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CONFERENCE & SPEECH CONTEST ORGANISATION 

PROGRAM CHECKLIST 

There are 3 reasons for holding a Conference.  In order of importance these are:

1. Conduct the business of the Area/Division/District

2. Provide educational opportunities to members

3. Conduct Speech Contests

Arrange a Conference Committee Meeting to discuss format of Conference

· Appoint/receive nominations for host club

· Allocate responsibilities and develop checklist

· Prepare a draft Conference Program

· Decide on a theme for the Conference

· Allocate Conference Chairman

· Prepare a draft agenda for Area/Division Council Meeting

Prepare Conference Program

Elements of a Conference Program:

1. Council Meeting  
2. Educational Sessions

3. Contests 

Attracting Your Audience

To attract a good attendance, the program should appeal to a broad range of members. Not everyone will be excited by listening to speech contests.  To capture a broader audience the program needs to: 
1. have variety – guest speaker, educational sessions, time for socialising

2. be interesting – select educational sessions and/or guest speaker  that will interest the audience

3. consider the contestants – timing and sequencing of contests

4. Invite the public 

· Use previous programs as a guide (does not have to be the same from year to year)

· Consider sequencing of Contests (contestants may be in Humorous & International) and break up the two prepared speech contests ie Humorous and International  

· Ensure that plenty of time is allowed for briefings (usually 15 mins per contest)

· “Dead Spot Fillers” – there is nothing worse than times when nothing happening – use small segments to fill in the time productively eg raffle ticket sales, TM Trivia Quiz, advertise upcoming events

· Can have a separate booklet for the Council Meeting and a single sheet for the Conference Program (  to save money and paper ) or 2 booklets or 1 with everything in it .

Always include at least 1 educational session (2 is preferable)

Conference Booklet

Conference booklet should contain:

· Conference Program

· Welcome Message from Area/Division Governor

· Council Meeting Agenda

· Minutes of last annual Council Meeting

· Reports from Club Presidents (Area Conference) or

· Area Governors (Division Conference)

· Overview of Educational Sessions etc

· List of contestants in each contest

· List of place getters for each Contest

Note that due to copyright laws photocopies or made up formats of Contest Judge’s Ballots are not permitted. 
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CONFERENCE & SPEECH CONTEST ORGANISATION 

PROGRAM CHECKLIST(continued) 

Promote the Conference

Approx 3-4 months prior to Conference – begin promotion of Conference within Area/Division

· Send out Conference information by email, flyers in mail, on Website

· Send out reminders and follow up registration forms 2-3 times in lead up to conference

· Create excitement about the program

Equipment Required

· Timing lights – 2 sets or 1 set and green/orange/red cardboard squares

· Bell or other audible timing indicator (in case of need for sight impaired contestants)

· Stopwatches (3) – 1 for each timer and a spare

· Lectern
· Stand/small table for timing lights

· Gavel (for council meeting)

· Microphone/Lapel Microphones (if necessary). As contestants will need to be familiar with these if they reach District level then it is preferable to give contestants practice at the earliest possible level – if not at Area then at Division. Have two types available
· Registration Desk

· Cash Float

· Receipt book

· Table for raffle prizes

· Table for Supplies display (if available)

· Raffle prizes

· Raffle tickets

· Name tags for registrants – small gold safety pins if necessary

· Extension cord and double adapter

· Scissors, sticky tape, blue tac, paper clips stapler, small first aid kit 

· Certificates of Appreciation for Evaluation Contest Test Speaker, Contest Chairmen, Judges.  It is not necessary to purchase gifts. 

· Spare copies of judges ballots, Timer and Tally Counter forms

· Cheque to pay Venue if necessary

Trophies

· Arrange for return of any perpetual trophies by the previous year’s contest winners

· Arrange for personal trophies (if necessary)for Contest winners  to be made up
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