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I. FACT SHEET ON THE INDIVIDUAL DEVELOPMENT PROGRAM 

A. MISSION 

The Individual Development Program (ID) provides training and practice opportunities in public speaking, general communication and job performance skills for women. It also introduces participants to the mission and vision of the Business and Professional Women/FL (BPW/FL). The program is coordinated through local BPW organizations around the United States. 

It is the goal of BPW/FL to provide a working framework for the local organization so that they might adapt the material to the needs of their audience. The ID program is one of the best recruitment and leadership tools that BPW offers to women. 

Direct questions regarding the program to the BPW/FL State office or the State Leadership/Individual Development chair. 

B. BACKGROUND 

The Individual Development Program, begun in the late 1960s, was developed to provide our officers and future leaders with public speaking and presentation skills. The program was a intensive course of study and 

practice sessions. It has evolved today into a flexible program that can be molded to the needs of the participants. 

The first part of the ID program contains 14 modules, and will take approximately 15-16 hours of training and presentation time. The following topics are included: public speaking, communication skills, interviewing, networking and media training. Sessions are from 2 to 8 hours in a day, with a typical class running from two 8-hour days to 8 weeks. 

The second part of the program involves the selection of an Individual Development representative to represent the Local Organization at State Conference. It is strongly recommended that a LO representative 

must have completed at least Modules 4-9, which are the core of the program. The selection process

begins with a competition at the local level and then to the state level, where a representative is 

chosen at a statewide event, usually the state's Fall Conference.

C. BENEFITS TO THE LOCAL ORGANIZATION OF THE INDIVIDUAL DEVELOPMENT 

PROGRAM 

. To keep abreast of issues facing individuals in their careers When searching for Individual Development participants, local members are afforded the opportunity to network with individuals within the community, local organization and workplace. The interaction affords 

current BPW members an opportunity to keep up-to-date on the changing role of women in the workplace, and on the challenges and rewards in finding a place in today's business and professional world. In addition, 

a dialogue with these individuals may lead to their career development. It also provides BPW with suggestions for better serving the interests of women within the community who are critical to a insuring a healthy and sustaining BPW membership. 

. To market BPW to potential members 

An effective Individual Development Program informs the participants about the BPW resources and programs intended to benefit both the personal and professional lives of working individuals. All participants 

at the local level should be introduced to the mission and vision of BPW/FL, the state legislative platform, the organizational structure and the member benefits. 

. To increase membership in BPW 

All participants in the Individual Development Program should be encouraged to join BPW. An established follow-up plan with Individual Development participants can turn them into members. The Individual 

Development Program is an excellent opportunity to reach a new pool of potential members. 

. To increase visibility 

Local organizations should keep in mind the potential visibility to be gained in the community and state from conducting an Individual Development Program. From the local organization level to the State

conference, the Individual Development Program has proven to be a rewarding partnership for all participants time and time again. It allows you to provide information to the media, promote the program on 

public access channels and market companies within the community. A local organization my also partner with other associations to sponsor the program and increase participation. The program can also be offered 

to job training centers, colleges and high schools as a skill-based program for job seeking. 

D. BENEFITS FROM PARTICIPATION IN THE INDIVIDUAL DEVELOPMENT PROGRAM 

! Opportunities for personal and professional development 

An Individual Development participant’s personal skills can be honed in the competition format. Public speaking abilities are challenged as participants deliver prepared and impromptu speeches. Interpersonal 

skills are utilized during training sessions. The Individual Development participant who chooses to attend State conference has additional opportunities for personal and professional development by attending the 

informative workshops available. 

! Opportunities for networking 

Participation in the Individual Development Program affords a participant an excellent means of meeting other working women or men in the community, state and country. Many state programs include social 

events or roundtable-type discussions designed to encourage participants to meet one another and exchange ideas and business cards. The interaction during an ID training session creates a positive atmosphere in which to develop relationships and create strategic alliances with others in the community. 

! Opportunities to learn about the issues 

An Individual Development participant is presented with opportunities to learn about issues of concern to working women. They can be assigned speech topics addressing current issues, the mission and vision of 

BPW/FL, state legislative platforms and other BPW advocacy issues. Engaging in session dialogues with BPW members and other participants creates awareness and educates women regarding current events. 

! Opportunities for visibility 

Since press activity is encouraged in the Individual Development Program, a local organization can receive large amounts of exposure in local and state media outlets. And participants may also be highlighted in the 

media, which can lead to additional personal and professional growth opportunities. 

! Opportunities to make a difference 

By joining BPW, an Individual Development participant becomes part of a statewide network dedicated to achieving equity for women. She can enjoy the unique benefits of membership. She can mentor and be mentored. She can feel the strength of blending her voice with others in pursuit of a common goal. 

II. MANDATORY CRITERIA FOR THE INDIVIDUAL 

DEVELOPMENT PROGRAM COMPETITION 

Topics for speeches may be assigned by BPW/FL. Each local, may select its own topic, unless the state federation program sets the topic for local  competition. It is recommended that topics for all levels of 

competition within a state federation be coordinated. Topics are often based on the current state legislative platforms, 

other BPW\FL advocacy issues and current events. 

The following mandatory criteria applies to the LO and State level of the Individual Development Program Competition: 

A. To be eligible, a person must: 

. Be living, working, training or continuing their education in the area served by the sponsoring local organization conducting the program; and 

. Be a member, in current standing, of a local organization; and 

. Have completed the Individual Development Program within the preceding 3 years; and 

. Have completed at least Modules 4-9 of the Individual Development Program, updated July 2004; and 

. If applicable, they have met all State Award guidelines; and 

. Be the LO Winner, Runner-up, or the officially designated representative of the LO; and 

. Support the BPW/FL mission and vision. Individual Development representatives must review the state legislative platform and pledge that they will not speak against platform items in their capacities as 

State Individual Development representatives, if selected. 

B. The Individual Development representative must have participated in the lo/state federation's selection program and must be a member of BPW/FL to be recognized as the Individual Development representative. 

C. The selection process must include two (2) types of speeches delivered by the participant: 

. A 5-minute prepared speech and a 2-minute impromptu speech. 

. Each phase is timed with warnings given at 30 seconds before time and the timer standing at the 5 or 2-minute mark. 

. Timing begins when the participant starts speaking and ends when they stop speaking and step away from the podium. 

. No props are allowed in the competition. 

. Judges are given a scoring sheet with instructions and are not allowed to interact with the participants until the competition is completed. 

III. BLUEPRINT FOR A SUCCESSFUL INDIVIDUAL 

DEVELOPMENT PROGRAM 

Communication and planning are the keys to chairing a successful Individual Development Program. To assist you in your duties as Individual Development Chair, (whether at the local or state level), the following guideline is offered. This guideline can be modified for programs at all levels of competition 

within the state federation. 

A. Develop a Timeline for the Individual Development Program 

The planning of local organization and state Individual Development Programs requires coordination, as one level of event generally must occur prior to the next level and the next. If, for example, a state federation conducts its Individual Development Program at its state conference, the local organization must conduct its program to select an Individual Development representative in advance of that time. 

It is recommended that information be shared between Individual Development chairs at the local organization and state federation levels to ensure the timeliness of all programs. State policies or procedures regarding the participants at different levels, should be communicated by the state Individual Development Chair to the local organization Chairs. 

Once the date is established for the highest level of competition, usually the state level, and communicated by the state Individual Development Chair, the local organization Individual Development Chair should set the dates for their respective programs. The creation of a month-by-month timeline ensures the timely completion of all tasks 

necessary for a successful program. 

Use the activities delineated below to help identify those tasks. While the activities listed below are directed at the local level competition, they can be incorporated in the planning for an event at the district or state federation level, as well. 

Timeline included in this guide. 

B. Identify Participants for the Individual Development Program at the Local Level Local organization members and/or the Individual Development Chair and Committee can search for participants in the following ways: 

! Seeking participants from within the local organization membership. 

! Reaching out into the community by contacting business and industry leaders to offer the program to their employees. 

! Publicizing the Individual Development Program in the local media. 

! One to one requests directed to potential participants. 

C. Prepare Marketing Materials 

The local Individual Development Chair and Committee should prepare brochure, flyer or information packet outlining the program. It should include benefits, agenda outlines, costs, dates, location and 

any other information to promote the program. 

Samples included in this guide. 

D. Promote the Individual Development Program 

Individual Development programs can be exciting and meaningful events, and should be promoted as 

such. Visibility is a desired result of the Individual Development Program. Promote both the event and the participants. 

A special touch can come from obtaining recognition of either an Individual Development representative or event by local or state political figures. 

Sample Proclamation and press releases included in this guide. 

E. Plan the Logistics of the Event 

Be sure to make all necessary arrangements with the facility where the Individual Development event will be held and to confirm those arrangements immediately prior to the event. 

If you plan to give plaques or other tokens of appreciation to participants and/or judges, be sure to order them sufficiently beforehand. 

F. Plan the Format of the Competition 

Determine the type of speeches to be given and select topics. Establish the format and timing for speeches and arrange for two (2) timers and stopwatches to be available for the competition. Prepare any type of introductory material regarding BPW, the judges, and ID participants. 

G. Select the Judges 

! Confirm the selection of three judges and forward informational materials to them. 

! Provide judges with BPW materials, scoring sheets and guidelines prior to the competition. 

! Arrange time for a short orientation prior to the time of the competition where the Individual 

Development Chair can review the procedures and logistics of the event and answer any questions. 

! Decide if participants should have access to judging sheets after the completion of the program. 

! It is recommended that one judge is a BPW member and at least one judge is a non-BPW member. 

H. Conducting the Individual Development Competition 

**** It is advisable to conduct an orientation session for all participants to explain the selection process at all levels and expected responsibilities and financial obligations of Individual Development representatives. This time can also be used to review the state and national legislative platforms and other information about BPW, such as member benefits and programs. **** 

Encourage participants to complete an evaluation form. The information gleaned from these forms can be very helpful in planning future events. 

A sample evaluation form is included in this manual. 

I. Post-Program Activities 

. Arrange for post-competition publicity in local media or work with the public relations chair to release information. 

. Forward the Biographical Information Sheet and any other required information on the representative selected, to the State Chair at the state level by the deadline established at the next level. Include a letter of endorsement from the local president, if necessary. 

Sample forms are included in this manual. 

. Communicate with the Individual Development representative to ensure an understanding of the events to come and any financial implications. 

. Arrange for follow-up after the competition to encourage all participants and the official representative to become BPW members. Consider giving membership as a gift to all participants or to the Individual Development representative selected. Arrange for mentors to stay in contact with the participants. Keep participants informed about meeting times and dates and programs offered. 

. Write thank-you notes to judges and participants. 

J. State Level Competition 

In addition to the matters set forth in the above guidelines, the State Individual Development Chair and/or Committee should also consider the following: 

! Send all participants information making clear the possible expenses that may arise for the participants and the plans for the state conference. 

! Plan informal activities to enable the participants to meet each other and the state officers at conference.

! Communicate with state Individual Development representatives to make certain information and expectations are understood and assign a mentor for the Individual Development representative during the conference. 

IV. FINANCIAL RESPONSIBILITY 

It is the responsibility of the local and state Individual Development Chairs to inform each prospective participant of the expenses they may incur, the financial arrangements that may be made to accommodate the expenses at each level of Individual Development participation and the forms or documentation required for reimbursement. 

A. Local Level 

The local organization may provide some or all support for the participants' financial expenses to the state competition, should the participant be chosen to compete at those level. 

The local Individual Development Chair should request funds in the local organization budget for the following year. The Individual Development Chair may seek financial assistance from local businesses to underwrite expenses associated with the program. 

Sample letters soliciting financial assistance are included in this guide. 

B. State Level 

BPW/FL assumes no financial responsibility for expenses of Individual Development representatives. Individual Development representatives attending State conference must pay for their own travel, lodging and meal expenses and must pay regular conference registration fees. 

V. GUIDELINES FOR JUDGING INDIVIDUAL DEVELOPMENT 

PARTICIPANTS 

Mandatory criteria set forth in Section II requires a minimum of three impartial judges in the selection process at the local and state levels. The word "impartial" does not exclude BPW members from being judges. At least one of the three judges should be a BPW member to adequately evaluate participants' understanding of BPW and its legislative platform. For example, a BPW member from a different state or from a district or local organization, which does not have an Individual Development

participant, could be considered an impartial judge. 

A. Judges' Materials 

Judges should receive the following information in advance of the competition to ensure ample time for review before the judges' orientation: 

! Information about the Individual Development Program 

! BPW/FL legislative platforms 

! Instruction Sheet for Judges 

! Mandatory criteria for the Individual Development Program 

! Information about the judging process 

B. Judges' Orientation 

It is helpful to hold a brief orientation for the judges at the time of the event in order to review the information previously provided to them and to answer any questions about the judging process. 

C. Judging Process 

! A “Judging Sheet" provides the categories upon which each participant must be evaluated. Please remember to allow adequate time for the judges to evaluate each part of the competition. Generally, 1 

to 2 minutes are given between participant speeches. 

! **** Confirm with judges the point deduction on timing. **** 

! Participants will be evaluated on a point system with 100 total maximum points. 

! Judging Sheets should be returned to the Individual Development Chair who will determine whether or not participants should see the results individually. 

"Individual Development Judging Sheet" is included with this guide. 

VI. GUIDELINES FOR INDIVIDUAL DEVELOPMENT NEWS RELEASES 

Visibility of the Individual Development Program in the community and state, benefits the local organization, state federation and Individual Development participants. News releases should be sent at the local and state level of the Individual Development competition announcing the program itself and the selection of the Individual Development

representative. 

Sample news releases are included in this guide. 

Alter and adapt them to fit the needs of your local organization or state federation. Some other tips to keep in mind when preparing news releases are as follows: 

. Releases should be double-spaced and typed only on one side of an 8 1/2 by 11 paper. 

. Be sure to include a contact person's name and telephone/fax number in the upper right corner. Also include a release date. 

. Both first and last names should be used in first reference to a person. After that, only last names should be used. Do not use Miss, Mrs. or Ms. with names. 

. Include a photo of the Individual Development representative or session participants. If a photo is not available, ask the local newspaper if it would like you to make arrangements for participants to go to the paper and have a photo taken. 

. Information must be handled immediately, as local media is more apt to use timely and properly handled information. 

. Releases may be faxed, mailed or delivered in person, depending on your relationship with your local media representatives. 

. Release information to local and area newspapers, radio and television stations. 

. Releases should be sent to the participants hometown media outlets. Every woman or man who participates in the Individual Development program is a winner and should be publicized. Additional visibility for BPW and the Individual Development Program is also gained. 

. Releases should end with “30". 
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Appendix A 

Individual Development Packet 

Send to ID Participant 

This section includes all materials for a potential Individual Development participant: 

. Sample Letter Individual Development 

(Use to follow up with the ID representative regarding competition details) 

. Individual Development Biographical Information Sheet 

. Fact Sheet on the Individual Development Program 

. Mandatory Criteria for the Individual Development Program 

. Sample Scoring Sheet 

. Judging Criteria 

. Individual Development Evaluation Form 

Send to Judges 

This section highlights all materials to send to individuals serving as judges: 

. Sample Letter to Judges 

. Fact Sheet on the Individual Development Program 

. Mandatory Criteria for the Individual Development Program 

. Instructions for Judges 

. Judging Criteria 

. Sample Scoring Sheet 

SAMPLE LETTER 

To the ID Representative to local or state competition 

(use to follow-up regarding competition details) 

Dear (Individual Development Name): 

Welcome to the (local or state) Individual Development Competition. The members of the (local or state) hope this is a memorable and rewarding experience for you. 

There are 2 phases to the competition: 

! A 5-minute prepared speech and a 2-minute impromptu speech. 

! Each phase is timed with warnings given at 30 seconds before time and the timer standing at the 5 or 2minute mark. 

! Timing begins when you speak and ends when you stop speaking and step away from the podium. 

! No props are allowed in the competition. 

! Judges are given a scoring sheet with instructions and are not allowed to interact with the participants until the competition is completed. 

! Attached is a copy of the scoring sheet and judges guide so that you will be familiar with the scoring process. 

! Impromptu topics will be taken from (your choice as chair/committee). 

! Prepared speech topics should be (your choice as chair/committee). 

The competition will be held at the (name/location/room) Please plan to arrive at (time). A brief orientation will be given to review the agenda for the competition. 

Should you have any questions please do not hesitate to call me. I can be reached at (home and office numbers). I am looking forward to meeting you. 

Sincerely, 

(Name) 

Individual Development Chairman 

cc: President (local or state) 

File 

INFORMATION FOR PUBLICITY PURPOSES 

A news release announcing your participation in the Individual Development program is planned. For this purpose, please provide the names, addresses and telephone/fax numbers and email address of your local newspapers, television and radio stations. 

STATE LEGISLATIVE PLATFORM STATEMENT 

I support the goals and objectives of Business and Professional Women/FL (BPW/FL). I have reviewed the State Legislative Platform and pledge I will not speak against platform items as a representative, if I am selected. 

I,_________________________________, do hereby confirm that the Individual Development Biographical information is true and correct to the best of my knowledge. 

Signature:____________________________________________ Date:____________________ 

Note: 

Please insert your current BPW/FL State Legislative Platform. 

FACT SHEET ON THE INDIVIDUAL DEVELOPMENT PROGRAM 

A. MISSION 

The Individual Development Program (ID) provides training and practice opportunities in public speaking, general communication and job performance skills for women. It also introduces participants to the mission and vision of the Business and Professional Women/FL (BPW/FL). The program is coordinated through local BPW organizations around the United States. 

It is the goal of BPW/FL to provide a working framework for the local organization so that they might adapt the material to the needs of their audience. The ID program is one of the best recruitment and leadership tools that BPW offers to women. 

Direct questions regarding the program to the BPW/FL State office or the State Individual Development chair. 

B. BACKGROUND 

The Individual Development Program, begun in the late 1960’s, was developed to provide our officers and future leaders with public speaking and presentation skills. The program was a intensive course of study and 

practice sessions. It has evolved today into a flexible program that can be molded to the needs of the participants. 

The first part of the ID program contains 14 modules, and will take approximately 15-16 hours of training and presentation time. The following topics are included: public speaking, communication skills, interviewing, networking and media training. Sessions are from 2 to 8 hours in a day, with a typical class running from two 8-hour days to 8 weeks. 

The second part of the program involves the Local Organization to select the Individual Development representative to represent LO at the state conference. It is strongly recommended that a Local representative 

must have completed at least Modules 4-9, which are the core of the program. The selection process begins with a competition at the local level, then to the state level, where a representative may be chosen at a statewide event, usually the state's mid-year or annual conference. 

The Local Individual Development representative is encouraged to attend BPW/FL State Conference. Traditionally, all LO Individual Development representatives are introduced to the conference 

body and special events, such as workshops and networking opportunities, are planned. Individual Development representatives are also voting members of the BPW/FL conference body and are invited to participate in all conference activities. 

INDIVIDUAL DEVELOPMENT EVALUATION FORM 

To be filled out at completion of Individual Development competition at local and state levels. 

1. 

Are you a member of BPW? ____Yes ____No 

If not, are you planning to join? ____Yes ____No 

2. How did you become aware of the Individual Development program? Please check. 

A. Recruited by local BPW members. _____ 

B. Answered formal advertisement. _____ 

C Other (Please explain). __________________________________________________________ 

3. What materials were you provided with prior to competition? Please check. 

A. 

Individual Development guidelines _____ 

B. 

Legislative platforms _____ 

C. Florida Business Woman magazine _____ 

D. BPW manuals or orientation materials _____ Other (Please 

explain) ________________________________________________________ 

4. Now that you have completed the Individual Development program, what role do you feel you could play in the promotion of 

the Individual Development Program or in BPW in general? ______________________________ 

5. Did past Individual Development participants share their Individual Development experience with you prior to competition? 

____Yes ____No 

If yes, in what way? _________________________________________________________________________ 

6. Was the environment for competition comfortable? 

____Yes ____No 

7. Were any of your judges past Individual Development participants? ____Yes ____No 

8. Please explain how competing in the ID Program was most beneficial to you? _________________________ 

9. What would you add or change about the Individual Development Program? _________________________ 

_ 

_ 

Other comments or suggestions: 

Congratulations on your participation in the Individual Development Program. 

SAMPLE LETTER TO JUDGES

 (Name) 

(Business) 

(Address) 

(City), (State) (ZipCode) 

Dear 

Thank you for agreeing to be one of the judges for the Individual Development competition at our (local or state conference) on (date) at (location, address, phone number and room location) and will begin at (time). The proposed agenda is as follows: 

8:30 a.m. - 8:45 p.m. Judges briefing 

9:00 a.m. - 11:30 a.m. Individual Development Speak-OFF Competition 

5-minute prepared speeches 2-minute impromptu speeches 

After the speak-off judges will complete their evaluation of each participant and return to the chairman for tabulation. 

11:45 a.m. - 1:30 p.m. BPW Luncheon and Awards Presentation 

Each Individual Development participant is evaluated on the items provided on the scoring sheet. You will be given time between speakers to score your evaluations. Please judge each participant on their own merit, not based on a previous or future speaker. Timing information will be given at the end of each speech. The maximum number of points a participant can achieve is 100. We will have a briefing prior to competition. Attached you will find a copy of the judging score sheet so that you may become familiar with the judging categories. 

Will you send me a one page biographical sheet on your background. The information will be used to introduce you to the members and guests in attendance at the competition. You will find a stamped, self-addressed envelope to mail the biographical information to me. 

Please do not hesitate to give me a call should you have any questions. My home telephone number is (area code and number) or my business telephone is (area code and number). I am looking forward to your 

participation in the (name of local or state) Individual Development competition. 

Sincerely, 

(Name of Chairman) 

Individual Development 

Chairman Note: 

Please insert the current state and BPW/FL Legislative Platform, BPW and ID Fact sheets, Judging guidelines and other BPW information for the Judges review. 

Appendix B 

News Releases and Other Letters 

This section includes news releases and letters for the program: 

! Sample Proclamation 

! Sample Letter Requesting Local Business Contribution to Individual Development 

Program 

! Sample Letter Requesting Local Business Contribution After Local Organization 

Competition 

! Sample news Release: Individual Development Winner at Local or State Level 

! Sample News Release: Announcement of Selection of Judges 

! Sample News Release: Participants in State Federation Individual Development 

Program 

SAMPLE PROCLAMATION 

WHEREAS, (name of local organization) is affiliated with Business and Professional Women/FL, the oldest organization for working women in the United States today, and 

WHEREAS, BPW leaders and members adopted a Mission to achieve equity for all women in the workplace through advocacy, education and information; and 

WHEREAS, working women constitute over half of the nation’s workforce, and are constantly striving to serve their communities, their states and their nation in legislative, civic and cultural programs; and 

WHEREAS, BPW at state and local levels sponsors a Individual Development program to provide opportunities for personal and professional development for working women and men and to provide new insights through the eyes of today’s workforce; and 

WHEREAS, (name of local organization) collaborates with BPW/FL and other organizations to achieve mutual goals, increase understanding, broaden horizons and, above all, to signify to others that BPW 

Women Mean Business; and 

WHEREAS, (name of Individual Development) was selected as the Individual Development representative to represent (name of local organization) at the (state) conference in (town/city); and 

(IF THIS PROCLAMATION IS TO BE SIGNED BY THE GOVERNOR TO HONOR THE STATE 

INDIVIDUAL DEVELOPMENT REPRESENTATIVE, ADD THE FOLLOWING PARAGRAPH:) 

WHEREAS, (name of Individual Development) was selected as the Individual Development representative to represent the (name of state federation) at the BPW/FL state conference in (city); and 

WHEREAS, all of us are proud of the accomplishments of this woman/man. 

NOW, THEREFORE, I, (name of public official)(position) of the (town/city/state), do hereby proclaim the ____ day of _________, 19__, as “(name of Individual Development) Day” and urge all residents of town/city/state) to pay great tribute and respect to this outstanding woman/man for all she/he has accomplished on behalf of her/his fellow citizens. 

Dated: ___________________ _________________________________ 

Mayor/Governor 

SAMPLE LETTER REQUESTING LOCAL BUSINESS CONTRIBUTION 

TO INDIVIDUAL DEVELOPMENT PROGRAM 

(Adapt this letter to the specific needs of your Individual Development Program. Fill in pertinent information in parentheses, and add any information concerning how your BPW will recognize the business for its 

contribution.) 

Dear (insert name of contact at business): 

I would like to take this opportunity to tell you about the Individual Development Program of Business and Professional Women/FL (BPW/FL). Established in 1919, BPW/FL is a state membership organization of more than 600 members whose mission is to achieve equity in the workplace through advocacy, education and information. 

BPW/FL continues to pave the way for workingwomen to achieve personal and economic success in the work place by offering a range of skill-building programs -- from entry-level career training and mentoring 

opportunities to leadership and entrepreneurial skills development. The Individual Development Program helps us to develop and supporting women, while introducing them to the mission and vision of Business and 

Professional Women/FL. The program challenges participants to stay current on the changing role of women in society, and gain necessary skills to support the organizations and communities in which they 

work. 

INSERT INFORMATION ON WHAT YOUR ID PROGRAM WILL COVER and THE 

SPECIFIC DETAILS OF THE EVENT 

The (insert name of local organization) is delighted to extend an invitation to (name of business) to participate in this year's Individual Development program and to meet the participants. 

The (insert name of business) can be extremely helpful to the continued growth of the Individual Development Program by making a general support contribution of $(insert amount) to the (insert name of local organization)'s Individual Development Program. I know that a contribution from (insert name of business) will encourage others to do likewise. We appreciate any support you are able to provide. 

We would also encourage you to allow your employees to take advantage of these session(s) by attending and participating in the training and practice that will take place. Let us help you enhance the skills of those you employ. 

On behalf of the (insert name of local organization), I thank you for the consideration of this request. 

Sincerely, 

Individual Development Chair 

SAMPLE LETTER REQUESTING LOCAL BUSINESS 

CONTRIBUTION AFTER LOCAL ORGANIZATION COMPETITION 

Dear (insert name of contact at business): 

The (insert name of local organization) is proud to announce the selection of (insert name of ID speak-off 

winner) as its Individual Development representative. (Insert name of ID representative) is employed as 

(insert job title) at (insert name of employer). She/he was chosen for this honor based on her/ public speaking 

and presentation ability. 

(Insert name of local organization) will sponsor (insert name of ID representative)'s trip to the (insert state 

federation’s name) annual statewide conference to be held in (insert conference city) in (insert month), where 

she/e will participate in the Individual Development Program at the state level. Her/his successful 

participation in the local conference will make her/him eligible to participate in the Individual Development 

program at the BPW/FL state conference in (conference city) in JUne, (insert year). 

We have consistently sought participants for the BPW/FL Individual Development Program from the (insert 

name of town/city) business community and have sponsored our Individual Development all the way to the 

state program at the BPW/FL annual conference numerous times. 

Although the expenses for the in-state trip will be modest, our organization is requesting financial assistance 

from (insert town/city) businesses interested in the advancement of women and men in their chosen careers. 

We would appreciate your partial sponsorship of our Individual Development representative’s candidacy for 

this statewide honor. Those businesses able to assist us in this effort will be recognized as sponsors of the 

Individual Development Program in our publicity efforts. 

If your company is willing to donate $(insert amount) to help with (insert name of ID representative)'s 

expenses to the state conference, please remit your contribution to me at the following address: (insert 

address) by (insert deadline for receiving contributions). 

If you would care to discuss this matter, please do not hesitate to contact me at (insert telephone number). 

Thank you. 

Sincerely, 

Individual Development Chairman 

SAMPLE NEWS RELEASE 

INDIVIDUAL DEVELOPMENT WINNER 

AT LOCAL OR STATE LEVEL 

FOR IMMEDIATE RELEASE: For additional information: 

(Name of contact) (Phone 

number of contact). 

LOCAL WOMAN/MAN NAMED BUSINESS AND PROFESSIONAL WOMEN’S 

INDIVIDUAL DEVELOPMENT WINNER OF (YEAR) 

(Town, State, Date) Jane Doe, (street address, city), has been named (year) Individual Development 

Winner by the (local BPW name or state federation name). The competition was held during the 

(local BPW name or state federation name) (monthly meeting or state conference) 

held on (date) at (place). 

(Name) was among (number) participants in the (local/district/state) competition. Judging was based 

on the participants’ public speaking and presentation ability. Participants were judged on two phases of 

competition: 5-minute prepared and 2-minute impromptu speeches. 

(Individual Development QUOTE: Ask her/him how she/he feels about being selected, about the 

competition, the honor, etc.) 

(Name) is active in (name organizations, etc.). She/he received a (degree) in (field) from (college), 

(city), and attended (high school) in (city). 

Other participants who participated in the Individual Development program were (name), (address), 

(occupation) with (employer); (repeat as necessary). 

The Individual Development Program is sponsored by Business and Professional Women/FL 

(BPW/FL) to develop and support women in business. The program challenges participants to stay current 

on the changing role of women in society, and gain necessary skills to support the organizations and 

communities in which they work. 

For information on local meeting times and places, please contact (name and phone number). 
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SAMPLE NEWS RELEASE 

ANNOUNCEMENT OF SELECTION OF JUDGES 

FOR IMMEDIATE RELEASE 

For information contact: 

(Name of contact) (Phone 

number of contact) 

(Title for the Release in all caps) 

(City, State, Date) (Names of judges) will serve on a panel to judge participants in the Individual 

Development Program sponsored by the (local or state) Business and Professional Women (BPW). 

Judging will occur during the (name of event), to be held at (place) on (date). The winner will 

represent (local organization named) at the (state 

conference/BPW/FL annual conference) in (place) on (date). 

(Name of judge), of (address), is a (occupation) with (employer); (repeat as necessary). 

(Number) participants from throughout the (area/state) are vying for the title of (local organization or state federation name)’s Individual Development Winner. 

The Individual Development Program is sponsored by the Business and Professional Women/FL

(BPW/FL) to develop and support women in business. The program challenges participants to stay current 

on the changing role of women in society, and gain necessary skills to support the organizations and 

communities in which they work.

 If you are interested in more information about BPW/FL, please contact (name), (address). 
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SAMPLE NEW RELEASE 

PARTICIPANTS IN STATE FEDERATION INDIVIDUAL 

DEVELOPMENT PROGRAM 

FOR IMMEDIATE RELEASE For information contact: 

(Name of contact) (Phone 

number of contact) 

(Title for Release in all caps) 

(City, State, Date) (Name of participant), a (occupation) of (city), was one of (number) young 

women/men who competed for the honor of (state)’s Individual Development Winner during the conference 

of the (state) Business and Professional Women (BPW) in (city) from (date) to (date). (Name) represented 

the (name of local organization of (city). 

(Name), a graduate of (college) in (city) and (high school) in (city), “has distinguished herself/himself 

through her/his career and community achievements and reflects the image of today’s woman who uses her 

ability to communicate to lead to success in the business and professional world,“ according to (name), 

president of the (state federation name). 

(Name) is employed by (employer) of (city). 

The Individual Development Program is sponsored by the Business and Professional Women/FL 

(BPW/FL) to develop and support women in business. The program challenges participants to stay current 

on the changing role of women in society, and gain necessary skills to support the organizations and 

communities in which they work.

 Persons interested in more information regarding BPW may contact (name) at (phone number or 

address). 

(Name of State Individual Development Winner), of (city), a (occupation) with (employer) in (city), 

was named (state federation name)’s Individual Development Winner. Judges based their evaluation on each 

participant’s public speaking and presentation ability, according to (name of Individual Development Chair) 

of (city), who coordinated the Individual Development program. (Name of State Individual Development 

Winner) will represent (local) at the BPW/FL State conference in (place, date). 
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Appendix C 

Scoring/Tally and Evaluation Sheets 

Use this information at your local and state competitions. 

This section includes: 

! Individual Development Judging Score Sheet 

! Individual Development Tally Sheet 

! Timekeeper Score Sheet 

! Timeline for Individual Development Program 

! National Competition Guidelines 

Individual Development Tally Sheet

 Participant Name Judge #1 Judge #2 Judge #3 Total 

Points 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12 

13 

14. 

15. 

__ Individual Development Chairman Signature 

__ Date 

Timekeeper Score Sheet

 Participant Name Time Points

 1.

 2.

 3.

 4.

 5.

 6.

 7.

 8.

 9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

Time Guidelines: 

5-minute Prepared Signal at 4:30 and Stand at 5 minutes 

2-minute Impromptu Signal at 1:30 and Stand at 2 minutes 

Scoring Guidelines: 

_ Individual Development Timekeeper Signature 

+/- 10 seconds or less = 0 points 

+/- 11 seconds or more = -10 

points 

_ Date 

Appendix D 

Resource Lists and Examples 

This section includes: 

! Program Timelines 

! State Competition Guidelines and Judging Criteria 

! Program Example 

! Planning an Outstanding ID Program 

! Speaker Resources 

! Materials Resource List 

! State Competition ID Chair Verbal Agenda Outline 

! Congratulations to Upcoming State ID Participants 

BPW/FL 

Individual Development Course Timelines 

The outline below is only a suggested outline for your reference. Modify or tailor the outline to meet the 

participant needs. 

12 Weeks Prior 

 Meeting of those interested in presenting the ID course • 

Select Course Coordinator, Assistants 

Identify potential participants (individuals, organizations and business) • 

Review types of modules available 

Identify locations and refreshment options 

Determine course format, length of sessions, number of participants • 

Evaluate possible dates and locations 

Prepare budget and explore sponsorship opportunities • 

Begin search or gain commitment for presenters Schedule 

speak-off 

 Seek assistance and guidance from BPW/FL committee members and State Officers.

10 Weeks Prior 

 Reserve Facility 

Order Trainer and Participant Manuals, or collect information to be included in the manuals • 

Hold committee meeting to update plans and assign responsibilities Set dates and locations for 

all sessions Finalize budgets 

Determine publicity campaign 

8 Weeks Prior 

 Confirm presenters for all dates, ask for copies of additional materials • 

Begin publicity for the course Word of Mouth Brochures Flyers 

Public Service Announcements • 

Newspaper Mail-outs 

Hold mini-infomercials at other local organizations or meetings • 

Contact with businesses 

Contact with other women's organizations in area 

Furnish presenters training modules or participant materials • 

Furnish non-BPW presenters with BPW information 

6 Weeks Prior 

 Follow-up with telephone calls to potential participants • 

Continue publicity 

4 Weeks Prior 

 Hold meeting of committee • 

Prepare participant manuals 

Confirm location and refreshment arrangements 

Determine any additional training supplies needed • 

Follow-up with presenters 

2 Weeks Prior 

 Confirm each registered participant 

Verify materials, location arrangements, etc. 

COURSE COORDINATOR Responsibilities 

 • 

Appoints committee members and conducts meetings • 

Coordinates plans and actions of committee members • 

Obtains and confirms course presenters 

Provides any course materials or trainer manuals to presenters 

Provides presenters with BPW information and areas of concentration • 

Acts as or appoints a host for each course session Presides or appoints a 

chair for the speak-off Obtains feedback from participants 

Have FUN! 

BPW/FL 

Individual Development 

Course Local and State Speak-Off 

Guidelines 

1. Props 

A contestant cannot use props during the local or state competitions. It is suggested that participants 

remain at the podium during the speech competition and use the microphone if available. 

2. Criteria 

To compete in the current Local and State Speak-Off, all contestants must meet the following criteria: 

Must be a current member of a Local BPW Organization, 

Have completed an Individual Development course within 3 years of the current competition, 

including modules 4-9 of the updated course July 2004, 

Be the State Winner or Runner-Up, or the officially designated representative of the 

state federation, 

If applicable, they have met all State Award guidelines. 

3. Selection of Judges 

A minimum of three impartial judges must be present at all speaking events. At least one judge will be an 

experienced BPW member to adequately evaluate the candidate's knowledge of BPW issues. Ideally, judges 

should have some public speaking and speech judging experience. This could come from participation in the 

Individual Development program, Toastmasters, communications classes or other areas. All competition 

levels should follow the National speak-off guidelines, if possible. 

4. 5-Minute Prepared Speech Maximum 65 points 

Contestants will give a 5-minute prepared speech on an issue relating to women. Examples include: news 

item, personal stories, BPW legislative items, etc. 

Timing begins as the contestant begins to speak. 

Judges will use the following criteria to score the speech: 

PROGRAM EXAMPLE 

The BPW/FL Individual Development (ID) program provides public speaking, general communication and job performance 

skills for women. 

The program is coordinated through local BPW organizations around the United States. The sponsoring organization holds sessions 

from 2 days to 8 weeks, depending on the scope and purpose of the organization. 

It is the goal of BPW/FL to provide a working framework for the local organization so that they might adapt the material to the 

needs of their audience. 

The ID program is one of the best recruitment and leadership tools that BPW offers to women. 

Direct questions regarding the program to BPW/FL or the State ID chair. 

The simple act of competing and putting yourself on the line in public speaking builds confidence. Please encourage others to take 

that simple step! 

Courage 

“In the end, the only ones that fail are 

those ….. who do not try.” 

BPW/FL Individual 

Development 

Speak-Off 

Agenda 

! Welcome 

! Introductions 

! Overview of Speak-Off Guidelines 

! Speeches 

! Recognition of Speakers 

! Recap 

! Adjourn 

Planning an Outstanding 

Individual Development 

Program 

1. 

Analyze your audience 

a. What type of format? 2 days or 8 weeks. 

b. Survey their needs. What is the most important topic to cover? 

2. 

Set goals and objectives for the program 

a. How many people do you want in attendance? 

b. Is this open to the community? What a recruitment tool! 

3. 

Determine your resources 

a. Type of locations and costs for meals. 

b. 

Who is available to lead the program? 

Option: Have a facilitator and different presenters. 

4. 

Plan a program that Educates and Motivates 

a. Provide BPW history with business topics. 

5. 

Prepare Presenters to make Optimum Impact 

a. Give time constraints and stick to the limits. 

b. 

Explain the purpose and provide an outline of 

entire format before their presentation. 

6. 

Get attention for your program 

a. Press releases, news article on the program before/after. 

b. Promote at colleges, other organizations, place posters in windows. 

7. 

Become a resource for your community / develop partnerships 

a. Ask for corporate sponsorships. Have businesses send employees. 

b. Establish scholarships, provide workshops from topics covered. 

8. 

Get the attendees to compete! 

a. Hold a class competition, gather a large audience of people in the community. 

Material Resource List for Individual Development 

Title Author Publisher ISBN # 

! How to Deal with Difficult People 

Paul Friedman Skillpath Publications 1-878542-77-X 

! Communicate with Confidence 0-07-006606-X 

Dianna Booher McGraw-Hill 

! 101 Creative Problem Solving Techniques 1-883629-00-4 

James Higgins The New Management Publishing Co. 

0-684-81848-5 

! Managing to Have Fun 

Matt Weinstein Simon & Schuster 

! Gestures 

Roger E. Axtell Wiley 0-471-53672-5 

! You’ve Got to Be Believed to Be Heard 0-312-09949-5 

Bert Decker St. Martin’s Press 

! 101 Ways to Make Training 

Active 

Mel Silberman 

Pieffer 0-88390-475-6 

! Time Management for UnManageable People 

Ann McGee-Cooper Bantam Books 

0-553-37071-5 

! Time Management for Dummies 

Jeffrey J. Meyer IDG Books 

1-56884-360-7 

State Competition Agenda 

I. 

Welcome 

What is Individual Development, Young Careerist? 

If you have won a competition on a state or local level or have taken ID 

Please Stand 

II. 

Introductions 

A. 

Distinguished Guests 

National Officers ___________________________ 

State Officers 

_ 

_ 

_ 

B. 

Committee Members + Districts they represent 

C. 

Competition Facilitators 

1. Timekeepers 

_________________________________________ 2. Judges’ Assistant 

and Scorekeeper _________________________ 3. Doorkeepers 

D. 

Distinguished Judges 

III. 

Special Thanks 

1. _________________________, For printing the 

programs 2. _____________________, Special help 

3. ____________________, Conference Chair(s) 

4. _________________________, For help in procuring local area judges 5. 

__________________________, Committee for input and follow-through 

IV. Program Changes 

1. 

________________________________________________________ 

2. 

________________________________________________________ 

3. 

________________________________________________________ 

4. 

________________________________________________________ 

5. 

________________________________________________________ 

6. 

________________________________________________________ 

7. 

________________________________________________________ 

V. 

Explanation of Competition 

1. ______________ (number) of candidates who will be competing + order 

2. Follow in your program and use left side to score or rank your choices. 

3. 

Competition in ____ parts 

For ID: a. 5 minute prepared speech 

. Give the following information: 

. Candidate’s name, LO and speech title 

b. 2 minute impromptu 

. Candidate’s name, bio 

. They will draw topic, read and then topic will be read to audience 

and the candidate will begin within 15 seconds. 

4. Timing 

a. Clock starts when the candidate begins to speak. 

. At 30 seconds, the timekeeper will hold up a yellow sheet of paper. 

. At 2 or 5 minutes the timekeeper will stand and remain standing until the candidate is 

finished. The time will then be announced twice. 

b. 1 minute of silence will be provided for the judges after each speaker. 

VI. 

Ground Rules - Respect the effort of the speakers by ... 

1. No admittance or leaving during speeches. 

2. No pictures during competition. 

3. No noise during competition. 

4. Equal appreciation of each candidate’s efforts. 

VII. 

5 minute prepared speeches ask for official time 

VIII. 2 minute impromptu ask for official time 

IX. 

Introduction of Candidates and certificate presentations 

X. 

Conclusion 

1. Gifts to Judges2. Thank you 

3. Dismissal 

Congratulations 

to those Participating and Competing 

in the Individual Development Program 

Just a few reminders before State Conference!!!! 

1) LO President's must sign and send the Award form for the LO winner and runner up to the State chair postmarked by May 1.  

2) Include with the form a biographical paragraph on the winner and a photo sized between 3x5 and 5x7 

(color snapshot is great) for display at the State Conference. Also make sure the winner and runner-up names 

with their addresses are included so they can receive additional information if needed. 

3) Provide the LO winner with a copy of the scoring sheet to be used at the state competition. Total 

points available will be 100 made up of the following: Prepared 5 minute speech = 65 points, Impromptu 2 

minute speech = 35 points. State competition order will be prepared speech then impromptu speech. 

4) LO Presidents or ID coordinators should also send to the State ID chair a listing of members who have 

completed the ID program this year. They will also receive recognition at the State Conference. 

If you have any questions, please call the State Chair at 

_______________________ or the State Office at __________________________. 

See you at STATE! 

