Presidential visits:  





Prepared by District 19

Hosting a special dignitary in Toastmasters is a fun and rewarding opportunity.  To get the most out of the visit, make sure to get a copy of the District Visit Checklist.  <handout>

It is available on the Toastmasters International site:

http://www.toastmasters.org/Members/OfficerResources/DistrictOfficerResources/District-Visits/VisitChecklist.aspx 

By completing the form, you actually have to do discovery on all the key elements to a successful visit of any International officer or director.  As each item is researched and decided, make notes on the form and check off the box.

Items not included on the form but which will help your visit be a success:

· Spouse attending? There is a check box for this as well as a place for the spouse's name.  You should consult with the visiting dignitary to offer any special needs appropriate for their visit.  For example, while the dignitary is making marketing visits, find out if the spouse intends to travel along, spend time alone, or would like to have arrangements made to visit the local community with an arranged guide.  A traveling spouse is an extension of the dignitary, make sure he/she is pleased with the visit without being overwhelmed by good intentions.

· For the Marketing visits, recruit a designated driver.  Someone who is familiar with the community and knows the route.  If there are any uncertainties, have them drive the route a few days before to discover any time saving tricks or confusion over entrance requirements.  The driver is not to go on the visit but should wait with the vehicle.  Check that the car is comfortable and applicable to the needs of the guest(s).

· Registration and accommodations are typically the expense of the host District.  Check your district procedures or standing rules to see if there are items listed pertaining to International visits.  As the host, any extra meals and events should be the expense of the District.  For example, it is a good idea to offer to have a VIP reception/meal if the dignitary is coming the day before events begin.  Book a nice private space and invite your District Trio, Immediate past District Governor, top District leaders, and past International officers and Directors to join together for a special evening out.  Follow the lead of the dignitary.  If they prefer alone time, make sure you honor their desires.  If they accept, make sure you cover the costs to the dignitary and spouse/guest.

· High ranking dignitaries are exceptional Toastmasters.  Consider them as your conference 'star' attraction and educator.  For a Presidential visit, do not book a special speaker who may upstage them, such as a World Champion of Public Speaking.  

· International policies are sometimes in a state of contention and there may be intense feelings on International political subjects.  Be mindful that while dignitaries are involved in leading the world policy changes, the dignitary visiting you should be treated always in a friendly and professional manner.  Make sure your manner doesn't give away your position nor put the dignitary 'on the defensive'.

· Also for a Presidential visit, your conference theme should be the President's theme. For other  official visits, check with your dignitary to ensure they understand the conference theme and any bearing that may have on their presentations. Be gracious and willing to change if it conflicts with the needs of the guest.

· If you have strong traditions in your District that may make an outsider uncomfortable, make sure you've checked with the dignitary and explained your traditions.  They are under no obligation and should feel no pressure to be a part of your tradition.  For example, if your District has a strong tradition of kissing to show appreciation, don't put the dignitary on the spot in front of others by offering a kiss.  Rather, explain to the dignitary well in advance that this is common and if they are not comfortable with that possibility, put the word out to the members before the event that this time we'll not be kissing the dignitary.

· Any other potentially embarrassing things should be given the same 'check well ahead' consideration.  Perhaps the dignitary would love to dress in costume and wear the District Fuzzy Hat for special people.  Let them make an informed decision under no duress.  This shouldn't be a time of having fun at the expense of the dignitary in any way or by any person.  If you have eccentric members, make provisions to be ready to handle anything unprofessional.

· Before you set your menu, consider any allergies of your dignitary and companion.  Can you choose a different selection so they aren't potentially exposed?  Do they have other special diet needs?

· Do they have 'down time' needs:  time to collect their thoughts through the day or to have meetings with District Leaders?  Ask and follow the direction of the dignitary in regards to scheduling all of their appearances.  Don't assume they are extroverts that will be fully charged and excited to greet your first-timers just a few minutes after their last marketing engagement. 

· Find a way to thank them for attending with a token of appreciation befitting a special guest.  A historical guide/picture book of the host city/region is one idea.  Remember that they are often flying, so anything large should come with plans to ship it to their desired location.  If not a physical gift, a special offering of public appreciation and a follow-up letter thanking the dignitary and team will leave the impression that visiting your District was a valuable experience.

