“TI Awareness Month” 

7th Organising Committee Meeting

Date: 11th April 2004 Sunday
Time: 4.30 PM 

Venue: Singapore Discovery Centre (SDC) 
Present:

Organising Chair: Boey Yut Mei – AG B3

Division B Representative:  Edmund Chew AG B2 
Division D Representative: Tay Yiang Ping AG D1  
Division S Representative:  Patricia Lum, Jackson & Wilson Liu 
Division Z Representative: Poh Kim Siong
Advisor: Susan Wong 
Support Team – Peter Goh, Lawrance Quek, Willy Tan, Boon Hwee, Lincoln 
	Item
	Description
	ACTION

	 
	Introduction  and Welcome:

Organising Chair Yut Mei welcome all attendees and thanks for their very supportive efforts and times for the meeting.


	 

	1
	Last meeting minutes 
Meeting Minutes on 28th March prepared by Yiang Ping was confirmed 


	

	2
	Sponsorship
Yut Mei apologies for not able to secure any sponsorship for the Event, it was proposed that all Divisions would jointly sponsor the Event, including individual volunteered by some members too:

Yut Mei: $100 (paid to YP)

Lin Da: $100

Dr. Khong: $100

Division B: $75

Division D: $75 (paid to YP)
Division S: $100 (paid to YP)
Division Z: $100 (Kim Siong advised there was no approval from Division Z Governor yet)

Total $650

· Though Dr Khong could arrange a special cost saving for Refreshment catering, it was still hoped that SDC could check with their caterer if they could cater the Refreshment based on the available budget for 200-250 pax. Say: $2.50/pax for 250 pax or $3/pax for $200…
- Lin Da would check on Monday and confirm before Dr. Khong proceed with the order.
· Lin Da would provide staff to in-charge of catering arrangement
· Yiang Ping is the acting Treasurer, since no one is assigned from Division B

· No Hospitality Room for G-O-H, as he would prefer to be the same as all audience.  
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	Prizes Plan

· Edmund Chew would sponsor 40 book prizes (yet to decide who to give)
· MCDC would sponsor 150 Cups (though it was meant for Door gifts, but some committee members have suggested for other purposes, no decision was made yet.
· Yut Mei sponsored 3 file boxes with food vouchers for top 3 prizes Photographs Contest
· Edmund would sponsor 2 banners, 1 at SDC Entrance and 1 in Discovery Theatrette.  
· Susan has 5 Trophies and another 16 Consolation prizes for Essay Writing Competition.
· Wilson would sponsor 'Buffet Lunch voucher for 2 persons at Triple 3 in Meritus Mandarin Singapore' for Quiz 
· ROOF would sponsor 500 Balloons, Hock Seng to contact Lin Da, as SDC could help to distribute the Balloons, with 250 each for 2 days.
· Susan would sponsor Corsages for all Committee members
· Kim Siong would arrange all prizes for the Student Programme and Sunday Programme.
Lin Da requested all prizes to be given to her by Wednesday for wrapping to be consistence for quality image/ presentation as required by SDC.
	

	4
	MINDS

· Yut Mei informed that The Cultural Society and Breakthrough would take charge for 40 attendance from MINDS that would arrive at 1.30pm
· SDC has provided Outdoor Container for them
 
	 Info

	5
	Authors Talks and Books Selling
· Edmund has submitted all Authors names and books, Boon Hwee would in-charge of the Book Selling table with Doreen.

SDC has provided Unity and Wisdom classrooms for the Authors Talks from 2.00pm to 5.00pm on Sunday.
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	T-shirts

· Edmund reported that all T-shirt could be available by Tuesday.

· Yiang Ping would pass the details of T-shirt orders from the Main and Sub-Committee members at $18 to Boon Hwee

· Boon Hwee advised committee members to collect them on 16th April, Friday evening, or early during the Event days. 

· All T-shirt will be selling at $20 during the Event and $25 after the Event.


	

	7
	Publicity 

· Jackson had presented the TAM Event in most Division Contests, and would follow up to call all Clubs Presidents to invite the Clubs members to attend the Events

· All Programme to be confirmed on Monday, for printing deadline for 500 coloured copies, that include Programme, Messages by VIP, TMC in Singapore, Contest Results for Family Photo and Essay Writing… it should be ready by Thursday.

· Full name of G-O-H must be indicated on Programme sheet

· 4 Banners would be hanged up on places such as MRT, Bus Interchange…
· Tuesday – Thursday  all media promotion for TMs, public commence

· Jackson would send the invitation letter to all for inviting Corporate and special guest.

· Committee to provide all Guest names to Agnes of SDC for their official invitation too.

· ¼ page advertisement on Straits Time on Thursday

· Friday – setting up on stage and entrance with banners 
· Wilson reported that no club has intention to bring the Club Banner; it was therefore forego the idea to eliminate the effort in hanging them.
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	Tables for Sales and Promoting of Clubs
· Wilson will take charge of all Tables for Vendors and Clubs
· 8 Tables reserved by Clubs and Divisions

· 4 Vendors confirmed 

· 1 Table for World Champion Workshop promotion

· 1 Table for Bulk Purchase distribution
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	Tickets Distribution – up to-date on 11th April 2004
·  .
 
Ticket Nos
Ticket Issued
Ticket Sold 
To-date
Remarks
Division B
Chew Ban Seng
0201-0220
0331-0350
0701-0800
140
40
paid $200
Area B2
Edmund Chew
0241-0250
10
10
paid $50
Area B3
Boey Yut Mei
0101-0131
30
 
 
Division D
Michael Rodrigues
0051-0100
0451-0550
150
 30
$150
Area D1
Tay Yiang Ping
0651-0680
30
22
$110
Susan Wong
0221-0240
0681-0700
40
15
$75
Division S
Patricia Lum
0131-0200
0251-0300
0401-0450
170
87
$345
Division Z
Poh Kim Siong
0301-0330
0551-0650
130
30
$150
Balance Tickets
0801-0850
100
 
 
Total
 
800
  294
$1,470
· Tickets sales status would be updated daily by Yiang Ping

· Yut Mei reported that she would able to sell 90 Tickets, extra tickets should be collected from Ban Seng
· Please sell more! We need more than double the current sales status!


	 

	10
	Goodies Bags / New Water

· New Water will arrive on Friday, 16th April for packing into Goodies Bags

· SDC would provide 800 Goodies Bags
· SDC brochure are all ready 
· Jackson will include some promotion flyers in the bags
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	Programme
· Kim Siong advised that he is the facilitator for all programme
· Chay Wen Liang will be the TMD

· Special Item on Saturday Programme – Installation for SDC TMC
· Showcase Speakers: Div B, Lucy & May Yan; Div D, Michael Rodrigues & Albert Lim; Div S, Patricia Lum & Ajit; Div Z, Hari & Kim Siong

· Yut Mei advised more details to be given on Sunday Programme, so that the Toastmasters Information Counter can provide a better service to the audience.

· Lynn Desker and Patricia Lum will be involved in the Sunday afternoon session
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	Support Team
· Registration and Marshals will be briefed by Yiang Ping on Saturday at 12noon, and Willy on Sunday at 8.30am

· Toastmasters Information Counter will be arranged just at the Entrance for the :

· Selling of Toastmasters Tickets

· Collecting of Return Tickets and Money for Tickets sold

· Programme sheets/Flyers

· Collection of Tags and Corsages for Main & Sub-Committee members 
· Direction guide / layout plan for Programme location

· Marshals will be distributed along the direction to venue, also at door to give away Goodies Bags

· All Committees names must be submitted by Wednesday, 14th April  for SDC to prepare the Name Tags.
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	Certificate
· Yut Mei would work with ROOF for the preparation of Certificate of appreciation and participants, though the committees do not think it is necessary.
	

	 14
	Other matters:

 Meeting ended at 7.00pm
Next meeting on 16th April, Friday at SDC for a TRIAL RUN, and packing of Goodies Bags.
	 


