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By Kathy B. Dempsey

Camp NSA 2006
Regarding programs at my chapter:
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1. This session today on programs will be valuable for me if… 
2. What I see as our biggest challenge will be…

3. The best program we had in the last two years was….

4. The characteristics that made it a great program were…

5. I feel I can best support my program chair by… 

6. How our chapter plans to assess our members educational needs is to …

7. My two best programming tips are…

8. The vision I have for my chapter is …(to be answered at the end of Camp NSA)

The Investigation
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1. What should the scope of the programs be?

2. What level should we aim the programs?

3. How do we find the right “fit” for the programs? 

4. How do we structure the programs?
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Keepers:
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Questions: 
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      Notes:
What are the characteristics of an outstanding program?







1     2     3     4     5     6     7     8     9     10

1. _________________________
.      .      .       .      .      .      .      .      .       .
2. _________________________
.      .      .       .      .      .      .      .      .       .
3. _________________________
.      .      .       .      .      .      .      .      .       .
4. _________________________
.      .      .       .      .      .      .      .      .       .
5. _________________________
.      .      .       .      .      .      .      .      .       .
6. _________________________          .      .      .       .      .      .      .      .      .       .
7. _________________________
.      .      .       .      .      .      .      .      .       .
8. _________________________    
.      .      .       .      .      .      .      .      .       .
9. _________________________
.      .      .       .      .      .      .      .      .       .
10. _________________________
.      .      .       .      .      .      .      .      .       .
11. _________________________
.      .      .       .      .      .      .      .      .       .
12. _________________________
.      .      .       .      .      .      .      .      .       .
     Three Greatest _______________

    Three Greatest _________________

___________________________
     _____________________________

___________________________
     _____________________________

___________________________
     _____________________________

Clues for Outstanding Programs

1. Make the program “an event” 

2. Engage participants before, during and after the program 
3. End with action planning

4. Have a detailed agenda of who is doing what, when

5. Send an agreement to the speaker (expectations) 



6. Get the audience involved



7. Use visuals






8. Build curiosity, suspense and include surprises 
9. Allow for networking time

10. Deliver actionable content

11. Address WIIFM right up front

12. Engage as many senses as possible

13. Include suspense and surprises

14. Give teasers for upcoming meetings 

15. Use a variety of different delivery methods

16. Be a role model

17. Use handouts 

18. Strive to get as many people to volunteer to be a part of program as possible (greeters, people movers, announcers, spotlight speakers, openers, logistics) 

19. Start on time, end on time

20. Ask your seasoned members to volunteer for specific tasks (host speaker, meet with new members, 5 minute “celebrity radio interview” at program)

21. Consider having an off stage announcer

22. Set up a “WOW” environment

23. Reward people for being back from break on time (drawing for free consultation with CSP, free lunch)

24. Use themes

25. Link learning from month to month

26. Make audience aware of link between program and NSA competencies

27. Send out email several days before with stimulating question to be answered at program

28. Send out email with collection of best tips following meeting

29. Use trivia to help audience learn and to convey information

30. Use small groups for discussion, then report out in large group

31. Allow for reflection time

32. Encourage all members to send thank you note to speaker

Additional Tips from the Chapters…

1. Try to bring in programs that someone has heard first hand at a workshop, convention, or other chapter.  That we have increased confidence it will be a winner for our chapter (Meet our member needs), and keep attendees coming back for more. To not shut out potentially great programs that have not been presented at NSA/other chapters, we just make sure that we know and trust the person recommending the program.  We feel the quality/mix of programs the past few years has been a key reason for the growth in our attendance.

2. We went from 11 Saturday meetings from 9-12 (3 hours) to six from 9-3 (6 hours).  That way people are only giving up 6 Saturdays a year from their families and/or travel.  And when they do come, the whole session is very worth their time, and there is more time for camaraderie/networking during lunch.

3. Set a theme to a series of meetings:  This year, we're doing authorship and product development back-to-back with internet marketing since those two fit nicely together.  Another time we had two speakers who had different approaches to storytelling and humor as part of a series in Topic Development and Humor in Presentations.

4. To have an emcee at the meetings, play music, decorate according to the "theme"                and make it an all around event each month.

5. We had a media panel last month with representatives from News papers, TV, Radio, etc.

6. Have a “Chapter Profile” that would outline the number of members, how many CSP’s, CPAE’s, Professional Members, how many people typically attend the meetings, website URL. Please include a list of the past years speakers including topic they spoke on. 

7. 15 minute Voice of Experience segment at every meeting.

8. Delegate, delegate, delegate

9. Play the numbers game…invite as many people as possible

10. Take advantage of networks!  For our general meetings, we mail extra postcards to our members and ask them to send them to colleagues who may not be on our mailing list.  Word of mouth works well for us.  We have many people who attend our meetings who are neither members or apprentices, but who appreciate the content of the meetings

11. An on-line speaker agreement helps us gather all the speaker info and distribute it to those who need it in a timely manner. Visit: http://nsanf.org/events/speaker.htm
Additional Tips from the Chapters…

12. Check out Chapter One on nsaspeaker.org

13. An emcee, who kicks off the meeting, transitions to and back from the breaks, and closes the meeting. Rotate the position through the membership to provide exposure to other than program committee people and Board members.

14. Watch out for people who have agendas..... There are people who want to sell their products or promote their big seminar or run for the board of NSA.

15. Ask meeting planners and chambers who they are booking to come to your city. Plan your meeting the night before and book the speaker for NSA group.

16. Check with other chapters who are very close to your chapter. Louisville, KY is very close to Nashville, Indianapolis, and Columbus Ohio.  If a chapter close to you is having a speaker and you can book them the day before or the day after it is cheap and very good for the speaker.  We booked Dan Kennedy because he was speaking in Columbus Ohio and simply drove to Louisville.

17. Make sure that one of your leaders attends the national convention. Get the best of the best speakers from there.

18. Set the programs for the year before your first meeting and continue to 'advertise' them now only to the NSA group but to the community.

19. Request that your speaker look at the audience as all CSP and CPAE recipients. 

20. Don't always use NSA recognized people. We did a media panel and included our local media people and it was a true hit!

21. A program with a format that consists of the platform being in the center of the room, like theater in the round. On stage will be several top speakers, bureaus and meeting planners. They will be discussing the state of the industry. The audience will be eavesdropping on their "private" conversation. If the audience wishes to ask a question they will write it out and hand it to a moderator who will hand it to a panelist. They may or may not answer the question.

22. Do not try to do everything.  Do a few things well and the quality of your programs will speak for themselves.  For example, we no longer do a Speakers School because it took too many volunteers and we did not feel that our members really got that much out of it.  Our monthly programs however are done well and continually get high marks.  So, we put our energy into them.

Additional Tips from the Chapters…

23. Last year we instituted a silent auction at each on our monthly meetings.  One or two of our chapter member experts offered their time - usually coaching or some service.  We had them take about two minutes to describe what the winner(s) would receive during the meeting.  All proceeds were donated to the Chapter.  We recorded about $8500.00 in income for the 2001 - 2002 year.   

24.  We also conducted Super Sessions after our regular meetings about half the time.  Attending a Super Session costs $25 extra, above the regular meeting, and lasted about 90 minutes.  Without the Super Sessions, we would not have made money for the year with our programs. 

25. Don't ever bring in a speaker without checking with some other chapters or groups to whom they've spoken, no matter how much name recognition they have.
26. Program to the highest level

27. Start to plan EARLY before your year begins

28. Create and use a speaker agreement so there are NO misunderstandings

29. Create and use checklists, update them as necessary

30. Get dependable volunteers and back ups

31. Use volunteers to manage airport pickups, handout copies, meeting room arrangements, and people movements during the meeting. 

32. Always have a room layout. Ensure your meeting location has a copy for  their records

33. Have backups for everything! Backup people, backup processes, backed up files

34. Promote, promote, promote!

35. Survey the members to see what they want and need.

36. One of our speakers did a needs assessment like we have our clients complete and used that info in his presentation.  I have never seen an NSA speaker do that before.  

37. One speaker spoke at our chapter and actually looked at demo videos and told us what worked and what didn’t work.  One of our most popular programs ever. 

38. We used a non-NSA speaker who was an actor from NYC…she did some great material on using physical comedy, movement, etc.  

 

Planning Outstanding Programs

Name

· Meeting

· Seminar

· Program

· PEG

· Speakers School/University/Academy

· Couples enrichment

· Celebrate Family

· Labs

Fee Structure

· All day – one fee

· AM – one fee

· Lunch – fee

· Afternoon bonus – fee

· Investment

· Advanced payment discount

· Late on-site payment

· Fax form with credit card

· Member vs. non-member

· No-charge – dues based

· On-line registration

How often

· Monthly

· Bi-monthly

· Quarterly

· Half day

· Full day

· Sunday

· Saturday

· Weekday evening

Planning Outstanding Programs

Forms

· Seminar Summary

· Agenda

· Invitation Letter

· Agreement Letter

· Needs Form

· Program Ideas

· Checklist

· Program Committee Positions

· Chair Responsibilities

· Action Plan

Activities

· National Speaker

· Local Speaker

· Master/Emerging Tracks

· Showcase

· Business Meeting

· President’s Message

· Skills Session (Technology)

· Board Meeting

· Panel Discussion

· Celebrate Family

· Super Session

· Auction

· Workshop

· Spouse Program/Couples Enrichment

· New Member Breakfast/Dinner

· Breakfast/Dinner with the Pros

· In-Home Educational Workshop

· Member-Only Discussion Session

· Awards and Inductions

· Speaker Skill Exchange

· Holiday Get Together

· Bar BQ/Picnic

· Connections Café

· PEG

Planning Outstanding Programs

Location

· Standard

· Variable location

· Co-sponsored site

Speakers/Presenters

· National vs. local

· NSA/Chapter Members vs. Outside Experts

· Using the professional competencies

Winners and Sinners 
For Outstanding Programs

Winners
1. Program at a high level -- aim for what your CSP's and CPAE's would come to listen to.  That way everyone will be challenged.  Focus on your professionals. 
2. Save enough time from your presentation for a question and answer session. They love to ask questions!

3. Make the speaker feel special by having someone meet him/her at the airport, take out to dinner, pickup to take to meeting (if not at hotel), introduce once at the meeting, and handle other details so the speaker can mingle comfortably and focus on doing a great job!

4. Have social programs/events the night before the meeting. 

5. Don't forget Meet the Pros at the local level.  Another great way to involve the seasoned pros, gives the chapter members a chance to meet them and truly is great programming for everyone.
6. Go 'in the passion and privilege of the platform"----expecting each intersection to be an important one for the future of 'that' professional and 'their' audiences----a spirit of giving and not receiving!!
7. I had a Program Chair once that "had everyone sit down, face forward and "asked" for their attention for the introducer. While this seemed simple, it was nice to have the room quite for the introduction which further led to their full attention upon my rising to speak
8. Was picked up promptly at the airport. Cell phone of transportation person was provided. And the person brought me a bottle of water!
9. Arrange transportation ahead of time from meeting site to hotel.
10. Arrange meeting room as agreed to beforehand
11. Solicit product table manager beforehand,
12. Duplicate all handouts as sent.
13. Arranged for dinner with chapter board the night before and asked me what I wanted to do the night of the meeting, if still in town. Arranged for wonderful experience (e.g., tour of town, special dinner at veteran speakers house).
14. Arranged for bulky speaker gift to be sent back to my house, rather than assuming I would pack it in my luggage, especially if I'm on a multi-city trip.
15. Since chapters are concerned about expenses, give speaker a budget to work around so she/he can determine to use their miles if their preferred itinerary is over budget.
16. If I am asked to do an afternoon workshop in addition to the morning, if lunch was not provided onsite, the Program Chair asked beforehand what I would like to eat and had it brought in so I wouldn't be rushed.
17. Arrangements were made and communicated clearly on how I was to get back to the airport.
Winners
18. If the meeting is not held in a hotel, asked if I wanted to stay near the meeting site, which was away from any restaurants, or in downtown, with lots to do. If there was a difference in price, make sure speaker knows chapter will pay up to $X, and if speaker wants to stay at different hotel, the balance would be up to them.
19. Time frame for my session was clearly communicated ahead of time. Any adjustments needed because of unforeseen circumstances are clearly communicated to the speaker and announced to the group.
20. Any changes of published time are communicated to the group by the Program Chair. "We're starting a little late, so instead of ending at 10:00 as it says on your agenda, we're going to give Rebecca till 10:05. Please change your agenda."
21. Paying close attention to the lighting and audio requirements... you'd be appalled at how many chapter meetings are conducted under terrible conditions
22. Consider a program on “Trends in the Meetings and Speaking Industry” with local MPI members
23. Allow guest speakers lots of time on the program. They will have come some distance for "free" and would probably like to have a nice amount of time to talk and to visit. 

24. I think the real key is to ASK the speaker what they want to do during their time with you, and ASSUME nothing. Some of us want to be with people 6am to midnight, others among us need some time alone to recharge. 
25. Have ONE contact person who takes care of the speaker from soon after the speaker agrees to do the event until the last sayonara. It's challenging to hear from the program chair one week, the publicity person the next, the person who will meet you at the airport a month later, then a hospitality chair the next month. You get the idea!

26. Light equals energy. Get the room filled with light, even if you have to bring in some extras. The room has much to do with the success of the program. Often we accept less because of budgetary constraints. Don’t let that make your meetings less than they could be. 

27. Generating attendance is easy when your friends invite you. People go where their friends are. Find out what your members consider to be friend-like behavior from their fellow members. Then go and do likewise. Assure that people invite each other and make plans for meeting each other at the meetings. 

28. Value is only value in the mind of the recipient. What you consider valuable to another member may not be valuable at all from his or her point of view. Find out what people want from NSA and then assure that you have it for them, at their level of need. 

29. Going to someone's home for dinner or the local hunt (where the locals go for a great meal)  not some fancy place meant to impress.

Sinners

1. Don't ever bring in a speaker without checking with some other chapters or groups to whom they've spoken, no matter how much name recognition they have.

2. The sinner tip is we assume too much.  When we mention some member's name in our speech, we assume they know them of have heard of them.  This is not true; we must take time to explain who these people are and why we have mentioned them.

3. Don’t revise the schedule after the speaker arrives, putting a bunch of boring stuff before the program. 
Also, don’t lie (or omit information) just to get the speaker there, then change your story (issues such as selling product, paying expenses, making hotel a direct bill, size of group expected, etc.)

4. Acting like they were doing me a favor by “letting” me come and speak to their chapter. Truth is, that only happened once, but it sure did make me wish I’d never agreed to speak to them and I’m sure created reluctance on my part to speak to other chapters…

5. Too many horror stories of the balls that have been dropped along the way.
Confirm everything.  Room reservations, handouts, flight numbers, shipped books, everything. 
6. Be sure to outline expectations in advance---financial/time/commitment---. It is real easy to feel 'used' when the expectations are not consistent with the actualities---which then totally deprives you from knowing you were there to benefit long term, not short term satisfaction
7. I had a bill from the hotel (it had been direct billed supposedly) for one year after I spoke. I called hotel, called the chapter, called everyone, and finally had to go to a personal friend in the chapter to make it go away. 
8. Never, never get into "how good this is going to be", or "You are so lucky you chose this session" or "You are going to be happy you came"...just get the room quiet and let the speaker do his thing...to much buildup is often a bad thing...Introduce and let it fly on it's own.
9. Waited one hour at the airport, while ride got gas and did other errands.
10. I had to ask for volunteer take me from meeting place to hotel. As we leave, she pulls into the gas station and asks me for $10 for gas money as she's been having a hard time making it as a speaker.
11. I arrived at non-hotel meeting site. The program chair wasn't in sight. Chairs were stacked along the walls. After waiting 15 minutes, and program time was approaching, I kicked off my shoes and started unstacking and arranging chairs.
12. Program chair had offered to solicit a product table manager, but hadn't, so finally recruited someone 5 minutes before program was to begin.
13. Although reminder was sent the week before, Program Chair forgot to duplicate a key handout. This was discovered too late to duplicate for the program.
14. No arrangements were made for dinner, and there was nothing other than horrible room service available.
Sinners

15. Chapter leaders complained over Friday night dinner about how broke the chapter is, so I felt I should pick up my own tab.
16. When flying across the country, was asked to fly into airport 1.5 hours away because the air fare would be $200 cheaper than flying into the airport that was 10 min. away from hotel.
17. When doing an afternoon workshop in addition to the morning session, was taken to a restaurant and had to wolf down a meal, then rush back to start on time.
18. Put up in creepy airport hotel in industrial district that was a $50 cab ride downtown, and no restaurants nearby.
19. I was told I had 75 minutes. I was not informed of any change until I showed up, looked at the agenda and saw I had been cut to 60 minutes. The program chair never said a word. When I mentioned this to the chapter president and asked what she wanted me to do, she said to take 75 minutes. When she asked he Program Chair about this, his response was "Haven't you ever had your time cut?" Well, cutting it because of unforeseen circumstances and having the planner knowingly cut it ahead of time without informing you are two very different things.
20. If you start me late, don't tell me privately to take my full time, but neglect to tell the group. It shows up on my evaluations that I was unprofessional.
21. My host left just before I finished my presentation (to get to another apt.)  without making arrangements to get me a ride to the airport. Afterwards I visited and chatted with the chapter members assuming he would return. It finally got late enough that I asked one of them to drive me to my hotel, from whence I took a cab.
22. Asking me to speak for free and then demanding a rebate on product sales.
23. The experiences that were not as wonderful happened when the person who was arranging the programs or who was our host was a relatively new member and has not been involved in NSA at the national level.  They just didn't have the same level of experience to make it a special event.
24. To the outsider, NSA is sometimes seen as a cliquish group and the first-timer may come once--and never again simply because they weren't made to feel welcomed. I know this is trite advice, but we still see chapters who forget about the importance of first impressions.
25. Shoemaker's shoes challenges.  Even though I was the speaker, because I was a member of the chapter everything was taken for granted.
26. Remind all members that in the last few minutes before a guest speaker goes on, they may want some quiet time to gather their thoughts. This is not the time to approach them with three questions.

27. Don’t assume that “giving back” to NSA is a good motivator. Many veteran speakers are happy to serve and give, but that’s not enough motivation to get them to your events more than once. Find out what they want, need and enjoy. Then offer that. 

28. One product for all markets doesn’t work in NSA. Have various offerings for different levels of speakers; veterans, trainers, new speakers, etc. General sessions should address general needs, individual sessions should address individual needs. 
Sinners

29. Chapter meetings that begin with too many announcements and foolishness, before the speaker is brought on.  Get “the meat” of the program going sooner rather than later.  In many cases they need a bathroom break before the speaker even gets started.  
30. I spoke at one small chapter and they had 10 people show up and two of them wanted to debate key points I was sharing with them. I heard from others in the chapter - they always did that to visiting speakers.

31. Speaker gifts with your chapter logo.  If you are going to provide your speaker with something, make it a little more personal and he/she will most likely keep it and value it more.   
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