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How to Plan and Run an Open House

[bookmark: _GoBack]This September District 36 is to provide this premium offer to our clubs that are currently under charter strength (20 members).  This offer will reimburse club expenses – up to $50 with receipts – when hosting a successful Open House.  To qualify, clubs must gain 5 new or dual members during by December 31.  Follow the steps below to help you succeed.

1. Select a special guest to visit your club, someone who will appeal to your prospective membership pool.  Some examples include:  current or past Toastmasters District or International leadership, your company/department/agency executive, a prominent community leader.

2. Determine a mutually agreeable date, time and location.  (NOTE: this date may not necessarily coincide with your regular meeting time and date.)

3. Promote your event.  Create invitations, flyers, brochures, emails, postcards, door hangers, table tents, phone call scripts, etc.  Include information about your special guest, refreshments, Toastmasters benefits, club meeting and contact information, etc.  There are a number of promotional resources available on our website (scroll down to Public Relations Resources) – http://district36.org/document_library#PR – or on the Toastmasters International website (click on the link to Marketing Materials) - http://www.toastmasters.org/brandportal.  Whatever means you use for promotion, the best one is word-of-mouth; ask friends, co-workers, the “new guy” to join you and attend the meeting.

4. Prepare for your meeting.  
a. Plan for refreshments; assign different members to be responsible for purchasing and preparing different items. REMEMBER TO SAVE YOUR RECEIPTS.  
b. Prepare guest packets for attendees.  These should be available at all meetings and should include a combination of the following:
i. Toastmasters magazine (or the link on the website - http://www.toastmasters.org/magazine.aspx).  Ask club members to donate their copy(ies) to the club when they are finished reading them.
ii. Membership application - http://www.toastmasters.org/MemberApp.aspx.
iii. Meeting roles (see samples at http://www.district36.org/document_library); this is helpful for guests to follow along and understand who’s who. 
iv. Toastmasters brochures (downloads available in District 36 document library or Toastmasters International website – links above).
v. A club brochure containing information about your club and the benefits of Toastmasters.
vi. Ice Breaker Project from Competent Communication manual
c. Create the meeting agenda.  This meeting’s agenda should run about 30-35 minutes.  This will allow for a few minutes at the start to meet and greet guests and additional time after the meeting to answer questions and help guests with membership application questions.  Here is a sample agenda:
i. Call to Order
ii. Welcome by Club President (1 minute)
iii. Greeting for Company VIP or community leader (meet with VIP in advance to provide talking points about Toastmasters benefits – 3-5 minutes)
iv. Introduction of Toastmaster of the Day – provide overview of agenda and brief description of meeting elements (3 minutes)
v. Prepared Speech (one only, by an experienced Toastmaster or visiting TM dignitary – 5-7 minutes)
vi. Table Topics – 2 or 3 questions (6-8 minutes)
vii. Evaluation of Prepared Speech (2-3 minutes)
viii. Meeting Evaluation (General Evaluator, Timer, Grammarian reports – 2-3 minutes)
ix. Questions & Answers
x. Closing by Club President

5. Meeting Day
a. Arrive early
b. Set up room and refreshments
c. Greet guests, provide packets, gather contact information (guest book)
d. Assign members to sit with (Befriend a Guest – Competent Leader Manual, Project 7, Facilitation
e. Hold meeting
f. ASK GUESTS TO JOIN!

6. After meeting, follow up with all guests; arrange to pick up applications personally.  Send emails thanking all guests for attending.  Invite all guests to the next club meeting.  Process all new applications, preferably online.  Send a thank you note to VIP/guest speakers.

To claim for reimbursement, fill out District 36 Expense Voucher (2011-2012) form located in the District document library; include names of new members.  Attach original receipts, make a copy for your records, and mail to:

Scott Meyer
District 36 Toastmasters
Lt. Gov. Marketing
2343 Glendale Terrace
Alexandria, VA 22303
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