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Guide to seminar guest night

By Julie Matthews Division G Governor 2005-2006

Introduction

The seminar guest night is a special meeting that clubs in Gothenburg, Sweden have successfully used to attract guest and successfully convert them into members. The first seminar guest night we held, attracted 24 guests – 15 of them went on to become members. That is a 60% success rate! One of the last seminar guests nights for a company club attracted over 100 guests. On average there is a 10-20% conversion rate from guest to members.
The key to a successful seminar guest night is to attract guests with a free seminar about presentation skills. Then SHOW guests how Toastmasters can help them practise those skills with short “normal meeting”. Just talking about Toastmasters is not enough (we have tried it), you need to show them a CTM, an ATM level speech and some great evaluations to convert guest into members.
This special meeting can be used to attract new members to an existing club, or as a way of attracting charter members. It can also be used for demonstrations at other associations, i.e. the Lions club and the Rotary club. 
Below are some guidelines and ideas to help you plan a seminar guest night.
When to have your guest seminar night

Plan your guest night early in the Toastmaster term, for example September and then again in January if more members are still needed. This means that guests have a number of subsequent meetings to experience before deciding – most guests will come to at least one or two more meetings before deciding to become a member. Starting early in the year means that you will fore fill your membership goals early. Plus an influx of new members rejuvenates the feel and sprite of meetings that positively effects hard working exec members and old members.

Choosing your seminar

Look around your area for an experienced Toastmaster that can put together a 20-30 minute seminar on an or a few aspects of presentation skills. Our topics usually used the Better Speaker Series and the Leadership Excellence Series programs as a basis for the seminar (obviously the speakers own experience and ideas are added). Some example of topics we have used:
· Add dazzle to your presentation – using voice, gestures, eye contact etc. Fun use of a “volunteer” who demonstrated using the tips given by the presenter when he came back 3 times to continue a long joke. (Using body language – Better speaker series)
· Keeping your audience awake – using voice, gestures, eye contact etc. (Using body language – Better speaker series)
· Reducing your preparation time – you decide what to talk about, tell the audience what to expect by writing your own invitation/introduction. (starting points; Selecting your topic, Creating an introduction and Know your audience – Better speaker series)
· How to prepare a presentation when you are short of time! (starting points; Selecting a topic and Know your audience – Better speaker series)
· Organising your presentation. (Organizing your speech – Better speakers series)
· Preparing for and managing the question and answer session.
· How to have effective business meetings.
Advertising

The advertising has to be short and snappy to grab people’s attention. In Sweden we have a lot of success with posters that interested people can take a tag. The tag has the website address for more info and booking a place. Your local customs might find business cards or emails work better.
We have found that the meetings that convert the most guest to members are those where it is clearly stated that this night is a Toastmaster meeting, not just the seminar. It might mean that you attract less guests, but you will attract the right guests for turning into members. See our sample.
Once you have made your flyer/poster you need to get it all over town. Ask existing members to put flyers in their offices, lunch rooms, cafés, shops, libraries, schools. See if you can get a mention in the paper or on the radio.
Encourage members to bring guests. Possibly having a “bring a guest” or a “convert a guest” contest with a small prize for the Toastmaster who brings the most guests – cinema tickets have worked well in Gothenburg.
Insist on guest booking their place, either via the internet, email or phone call, so that you know how many people to expect.
The show how Toastmasters works part.
In addition to having a good seminar speaker you really need a good meeting. Remember it is the meeting that is going to show guests how Toastmasters can help them. It is the showing that will convert guest to members – remember the Chinese saying. What I hear I forget, What I see I remember, What I do I understand.
Assign a good Toastmaster to guide the meeting. Gothenburg has found that meetings with a Toastmaster who present all the tasks with a short description and what one learns from doing the task are most successful. Have a CTM level speech and a short ATM level speech. The purpose of the ATM speech is to show that there is more to Toastmasters than just the basic 10 speeches. So choose a good ATM speaker (i.e. better than your CTM speaker) to show the possibilities for improvement. Be sure to assign your best evaluators that can give great feedback. Guests like to see a fair evaluation that gives good advice. Your table topics master should be good at choosing an easy topic to include some toastmasters and some guests.

Prepare enough guests packs. Hopefully you know how many people are coming from the bookings – there will always be some no shows and some that will just turn up. So prepare a guest pack for each guest to go home with. We typically include, an introductory letter including instructions of how to become a member and who to contact for more information, the history of Toastmasters, a sample agenda, a copy of the ice breaker and a leaflet about Toastmasters. Ask members for old or spare copies of the Toastmaster magazine to give to your guests. Plus have some display material available – some CTM and ATM manuals for example. 
Prepare snacks and drinks for all your guests if you can/wish. Food always helps people feel more comfortable and willing to mingle. 
Have a check list of everyone booked with their email addresses. Tick off everyone who came so that you can send them an email the day after. A prepared list will also be quicker than having everyone sign in the guest book.
Don’t forget to tell your guests that you want them to become a member, all the benefits of membership and how to become a member. Encourage existing members to mingle, talk to guests and answer any questions. Make sure you've got some copies of the membership applications and some pens for people who want to sign up straight away.
After your guest seminar night
A day or two after your guest night send your guests a “thanks for coming” email. Telling them how great it was to see them, give the date of the next meeting, and once again tell them how to become a member. For those that miss it, send a “sorry you missed it, why not come to our next meeting instead” emails. Guests usually respond really well to the personal touch.
After a successful guest night you will see a dramatic increase in the number of guests that you have coming to subsequent meetings – most guests want to “try things out” for one or two meetings after your guest night. Hence your subsequent meetings do need to be of a good quality to secure the deal. So plan for this
A few days before the subsequent meetings you could send your guests an invite to come along. 
We in Gothenburg have had great success with Seminar Guest Nights. In the 18 months since our first seminar guest night, we have had 10 meetings in different clubs and other organizations. The result is over 50 new members and a new club. Why not try it? See if the Seminar Guest Night works for your club.

Good luck!
Julie Matthews

C2 Area Governor 2004-2005

G Division Governor 2005-2006

juliem@privat.utfors.se
Checklist
· Select a seminar presenter and their topic – President/VP Ed.

· Choose a date/time – President/VP Ed.

· Choose a location (if not your normal meeting location) – Sergeant of Arms. Tip choose a location where you can change to a larger room if you have lots of guests.

· Assign an RSPV person/email address – We usually have the Sergeant of Arms do this since they organise refreshments and the room, but it could be the secretary. 

· Prepare advertising leaflets, websites, news bulletins – Seminar presenter introduction, VP PR and webmaster.

· Distribute advertising – EVERYONE in club.

· Assign meeting roles/tasks/speakers – VP Ed. Tip try to assign your best people for each task and ensure that they understand the nature of the meeting.

· Prepare guest packs and Toastmaster info– VP membership, VP PR.

· Send a reminder email to all registered the day before – Secretary. 

· Prepare a sign up list for guests to sign – whoever was the RSVP responsible.

· Prepare refreshments and the room – Sergeant of Arms. 

· Print agendas – Toastmaster.
· Welcome guests at the door, give then an agenda, a guest pack and invite them for refreshments – ALL.

· Open the meeting with a special meeting – President. Tip I like to take two minutes for everyone to introduce themselves to someone sat near them that they do not know.
· Have a great meeting that really shows TM at its best – ALL.
· Ensure to ask every guest if they would like to become a member, help them fill in a membership application or invite them to come to the next meeting – ALL.
· Send an email to the guest that attended. Thanking them for coming and inviting them to come to the next meeting – Secretary

· Send an email to those that were signed up, but didn't show. Let them know that they are welcome to come to your next meeting.
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