“Need a speaker? Call a Toastmaster.”
Speakers Bureau 

Congratulations
You have made a wise decision to have a Toastmasters speakers Bureau. You’ll find that your members will benefit, because they’ll have a variety of outside speaking experiences available. Your community will benefit, because you’ll be supplying skilled speakers to talk on worthwhile causes and address organizations in need of speakers. And your club, Area and District will benefit, because you’ll be making the Toastmasters name well-known in the community…a name that will automatically be identified with effective communication.

  Convinced? This guide has been developed to help you set up and administer a Speakers Bureau and get the maximum amount of publicity from its operation.

Putting the bureau together

At the Chub level, the Speakers Bureau is the responsibility of the Vice President Education. The Vice President Education should appoint an experienced Toastmaster as the bureau chairman and include the chairman on the educational committee.(This is a great way to use the experience and talent of a past president.) Speakers Bureaus may be set up at Area, Division, and District levels. Sometime, a joint Club bureau in a city also be very effective.

  You may find the following steps to be helpful when you organize your bureau:

1. Decide how large a group will participate in the program and select an enthusiast as chairman. 

2. Establish standards for participation. Normally, a speaker should have completed at least six manual speeches. Of course, the speaker will want to give the speech a few times before a Toastmasters audience, to get suggestions for improvement and to polish the presentation.

3. Explain the purpose of the Speakers Bureau to Toastmasters members and invite them to participate in this program.

4. Distribute copies of the speakers Bureau application form to members who are interested in joining. The form on page 4 of this pamphlet may be photocopied for this purpose.

5. When you have collected enough application forms, create a promotional pamphlet describing your speakers Bureau and listing the available speakers, along with a brief summary of their speeches.

6. Distribute the pamphlets by giving each Toastmaster two copies – one to keep and one to give to an organization that may use it. In addition, send the pamphlets to all local groups that use outside speakers, such as youth groups, chambers of commerce, PTA, churches, and social and civic organizations (Lions, Kiwanis, Rotary, etc.). Make sure you have their current addresses before mailing. Follow up with a telephone call, and offer help with booking a speaker. 

7. Contact the news media in your community. Send each a news release and a pamphlet and be sure to follow up in a few days with a personal contact.

Notes on your pamphlet

· While a photocopied sheet will serve as a start for your Speakers “bureau, you should make every effort to create a professional-looking pamphlet. This publication will represent your Club and Toastmasters International, and should be the best presentation you can make.

· Be sure to update the pamphlet at least once a year and clearly indicate the publication date on the pamphlet.

· Clearly state whether the requesting organization should call the bureau chairman or the individual speakers for program reservations.

· Emphasize what Toastmasters is and that the speakers are presenting their own views.(Toastmasters International does not endorse any organization or cause.)

Keeping the bureau going

1. Once the bureau is set in motion, it should take only an hour or so a week to keep it operating.

2. The best way to run a Speakers Bureau is for all requests for speakers to be directed to the bureau chairman, with perhaps an alternate contact, for coordination. When the chairman receives a request for a particular speaker whose name and subject were obtained from your Speakers Bureau pamphlet, the chairman should; a) Call the speaker and arrange the engagement, or contact an alternate, if necessary.

b) Call the requesting organization and confirm the engagement.

c) Send a short confirming letter to the requesting organization, with a copy to the speaker.

d) Send the speaker a Registry Form as a reminder of the engagement. This form appears on the next page and may be photocopied for your use. The speaker will complete this form and return it to the chairman to record the speech for the bureau record and for possible credit in the Communication and Leadership Program manual.

3.  If you decide to have the requesting organization contact each speaker directly, make sure speakers contact the bureau chairman when they receive speaking requests. The chairman will then send each speaker a Registry Form for completion .It is important that one individual have over all responsibility for the whole bureau and be aware of the activities of each member.

4. As an aid to the speaker’s further improvement and as an opportunity to build your Toastmasters membership, you might send the requesting organization a questionnaire after the speech has been given, asking for their comments on the speaker. If they were favorably impressed with the speaker, talk to them about presenting a sample Toastmasters meeting (see Community Contact Team pamphlet, Catalog No. 1020), but don’t be too pushy.

5. The chairman should collect all the completed Registry Forms and make progress reports for distribution to bureau members and others. This builds enthusiasm and keeps the momentum going.

Points to remember

· Explore the possibilities of supplying more than just speakers. How about speech contest judges, parade announcers, banquet Toastmasters and masters of ceremony, etc? Use your imagination for offbeat program ideas.

· If a speech meets project requirements and an evaluator was present, be sure the speaker receives appropriate credit in the Communication and Leadership Program manual.

· Tie the Speakers Bureau in with a Community Contact Team whenever possible in order to promote Toastmasters membership in your community.

· Encourage speakers to mention their Toastmasters experiences in their speeches, to help build understanding of what Toastmasters is all about. I nothing else, this can be mentioned in the speaker’s introduction.

· Sometimes requesting organizations will offer an honorarium or donation. Any honorariums or donations given to speakers in the bureau are to be placed in the Club’s Treasury. These funds are to be used for educational purposes, such as purchasing educational materials for the Club. No member can profit monetarily.

Is it worth it?

Sure, it’s worth it!

   The more your members speak outside the club, the better they will speak and the more your Club will become known in the community. Although subject matter is up to the speaker, the audience should know that it is a Toastmaster from the local area at the lectern. Supply good speakers and more invitations will follow. Soon the whole community will know about Toastmasters and the excellence of its members.

  All it takes is a little effort, a little patience, and some help from experienced Toastmasters. Start your planning now.

(1.)

(This form may be photocopied for distribution.)

Speakers Bureau Registry Form

Please complete this form for each speech you give outside a Toastmasters activity. The form should be returned to your Speakers Bureau Chairman

Name of Speaker: _____________________________________________________

Toastmasters Club: ____________________________________________________

Requesting Organization: _______________________________________________

Address: _____________________________________________________________

Speaking Location: _____________________________________________________

Speaking Date/Time: ___________________________________________________

Speech Title: _________________________________________________________

Delivery Time: _______________________________________________________

Evaluator (if any): ____________________________________________________

Which manual project does this speech fulfill? ______________________________

Signed: ___________________________ Date: _____________________________

(2.)

(This form may be photocopied for distribution.)

Speakers Bureau Application Form

Please complete and return to:

Name:______________________________ Address:__________________________

City:________________________________State:____________________________

Home Telephone:_____________________ Business Telephone:________________

Name and Location of                  Occupation&

Toastmasters Club:____________________ Employer:________________________

Accomplishments/ Hobbies of Special Interest: _____________________________________________________________________

                      Speech 1                        Speech 2

Subject:         ____________________        ________________________

Title:           ____________________        _________________________

Speaking Time:   ____________________        _________________________

Summary:

Other subjects available: ________________________________________________

Preferred Speaking Time:________________________________________________

Times Unavailable: _____________________________________________________

Preferred Geographical Areas:____________________________________________

_____________________________________________________________________

Remarks:_____________________________________________________________

Signed: _______________________________________ Date: __________________

“需要一位講師嗎? 請洽中華民國國際演講協會”
講師團
恭禧您!

成立一個國際演講會講師團，是您聰明睿智的抉擇，您會發現，因為這個多元又精彩、有意義的外頭演講經驗，讓參與講師團的會友從中獲得肯定、生命價值跟著提昇，因為您提供好講師來談論一些對社會大眾有益的見識，您的社區民眾及其他需要講師的組織都會因為您的貢獻而成長、提昇，也因為您提供一個優秀的講師團，您的演講會、區分部、總會也都跟著受益，中華民國國際演講協會的講師團可以讓我們國際演講會的溝通影響力在社區民眾的口中散播開來，並建立良好的口碑，讓TOASTMASTERS 國際演講會這個名字在我們的土地上，聲揚遠播!

心動了嗎? 這本指導原則已經發展到可以幫助您成立並掌理一個講師團，而且從這個講師團的運作當中，您會獲得最大的宣傳效果。

協力推動講師團

在各個演講分會裡，講師團是由教育副會長來負責的，教育副會長可選派一位有經驗的演講會會友來擔任這個講師團的主席(最好是推派有經驗並且具有開創力的前會長等)。講師團可能被建立在區、分部或總會，在同一城市裡，聯合其他分會一起建立講師團也是很有開創力的。

當您要成立一個講師團的時候，請參考下列的步驟，對您很有幫助:

1． 決定講師團到底需要多少成員才夠，並且選定一位非常熱心的會友來擔任主席。

2． 為參加的會友建立一套遵循的標準，正常情況下;一位講師必需至少做完會內演講手冊六講以上的演說，當然:在指派講師外出演講前，這位講師最好在會內多演練幾次並接受會友的指正，完全磨光之後再出門。

3． 告訴演講會會友這個講師團的好處、目的，並且邀請演講會的會友支持這個有益大家的盛舉。

4． 分發講師團的申請表格給有興趣的演講會會友，相關表格在簡介手冊的第4頁。

5． 當您已經收集足夠的會員申請表時，為這個講師團設計一個具有促銷、說服功力的簡介小手冊，裡面列出講師的個人簡介、背景資料及出場時間。

6． 給每一位會友兩份彩色簡介小手冊，一份讓會友保有使用，另一份讓會友分送給有可能需要講師的社團組織。另外;寄發彩色簡介小手冊給本地需要講師的團體組織，像青年團體、商會、家長會、教會、社區或市民組織 (如:獅子會、社團俱樂部、扶輪社等)，寄發之前，請用電話確認他們正確的地址，並協助提供預訂講師的連絡工作。

7． 跟您個人認識的新聞媒體接觸，寄送簡介小手冊及第一手有關國際演講會的新聞資訊給他們，而且在幾天內，緊接著密集接洽，讓新聞媒體、國際演講會各取所需。

登錄在簡介小手冊上

· 講師團開始之前，在您的筆記上記下每次努力的成果，創造每次演講業績都是專業的演出，並製成專業的簡介小手冊，這個簡介出版品將代表您的國際演講會TOASTMASTERS INTERNATIONAL，所以都要呈現您最好的製作。

· 確認一年至少更新一次，並清楚標記更新的日期。

· 是否需要講師的團體預約講師時，那些講師是應向講師團主席預約的，那些是直接和講師個人連絡即可的，請清楚標示出來。

· 清楚強調什麼是TOASTMASTERS 國際演講會以及強調講師所發表的言論系個人的言論看法。( TOASTMASTERS INTERNATIONAL 國際演講會是不為任何組織、訴訟等背書的)。

保持講師團運作自如

一、一旦講師團開始發表，講師團應該馬上開始運作。

二、運作講師團最好的方法就是所有的預約講師直接透過講師團的主席，或代理人連絡調配，當講師團主席接到特定的講師預約要求時，那這位講師的名字、講題在您的簡介小手冊上便可找到，這時講師團主席應:

1) 主動連絡講師或安排約定，如果需要，連絡代理人。

2) 主動連絡需要講師的組織並確認預約的內容。

3) 寄一份信件正本給需要講師的組織，信件副本給這名外派講師。

4) 寄一份空白的預約登記表(Speakers Bureau Registry Form)給講師，一份做建檔，一份影印自存，講師完整的做好報告並回報講師團主席，如果可能的話，做進階演講手冊的進級紀錄之用。

三、如果您決定由一個需要講師的組織直接連絡您的講師，並確信當講師接受邀請演講時也都有連絡講師團主席，為了完整建檔，講師團主席都有寄登記表格給他們並建檔，這是非常重要的一環，因為一位講師代表整個講師團團隊，所有團員都要知道這些活動。

四、為了協助講師更大的發展空間以及建立您的演講會會員的成長，只要講師出外演講過後，最好寄一份評量調查表給該組織，確認他們對這位講師有很好的印象後，詳細介紹他們TOASTMASTERS國際演講會並在他們那裡做一個TOASTMASTERS國際演講會的示範例會，但是記得，千萬不要強人所難(有關詳情見第1020號 -- 社區接觸小組-- 說明簡介)。演講團主席應收集全部的講師團登記表作成報告，並加以分類分送給會員和其他團體，展現熱忱、和保持講師團的動力，讓它運作自如。

記住下列要點

· 進一步探討評估，除了提供講師之外，是否也可以提供演講比賽的裁判、遊行的廣播員、宴會的主持人和儀式慶典主持人等等? 運用您的想像力多創造一些非傳統節目的點子。

· 如果演講適合演講手冊必要條件，並且講評者也在現場，請確認這位講師能在溝通 & 領導手冊上( The Communication and Leadership Program manual)接受合格的進級紀錄。

· 講師團跟社區接觸小組緊密結合，可能的話，促使國際演講會在您的社區成立新分會。

· 鼓勵講師在他們的演講裡，提到國際演講會的經驗，並協助告知什麼是 “國際演講會TOASTMASTERS ”的全貌，如果演講內容不適合提出的話，在做講師出場介紹時; 提到國際演講會也可以。

· 通常需要講師的組織團體會提供酬金或報償給講師團的講師，任何在講師團其間所獲得的酬金或報償，必須全數存入講師團的基金帳戶裡，這個基金應作為講師團教育目的之用，如購買教育用的材料、工具等，在金錢上:任何團員不可以拿到好處。

講師團值得嗎?

當然值得!

有更多的會友在外頭演講，他們都會呈現最好的演說，越講越好，並且有更多的分會在社區當中打響知名度，雖然主題內容是由講師來訂定的，但是聽眾一定知道演講台上最好的好講師是本地的TOASTMASTERS中華國際演講協會的會員，供應好的講師和更多的邀請函將源源不絕而來，很快的，全體社會大眾一定知道TOASTMASTERS中華國際演講協會和她優秀、傑出、卓越的會員。

