MINUTES OF TOASTMASTERS’ AWARENESS MONTH 

PROGRAMME SUB-COMMITTEE AND SINGAPORE DISCOVERY CENTRE

held at the Singapore Discovery Centre on  6 Mar 2004 at 9.30 am

	Present
	

	Jackson Chua
	Awareness Month Exco member (Publicity)

	Kim Siong
	Awareness Month Exco member (Programme)

	Evelyn 
	Awareness Month Sub-Committte member (Family Life)

	Lim Lin Da
	SDC representative


	Matters Arising
	Action By

	1. Background to Meeting

This meeting is called as a result of an earlier meeting on 5 Mar 2004 between Toastmasters Awareness Month Committee members and SDC to formalize the partnership and collaboration between the 2 organizations:

a) Toastmasters Awareness Committee representatives: 

      Boey Yut Mei, President, Jackson (Publicity), Evelyn 

      (Family Life)

b) Singapore Discovery Centre representatives:

GK Pillai (Snr Dir, Operations), Cheryl (Executive, Marcom), Lim lin Da (Dir, Education), Edward Lim (Education Executive [Marketing])

The basic assumptions underlying this Programme Planning meeting are based on the agreement made by Toastmasters Awareness Month committee and SDC during the 5 March 2004 meeting.


	For info



	2. Basic Assumptions for the Programme Planning 

The Programme Planning Assumptions are:

· Duration: it will be a 2-day event running from 9 am – 7 pm

· Programme proposals, decisions and execution:  will be jointly made by the Programme committee comprising SDC and TI Awareness Month representatives. The proposals will be submitted to the TI Organizing Committee for endorsement.

· Target Audience: Programme’s target audience should include schools, walk-ins, Toastmasters, CC & grassroot groups, private companies with / contemplating to set up a Toastmasters club

· Publicity - SDC will reach out and market the event to schools;

     TI Organising committee will reach out to Toastmasters; but both 

     will jointly reach the mass media

· Programme Content: Whilst the Programme form may be creative and flexible, the content for speech contests and educational workshops would carry both National Education and Family Life content and messages to meet the objectives of SDC and national funding bodies eg MCDS, CDC

· Funding: 

· TI Awareness Month committee will handle the sponsorship for the programme booklet and TI programmes for the 2 days.

· Monies collected from S$5 ticket sales to toastmasters and SDC admission ticket packages for public  – will be given to SDC to recover utility and organizing costs.

· Monies from sponsorship for the 2-day event and sales of TI / Public Speaking materials – will be given to TI Awareness Month Organizing committee to defray organizing costs

· Admission Ticketing Cost: 

· S$5 – for Toastmaster and friends who bought the tickets through a Toastmaster / Toastmasters’ Club

· S$4 (TBC ) – for schools who bought ‘tickets’ from SDC Edu staff 
· S$9.90 & S$14.50 (TBC by SDC Management) – for SDC walk-in guests, tourists and members of the public as a package to enjoy the Toastmasters’ public outreach activities

· SDC Sponsorship-in-kind / Collaboration includes:

· Staff support for logistics planning and execution of traditional games, NE quizzes and educational Gallery guiding / curation for the schools and children’s segment of the programmes by Education Department

· Marketing support – to market the public speaking programme to schools / learning institutions for the 2-day event 
· Provision of entire venue – Discovery Theatrette; Iwerks Theatre; 4 classrooms; Lobby; Discovery Land outdoor tentage space; Discovery outdoor amphitheatre and any other space within the SDC compound 

· Publicity support – in joint press releases and angling for Radio, TV, papers and magazines by Marcom Department; Banner & poster design; provision of bags for goodie bags

· Transportation – a dedicated bus to ferry guests from Jurong East MRT every 30 min to centre from 9 am – 6pm by Operations Department

· AV and Technical staff support for facility usage – basic lighting, microphones, arrangement of tables and chairs, tables for sales booths and registration counters by Engineering & Facilities Department

· Staff to host Gallery Tours – hosts to welcome guests and conduct point-to-point exhibit guiding by Operations Department

· Security Support – to mobilize security guards to act as coach / bus marshals and crowd control marshals when necessary by Operations Department   
	

	3. Summary of Discussion on 6 March 2004

Minimum Visitor Target:  

· 17 April 2004 (am): 2000 Primary & Sec children 

· 17 April 2004 (pm): 2000 JC/ tertiary students
                                     500 Toastmasters & guests
· 18 April 2004 (am):  1,000 Toastmasters & family  

· 18 April 2004 (pm):  500 walk-ins & Little George pals

SDC Space Allocation for Programme

a) Table Topics Speech Contests and Programme Briefings

· Lobby Ramp (capacity: 200 seated on floor) 

· Discovery Land (capacity: 2000) 

- for concurrent Table Topic Speech Contests with content related to NE

b) TI Registration, Members’ Recruitment and Sales Booths
· Outside Hospitality Suite  (capacity : 4 tables) 

· along Corridor of Fame (capacity: 4 – 5 tables)

- for sale of TI Public Speaking materials, individual Division recruitment booths, guest registration and collection of goodie bags

c) Public Education / Public Speaking Talks / Sample Toastmasters Meeting in Progress 

· Hospitality Suite (capacity: 80 seated on chairs)

· Band Stand (capacity: 60 seated on floor)

· 2 combined classrooms (capacity: 20 – 26 seated on chairs) 

 – for Toastmasters’ Public Education Talks by venerated Toastmasters, professional TM trainers, past champions and/ sample Toastmasters’ Meeting in Progress
d) Toastmasters’ Awareness Month Launch with GOH 

· Iwerks Theatre (capacity: 360)

- for formal /official ceremony of the Launch

e) VIP Reception

· VIP Lounge (capacity: 10)

- to receive and hold VIP, for press interviews etc 

f) Screening of Past Toastmasters’ International / Division Speech Contests

· Discovery Theatrette (capacity: 340)

- to screen past Area / Division / Regional / International Speech Contests 

g) Storytelling Sessions / Group Games with NE Content
· Outdoor Amphitheatre  (capacity: 30 – 35 children)

h) Traditional NE Games
· Concourse area (capacity: 20 – 25 children)

h) NE Exhibition Tours
· SDC Galleries (capacity: 200 per run)
	

	4. Proposed Programme Schedule (for comments)

a) For Primary / Sec School Groups / Children (3 hrs)

Session 1:   9 am – 12.00 pm (17 & 18 April 2004)

                     2.30 pm – 4.30 pm (18 April 2004) (TBA by Toastmasters)

Programme Sequence 

· 20 min Briefing (by SDC Edu facilitators)

· 45 min Upper / Lower Gallery Guided Tour / NE Activity 

      (by SDC facilitators / hosts)

· 60 min break-out sessions (by Toastmasters / Family Life volunteers) 

- Table Topics Speaking tips I (30 min)

- Public Speaking tips II (30 min) 

- Selection / Nomination of contestants by audience

· 60 min National Education Table Topic contest

· 10 min Announcement of results & Prize-Giving

b) For JC / Tertiary Groups (3.5 hrs)

Session 2:  1.00 pm – 4.30 pm (17 April 2004)

Programme Sequence  

· 45 min Introduction & Public Speaking Tips (by Toastmasters volunteers)

· 40 min Screening of Toastmasters Past Contest speeches

       & discussion on learning from the Public Speaking Gurus 

· 30 min NE hunt / NE break-out discussion (by SDC staff)

· 15 min NE Topic Preparation (by SDC staff & student leaders)

· 60 min NE Table Topic Contest (by SDC Toastmasters staff)

· 10 min Announcement of Results & Boobie Prize Giving

· 10 min Evaluation & feedback from students

c) Toastmasters’ Intergenerational Family Day Programme (3 hrs) 

Session 3: 2pm – 5 pm (18 April 2004)

Programme Sequence

· 10 min Briefing (by SDC / Family Life facilitators)

· 40 min Upper Gallery / Periscope Guided Tour / NE Activity (by SDC facilitators / hosts)

· 60 min Story-telling (by Family Life volunteers) 

- 4 story corners of 15 min each on 1 NE message each with Intergenerational theme  

· 60 min Family Teams Table Topic contest

· 10 min Announcement of results & Prize-Giving

To Do:

Prizes – to be sourced by Toastmasters (Jackson)

Table Topics Speaking Tips – to source Toastmasters & Family Life Ambasadors’ volunteers (Kim Siong & Evelyn)

Marketing of Programme to schools – SDC Education dept

Company, Guest & TM Invitation Lists – TI Awareness Committee

Sponsorship Letters & Proposals - TI Awareness Committee

Budgets – SDC & TI Awareness Programme Committee


	

	5. SDC Toastmasters’ Club Installation Programme

- Can it be incorporated into the Toastmasters’ Awareness Month Launch programme (to be discussed further)

     Proposed Launch Programme by Kim Siong:

· Welcome speech by Organizing Chairperson
· Message by GOH
· Speech on how TM has benefited families
· Tokens of appreciation for GOH
· Reception
· Talk on Use of Language to Good Communication for families
· Showcase speeches by Division Governors & Area Governors on “Communication with your families”
· Quiz
· Prize-Giving
 
	

	6. Public and School Programme Content

The definition of ‘Family’ besides being intergenerational, to be expanded to include our other ethnic groups as part of the larger Singaporean family of citizens. SDC’s Education Dept will provide the content direction for National Education (NE) messages. A poster containing the 6 basic NE messages has been given to the Programme committee.  


	

	7. Visitorship

Visitorship numbers is of utmost importance to SDC’s partnership for the TI Awareness Month event to justify the manpower, hours and expertise put into the planning and execution of the event. Besides programme quality, the ability to attract visitors constitutes a major indicator of the success of the event.


	

	8. Event & Programme Publicity Strategy

Aimed to attract both volunteers and visitors for the event:

Publicity Channels:

· PA, CCMCs and Community Clubs with Toastmasters’ clubs

· Companies with Toastmasters’ Clubs

· Individual Toastmasters’ clubs

· Business associates of individual Toastmasters who are entrepreneurs

· Schools – primary, secondary, JCs, tertiary, pre-school

· Religious organizations

· Grassroot organizations and NGOs that promote intergenerational communication and that serve the elderly

· Family Life Ambassadors’ 

· MCDS, NCSS, MOM, CDCs, National Volunteer Centre

· Ethnic Self help groups – clan associations, SINDA, CDAC, MENDAKI

· NCSS, NVC companies and sponsors pro towards children, intergenerational communication, lifelong learning and national education goals

· Volunteer Interest groups eg Lions, Rotary Clubs, Freemasons

· Professional organizations eg ACCA, Chambers of commerce etc

· NMPs, MPs for areas where the CCs / constituency has TM clubs
	


Recorded by : Lim Lin Da (SDC Representative)

PROPOSED BUDGET FOR SCHOOL PROGRAMMES & EVENT

	Item Description
	Budget Estimate

	Speech Contest Prizes

1st Prize - $ 20 x 5 (trophies) = $100

2nd Prize - $  15 x 5 (trophies) = $75

3rd Prize - $ 12.50 x 5 (trophies) = $62.50


	$ 240

	Certificates for Contest Participation

30 participants / contest x 5

@ $4 / certificate 

(printing & colour catridges by SDC)
	$ 600



	Souvenirs 

Guest of Honour 

@$60

Volunteer TM & Family Life speakers/ trainers / facilitators 

@$10 x 40 = $400 


	$ 460

	Stationery

Name badges for TM / Family Life volunteers, Organizing Committee 

Pens, markers & paper printing


	$100



	Reception for Launch

$7 / head x 360
	$2520



	Publicity 

Banners at SDC

@$200 x 2 = $400

Posters for schools, CCs & grassroot organizations, NGOs

@$500

Invitation Letters to VIP guests & organizations

@$100

Programme Booklet

@$5 x 500 = $2,500


	$3,500 

	Goodie Bags

TI T-shirts

@ $7 x 600 = $4,200

TI Public Speaking Materials

@$3 x 600 = $1,800 
	$6,000



	*Venue Rental


	$10,000

	* Project Administration & Manpower


	$5,000

	Contingency
	$300



	TOTAL
	$28,720


* SDC’s sponsorship in kind
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