Suggestions for Improving TCN Chapter Meetings

Marketing

1. Contact speakers at least three-four months in advance

a. Inform speaker on TCN purpose & topic suggestions

b. Clarify importance of a practical application to be used in CBA role

c. Discuss honorarium and clarify any additional speaker requests

d. Discuss travel arrangements

e. Inform speaker that you will be in contact with them a month before meeting with details  

2. Send a list of upcoming meetings (topics, speakers & location) at the beginning of each year

3. Promote detail regarding speaker’s topics at least one month in advance (at monthly meeting as well as email)

4. Send sign-up information at least one week in advance

5. Send reminder notice out two days before meeting

6. One month before meeting

a. Send venue of meeting to speaker

b. Finalize speaker needs (overhead, electricity, etc.)

c. Give special instructions

i. Meal provided for speaker

ii. Info regarding setting up the day of event

iii. Confirmation that speaker is still on

iv. Confirm travel arrangements (who will pay, how to get reimbursed, etc.)

7. At least two days before meeting contact (email or phone call) speaker

a. Provide agenda-this can be tentative

b. Give number attending for handouts

8. After the meeting

a. Give check to speaker with thank-you note

b. Give thank-you note to speakers who offer to speak free

To sum up marketing, the key is to communicate, communicate, communicate.

Topics

As a speaker, I normally will speak according to what is requested.  However, I have noticed that too often, the leadership asks for a broad coverage.  This may actually be hindering the attendance.  I have received many comments back after I speak and almost everyone asks for more detail.  It would be nice to have less coverage and more practical, take-home information to use in the churches.

Here are some suggestions:

1. Keep the topics relevant to church administrators

2. Use topics that are hitting the courts and media

a. Employment Issues

b. Van issues

c. Insurance (a big one but needs a different approach)

d. Crisis Management

e. How to write effective policies (I’m talking about the process not just the finished product)

f. Staff Development ( this is not evaluations) PRISM?

3. Give some practical application and ask your speakers to provide easy, practical ways to go back and implement their ideas.  Example—don’t speak on the need for a Benevolent Policy—speak on how to develop a benevolence policy, who is involved, how it is monitored, when donations are tax-deductible, etc.)

4. Ask people to speak who 

a. Have prior or current experience in topic (Pastor’s are seldom the case)

b. Have background experience through their everyday work experience

c. Have recently developed the issue at hand

Host Church 

1. Send letter to host church one month in advance stating the requirements
a. Adequate signage day of meeting
b. Itinerary (so they will know when to have food prepared)
2. Contact host church two days before event with total sign-up
3. Send thank-you to host church after meeting
Meetings 

1. Seat officer’s at various tables during lunch and ask attendees what topics and speaker’s they would be interested in having at TCN.

2. Don’t limit yourself to just Officer’s.  There are others who would be willing to help

3. Consider changing your Bylaws to allow those who are not on church staff’s to become Officer’s.  There are other people out there who have just as much passion for what you do and could be your biggest supporters if you allow them.  
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