop Evaluation

	Date:
	


	Workshop Title:
	

	Presenter:
	


In this educational session, was the presentation effective for you personally?

	
	Circle rating:      1 – Could be improved      2 – Met expectations       3 – Exceeded expectations       4 – Outstanding

	
	Comments

	
	

	
	

	
	


How well did the content of the presentation support the stated objectives of the workshop?

	
	Circle rating:      1 – Could be improved      2 – Met expectations       3 – Exceeded expectations       4 – Outstanding

	
	Comments

	
	

	
	

	
	


How effectively did the speaker’s presentation  support the stated objectives of the workshop?

	
	Circle rating:      1 – Could be improved      2 – Met expectations       3 – Exceeded expectations       4 – Outstanding

	
	Comments

	
	

	
	

	
	


Other courses/improvements you would like to see at Toastmasters educational workshops:

	

	

	

	


If you would like a response to anything above, please provide your name, phone number, and e-mail:

	


Return this form to the facilitator or to the box marked “Workshop Evaluations” at the registration desk.

Send questions and concerns to:  
Bruce Burrow, Lt. Gov. of Education and Training 2004-2005





21913 O’Connell Rd., Marengo, IL 60152-2926
Toastmasters District 30

Winter TLI Overall Evaluation
	Date:
	


Please evaluate the following items using a rating scale of 1-4.  Please write in any comments

 next to each item as well.   (1 = Poor   2 = Good    3 = Excellent    4 = Outstanding)

	Opening session (Top Three district officers)
	    1      2      3      4

	Facilities

    Rooms

    Facility layout

    Acoustics
	

	
	    1      2      3      4

	
	    1      2      3      4

	
	    1      2      3      4

	Location (convenience, easy to get to
	    1      2      3      4

	Registration Packet 

    Easy to reference

    Complete
	

	
	    1      2      3      4

	
	    1      2      3      4

	Overall Conference
	    1      2      3      4


For the Saturday TLIs, please rate the following:

	General session 1 (morning)
	    1      2      3      4

	Lunch (leave blank if you didn’t purchase the on-site lunch)
	    1      2      3      4

	General session 2 (after lunch)
	    1      2      3      4

	General session 3 (closing)
	    1      2      3      4


	Comments / Suggestions for improvement



	If you would like a response to anything above, please provide your name, phone number, e-mail:




We need your help in planning our next Summer TLI.  Please take a moment to answer these questions.  Thank you for helping us plan the Summer TLIs!

	Would you prefer to attend a Summer TLI in (check all that apply):

	____June
	___ Early       
	____ Middle
	____ Late

	____July
	___ Early
	____ Middle
	


Before leaving this conference, please place this sheet in the box marked “Overall Evaluations Here” at the Toastmasters Registration Desk or mail it to:
Dietmar Wagenknecht, Lt. Gov. of Education and Training, 2003-2004


1115 Muir Avenue     Lake Bluff, IL  60044
Insert instructions for signing up for the District 30 Yahoo! Groups Listserv

Insert instructions on what to do with the Evaluation Forms and Attendance Sheets once they have been collected


	District 30 Summer 2004 TLI Proposed Budget

	

	Revenue
	Attendance
	Cost
	Income
	

	Option 1: Pre-registration

	200
	$12
	$2,400
	

	On-site registration
	80
	$17
	$1,360
	

	TOTAL REVENUE OPTION 1
	
	$3,760
	

	Option2: Pre-registration

	150
	$12
	$1,800
	

	On-site registration
	80
	$17
	$1,360
	

	TOTAL REVENUE OPTION 2
	
	$3,160
	

	

	Expenses
	

	Facility (Walter Payton College Prep H.S.)

	
	$1,545

	

	Breakfast snacks/juice
	
	
	$250
	

	Bags 
	250
	
	$600
	

	Gifts for presenters
	50
	$4.50 each
	$225
	

	Gifts for chairs
	7
	$5.50 each
	$39
	

	Certificates (quality paper/sleeve)
	
	$50
	

	Registration Supplies
	
	$50
	

	Registration Folders
	400
	$0.30 
	$120
	

	Administrative Expenses
	
	$300
	

	Other possible costs

	
	$200

	

	TOTAL EXPENSES
	
	$3,179
	

	NET PROFIT for Option 1
	
	$581
	

	NET PROFIT for Option 2
	
	$19
	


Printing will be handled by Mike Raffety at work; attendees will pay for a boxed lunch for which we’ll charge $9.

Revised:  4/16/04

Insert instructions for submitting receipts for reimbursement

VOUCHER FOR REIMBURSEMENT

BY DISTRICT 30


Insert any additional handouts
Sample





Sample





Total attendance: _____








Date of Request: ___/____/_____	Check Payable To:  _______________________





Full Name:  _________________________	Mailing Address:  __________________________





	_______________________________





Reimbursement of any expense on behalf of the District must make use of this voucher.





1)	Return this form with attached receipts to the District Governor (address below),


2)	then the expenses will be categorized and authorized, and


3)	the District Governor will forward this voucher to the Treasurer for payment.


Note:	Vouchers received by the 15th of the month wifl be paid on the first Monday of the following mouth.





	2003-2004 District Governor: Charles Brooks, DTM		Phone: 773-445-9454


	9035 S Loomis St FLl 1


	Chicago, IL 60620-3517





District Governor’s Approval: ______________________________________________


	(Signature)





	Internal


	Use Only


Type of Expense 	Amount	Description	Budget Line


	Item No.





Postage	$_______	____________________________	________





Telephone	$_______	____________________________	________





Travel	$_______	____________________________	________





Supplies	$_______	____________________________	________





Copier	$_______	____________________________	________





Printing	$_______	____________________________	________





Typesetting	$_______	____________________________	________





Other	$_______	____________________________	________





	TOTAL	$_______








Internal Use Only





Check No:___________


Date Mailed:___________





Sample





Courtesy of Mike Raffety, DTM, candidate for second vice president








� Decide how to assign participants to sessions and include this info in packets.


� Based on final registration preferences of attendees.


� Program to include descriptions of classes, map of facility, welcome from Summer TLI Dean, ads for any contributors; printing being done by Mike Raffety.


� Determine if we can deliver anything a day early.


� Best case scenario


� Worst case scenario-represents actual figures for last year’s TLI which had a low turnout.


� Fee includes use of lunchroom, auditorium (seating capacity 350), five classrooms (seating capacity for each 30) and all audiovisual needs (5 overhead projectors + TV/VCR) except LCD projectors though hookups are available if we provide our own.


� This is maximum cost.  It may only cost $1,444.58.


� Parking lot holds maximum of 80.  We will encourage attendees to use public transportation but will also have ample information about other nearby parking.    The Facility Chair is researching the use of Moody Bible Institute lots 2 blocks from the site; to offset costs of rental, we can charge participants for parking at these sites.   The other option is public parking at 100 W. Chestnut (corner of Clark & Chestnut) about a 6 block walk.  If this is the option we settle on, we may decide to use a shuttle van for parkers from the public parking to Walter Payton.  This arrangement would add an additional charge of between $138 - $200 for Davis Transportation ($55/hr, minimum 2 hours, 20% gratuity + $6 fee to city). 





� Not included in Total Expenses.  See footnote 5 above.






