“TI Awareness Month” 

5th Organising Committee Meeting

Date: 14th March 2004 Sunday
Time: 5 PM 

Venue: Singapore Discovery Centre (SDC)

Present:

Organising Chair: Boey Yut Mei – AG B3

Division B Representative: Evelyn, Edmund Chew AG B2 & Chew Ban Seng DG
Division D Representative: Tay Yiang Ping AG D1

Division S Representative: Jackson Chua AG S4 & Wilson Liu

Division Z Representative: Poh Kim Siong AG Z2

Advisor: Susan Wong 

Lim Lin Da – Director (Education) SDC
	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 5th March prepared by Jackson was confirmed 
 
	 Info

	2
	Events

All presents confirmed to adopt the 2 days Programme as proposed by the Programme Team and SDC.

Events Theme  Confirmed
”Come & Discover – Toastmasters and Your Family” 
	 SDC
All to note

	3
	Secretary / Administration – Division D

3.1 Website is now ready at www.geocities.com/tam_singapore to include
· Event Theme

· Student Programme for 17th April 9am-6pm

· Event Highlight  for Toastmasters – 17th April 1.30pm - 6pm 

· Bulk Purchase, showing individual Clubs orders and Summary of Total Purchase with 65% saving on shipping charges and 10% of purchase price.  Will continue to update based on the Wilson revised purchases to TI.
· Jumble Sales

· Organising Committee Contacts and Meeting Minutes

· Link to Toastmasters Forum created by Willie Loh

· Location Map of Event Venue

3.2 Outstanding item on website:

· Sunday Programme 

· Flyers to download for District Officers to promote the Events
· Details on Essay Competition headed by Susan Wong

· Details on Family Photograph Competition headed by Yut Mei

3.3 Broadcasting of our Event through Website
  -   It was agreed by all that some forms of marketing can be started 
          before the Publicity Team is ready, this includes the introduction 
      of our Event website and by words of month from Committee 
      members during their Club meeting and Contests


	Yiang Ping

Jackson

Susan 

Yut Mei

ALL

	4
	Finance / Treasurer – Division B
4.1 Account
· Yut Mei and Yiang Ping have opened a joint POSB account for the purpose on Sponsorship Money Transaction
· Down Deposit $500, equally paid by YM and YP.
4.2 Sponsorship

· Yut Mei and her team would continue their efforts to find the funding and sponsorship for Events, including the Prizes and all expenses
· The Team will approach some In-House Toastmasters Clubs, Pfizer, Citibank, STB etc.

· LGM Patrick Oei has also shown his interest in marketing his Travel Agency through the Event.

· Lin Da has presented the detailed Proposed Budget for discussion; her detailed report may be used as a good document to be presented for sponsorship purposes.
4.3 Books Selling

· 2nd Hand Book and Books from TMs will be handled by Edmund and his sub-committee, they are Tay Yiang Ping, Doreen Neo, Chan Boon Hwee and Marshall Lee
-    It’s publicity can be started immediately as the team is ready

4.4 Budget Plan
Lin Da has presented the detailed Proposed Budget for discussion (detail please refer to Lin Da reports dated for 6th Mar meeting)
Speech Contest Prizes
· Edmund would work with Roof TMC to design the Prizes to cut cost 

Certificates would be subsidized by SDC

Souvenirs – Edmund would subsidize the Palm Size Book

Stationary – SDC would provide all the Badges or Name taps for committee

Reception for Launch - $7/head may be reduced to check with SDC caterer, it was proposed light finger food may be sufficient.
Hospitality Room could be arranged by SDC, YP to co-ordinate.
Florist for Guest of Honour – Susan would sponsor them
Publicity

Banners – Kim Siong to check with TI if we can locally make the Vertical Banners with General Statement such as “ Toastmasters Mission / Vision/ Toastmasters Promise”  to promote Toastmasters Movement, even for future Events 
Posters – It was proposed to design an A4 format and can be enlarged to A2 Size for School to promote.
Programme Booklet

It was proposed to print a simple tri-fold A4 Size Programme sheet

Goodie Bags

TI T-shirts only for Organising Committee, Edmund estimated 50 pcs, Yut Mei will sponsor the sawing of TI logo for all T-shirt, Jackson advised that he can get good quality polo t-shirt at very low cost

Venue Rental and Project Admin and Manpower can be taken out as they would all provided for from SDC

Based on the above comments, Division B would need to finalise the final budget plan and arrange for the sponsorship.

Lin Da clarified that the $5/ pax sold through Toastmasters is only for the Entrance Fees.  Normal rate would still apply for public.
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	5
	Public Relations – Division S

5.1 Bulk Purchase 

· Wilson was in the process of finalizing all orders, and would proceed to submit to TI upon receiving of all payment.
· Hope the goods can be received by 10th April.
5.2 Publicity – 
The Event would not be successful without Audience.

Yut Mei has pointed out in the beginning of the meeting, that Publicity is now the Most Critical and Important matter, as only 1 month from the date of Event, she urged the Publication Committee to take it Urgently!
· Jackson reported his Overview of the Publication Programme sent earlier to all committee. (details please refer to Jackson email dated 13th Mar 2004)
· Jackson has presented his 1st draft on flyer design, after receiving comments during the meeting, he would send out the Final draft of flyer in 2 days time from the meeting date – i.e. 16th Mar

· SDC would need to check with the Marketing Dept before printing.

· Jackson has submitted his PNP report after this meeting (16th March) stating all the datelines that he has committed, this includes the document needed for sponsorship to be ready by 17th March.
5.3 2nd Hand Books

· Wilson will send notice to all TMs on the collection of 2nd Hand books.
	Wilson

Jackson
Wilson
 

	6
	Programme – Division Z

6.1 Main Programme, 17th April, Saturday – 1.30pm to 6pm

· Kim Siong has submitted the Main Programme, and it has been uploaded on website.
· Kim Siong requested 2 names from each Division for the Showcase Speeches.
6.2 Student Education Programme, 17th April, Saturday – 9am to 6pm 

· Kim Siong has submitted the Student Programme, and it has been uploaded on website.
6.3 Student Education Programme, 18th April, Sunday  – 9am to 6pm 

     -     Kim Siong would meet Evelyn and Lin Da again to discuss on the Sunday Programme.
	Kim Siong / Division Governor

Lin Da / Evelyn / Kim Siong
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	Other Proposal for Event

7.1 Essay Competition

-  Susan Wong volunteered to in-change of the Essay Competion, she would provide all rules, terms and conditions 

7.2 Family Photograph Competition

- Yut Mei volunteered to in-charge of the Family Photograph Competition, she would provide the guidelines for such Competition
	Susan Wong

Yut Mei

	8
	Other matters:

Yut Mei requested each division to start to promote the Events with Words of Month during their contests and to carry the duties and make TI Awareness Month a Success. 
Meeting ended at 7pm
Next meeting date _________---- and venue will be confirmed later. 
	All divisions


