COMPENDIUM OF
THE NATIONAL TOASTMASTERS CLUB
Your Introduction to National Toastmasters Club (1117)
Welcome to Toastmasters in general and The National Toastmasters Club specifically.

The National Club Compendium has been written with the specific intention of developing a brief guide to the roles and certain activities of the National Toastmasters Club. 

People from all walks of life join Toastmasters with the goal of improving their speaking ability.  However as you learn you grow personally and gain much more than an improved speaking ability.  

National Toastmasters
PO Box A581

Sydney South NSW 1235
Meeting Place: 
2nd and 4th Tuesday of the Month
The Castlereagh Boutique Hotel

Level 1, 169 Castlereagh Street, Sydney

Club Phone Number: 0407 074 002

Revised 1 April 2009
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STRUCTURE OF TOASTMASTERS

Each Toastmasters club consists of its members who annually elect an Executive Committee.  The task of the Executive is to maintain an educational and enjoyable atmosphere in the club while maintaining co-ordination through the various levels of the Toastmasters structure. 

Other members
MEMBER (YOU)
Other members


Other clubs 
NATIONAL (#1117)
Other clubs


Elected Office Bearers


Appointed Officer Bearers


Sub-Committees


Other areas 
AREA (12) 4 Clubs
Other areas


Area Governor


Other divisions
DIVISION (CENTRAL)
Other divisions


Division Governor


Other districts
DISTRICT (70) NSW & ACT
Other districts


District Executive



TOASTMASTERS INTERNATIONAL
CLUB EXECUTIVE

The Club Executive consists of:

President
Vice President Education

Vice President Membership 
Vice President Public Relations 

Secretary
Treasurer

Sergeant at Arms
Immediate Past President

The Club President has the authority to appoint specialist positions such as Parliamentarian, Webmaster, Archivist and other positions from time to time as may benefit the Club.

A GUIDE TO MEETING ASSIGNMENTS

This guide to meeting assignments is intended as an aid for both new members and experienced members.  Guidelines are given as guides, not rules, and thus all members should feel welcome to introduce new and novel approaches to their meeting assignments. 

Smooth running of the Club meetings depends on planning and this includes members being present at meetings where they have an assignment.  IF YOU CAN'T ATTEND PLEASE ADVISE THE VICE PRESIDENT EDUCATION (VPE) as soon as possible by email or telephone so someone else can be rostered for your assignment.  Email the VP Education; education@nationaltoastmasters.org
Even if you do not have an assignment, it is expected that you send your apologies via an email or telephone call to the VPE. 

Guest Welcomer

The guest welcomer’s job is to assist the Vice President Membership (VPM) make guests and members feel welcome at our club meetings. As the guest welcomer you should arrive at the club meeting room by 6 pm.  If for some reason you can't make it to the meeting by 6 pm email the VP Education; education@nationaltoastmasters.org and let them know that you are unable to be the guest welcomer at the meeting.  

When you arrive at the meeting check with the VPM or Sergeant of Arms if the display table needs to be set up or if there are any other tasks need to be done to prepare the meeting room for the arrive of guests and members.   

The display table is our club’s shop window and it contains all our selling tools; fliers, brochures, business cards, educational information, speech manuals, the guest book and our Guest Information Kits (GIK).  The display table should be placed near the entrance door so that it is one of the first things a member will see when they enter our club meeting.  Please ensure that the display table is set up so that it attracts attention and promotes our club.

Once the guest table is set up you can relax until our first customer walks through the door.  When a first time guest comes into the meeting room, introduce yourself and ask the guest to fill in the guest book.  The guest book will be on the display table.
Once the guest has filled in the guest book, write the guest’s name on a name plate and give the guest a GIK.  The GIK is information for the new guest with details about Toastmasters, National club and details on how to join National Toastmasters.  Take the name plate and the guest and introduce them to an experienced toastmaster who will be able to explain what is happening in each part of the meeting.  If you feel comfortable with explaining everything to the new guest they can sit with you.

We are likely to get more than one guest at the meeting so arrange the sitting so that there is one guest in between two members.  The seating plan may not work out exactly as planned, but try not to have one member looking after two guests as this is very hard work even for an experienced member, especially if the member has a large meeting assignment to complete.

You also need to set up the name plates for the club members and repeat guests, say hello to them and have a quick chat.  As the club members find their seat set up their name plate in front of them.  The VPM will also be helping with this job, but they quite often get caught up with a guest or member so being a guest welcomer is a big job.

Toast of the Day 
Time: 2 to 3 minutes

1.  Select an appropriate topic, person or cause.  The theme of the meeting may suggest ideas.  Give a concise (1 min) proposal as to why the cause deserves to be toasted. 

2.  Ask for people to rise (avoid hackneyed clichés like "be upstanding") and give a clear lead by concisely naming the object of the toast. 

Table Topic Master
1.  The Table Topic session is aimed at obtaining the best thinking, listening and speaking from the participants. The participants can be members or guests.  Table topics are valuable, enjoyable and interesting way to learn.  Members always anticipate a stimulating session. 

2.  The session must be featured by enthusiasm, variety, interest and the presentation of an achievable challenge to each speaker - harder topics to the experienced, easier topics to new members. 

3.  Selection and presentation of topics will be a rigorous test of your ingenuity and understanding of the principles governing the exercise.  Remember funny topics don't always get funny answers and above all, achieve variety and realism.  It is important to play down your own involvement and to make the members shine.  Finally check your topics by seeing if you could answer them well. 

4.  Have your topics in triplicate, and give a copy to each evaluator before the session.  At the start name your evaluators and explain the timing (see Timer). 

5.  Select topic speakers with care, attempting to match the subject and degree of difficulty with the background and speaking experience of the speaker.  Ensure that any member without programmed responsibility receives a topic, then those members with less demanding tasks.  Try to avoid giving a topic to the evaluators and timer.  Briefly explain the purpose of Table Topics and ask if any visitors present would like to participate before beginning. 

6.  Give the topic and any specific attitude the speaker should adopt, then announce the speaker. 

7.  Keep the session within the overall time limit and introduce the evaluators. 
Table Topics Evaluators
Time: 2 to 3 minutes

1.  Apply the basic principles of evaluation (see Speech Evaluators) with particular reference to whether the question was answered. 

2.  In essence give one good point of sincere praise and one point for improvement about each speaker.

3.  Don't make the mistake of repeating each speech in summary, remember your audience has already heard the speech.  Keep your comments brief. 

Table Tonic
Time: 2 to 3 minutes

1.  The object is to make people laugh with short clean jokes, anecdotes or stories, OR to deliver a meaningful, entertaining message in a short presentation.
2.  The Table Tonic has succeeded if people laugh, learn or simply feel good.
3.  It is better to try for 3 quick laughs than use 1 long story that may fall flat. 

4.  Remember the rule of every TV comic - "Get your first laugh as quickly as possible", so people will know you will be funny. 

Toastmaster
1.  The primary duty of the Toastmaster is to act as a genial host.  It is the Toastmaster who establishes and maintains the atmosphere for the second part of the meeting and carries the responsibility of making it a success or failure.  Enthusiasm, earnestness and good humour are the keynotes of this task. 

2.  Preparation is absolutely essential.  Few, if any, members can competently perform this task in an impromptu manner.  You should contact all speakers a few days before the meeting to check on details of their speeches.  Contact the VPE if there is any doubt about a speaker attending. 

3.  When introducing the individual speakers and evaluators give them a prestigious and warm welcome to make them feel comfortable and enthusiastic about giving their assignment.  Be careful not to overdo it and embarrass the speaker.  Give the speech number and purpose and title and speaker's name.  The evaluator should also be named. 

4.  Don't comment on the content or value of a speech afterwards, merely thank the speaker.

5.  Inform the Timer of the times for the lights and bell.  Keep your comments to the minimum so the  overall speaking session can keep within the time limits.  Don't waste time with waffle. 

6.  At the appropriate time introduce the evaluators.  Give the Timer the times of the lights (see Timer). 

Speech Evaluators
Time: 2 to 3 minutes

1.  A Toastmaster is expected to devote time and effort to preparation of the speech; show that you respect this by devoting similar effort to your evaluation. 

2.  Contact the speaker you will be evaluating to find out which manual assignment they will be completing.  As the speaker if there is anything that they would like you to look for.  Look up this speech and read the whole speech assignment and the evaluation guide.

3.  The speaker is obliged to prepare his speech according to the principles given in the manual; it should be evaluated in the light of its purpose, not according to YOUR opinions or personal ideas of the subject. 

4.  Make precise and concise notes during the speech, preferably under the headings in the evaluation guide.  Transfer the most relevant and constructive to the speaker's manual.  Give your evaluation from your notes, not the manual. 

5.  A good evaluation will be firm, fair and friendly.  The main purpose should be to encourage improvement and whenever some weakness is exposed offer CONSTRUCTIVE comments on how to do it better and WHY, not what was done wrong. 

6.  Remember the rule for a good evaluation - "Praise, Improvement, Praise” (PIP).  Your evaluation is YOUR comprehension and impressions of the speaker's assignment. 

Timer
Time: 2 to 3 minutes

1.  Check the time of your watch before arriving and check the operation of the equipment before the start of the meeting.  Be seated and ready prior to the start. 

2. Maintain a record of the time for all assignments. 

3.  In your report announce only the chief offenders or segments as far as overtime is concerned.  Actual times should be given for the prepared speeches. 

4.  It is YOUR responsibility to advise the meeting that the times for the business session and other overall times have expired.
5.  At the end of the meeting you will need to give a Timers report.
Light and bell times are as follows:
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Grammarian / Quizmaster
Time: 2 to 3 minutes

1.  This is a task that demands considerable concentration if all the praiseworthy points or errors of expression are covered.  Commend good expressions, pronunciations, etc. as well as errors. 

2.  Maintain a clear and accurate record of each member's offences and efforts including Ahs and Ums. 

3.  Comment on any other noise(s) that detract from the meeting. 

4.  Give only the most important points and the chief offenders / achievers. 

5.  It is optional to ask questions about the meeting to test the listening skills of members.

Master Evaluator
Time: 8 to 10 minutes

1.  You have the responsibility of reviewing and assessing the meeting and performances from opening to close. 

2.  An overall evaluator must be scrupulously fair in his evaluation, giving praise and commendations where deserved and providing brief comments for corrective measures where warranted. 

3.  Attempt to treat all aspects of evaluation while keeping within your time limit. 

4.  This is a detailed task and to cover it in the scheduled time you have to be concise in what you report.   Too many Master Evaluators are guilty of exceeding the time imposed. 

CHAIRMAN & MEETING PROCEDURES

1.  You have a challenging and important task.  The tone of a meeting is frequently the reflection of the performance of the Chairman, particularly at the beginning of the meeting. 

2.  The Chairman opens the meeting with a welcome to all members and guests.  Protocol is  observed by recognising distinguished guests.  A suggested way of starting the meeting is to have all present stand and introduce themselves. 

3.  Organise your meeting so you know what is going to happen and when.  Think ahead, remain calm and assured and make rulings without haste.  However, be decisive - even if you are wrong, as it is better to make a wrong decision than no decision. 

4.  Check the program with the VPE before the meeting, and keep the program moving according to the scheduled time. 

5.  The business session is perhaps the most difficult for an inexperienced chairman and even for an experienced Toastmaster. 

The running of Toastmasters and in particular the regular meetings are governed by the following, in order of priority: 

  a) 
TI Club Constitution & Standard Bylaws (form 210-C) (www.toastmasters.org/pdfs/210c.pdf)
  b) 
Standing Orders of the National Toastmasters Club (Appendix 2)  

  c) 
Guide for Meetings by N E Renton (Vol 1 & 2), 8th edition (2005) at the time of writing.

Items a & b are part of this compendium and Renton's is available from the Law Book Company or District 70, National Toastmasters also has an older version of Renton’s that can be loaned.  In the US, Toastmasters use "Roberts Rules" instead of Renton’s. 

You should be conversant with all three references above to be an effective chairman.  Renton's will teach you the differences between substantive motions, procedural motions and points of order.  The forms which are used to record the minutes of the meetings make an excellent guide to conduct the business session by including the correct wording.  The chairman can require motions to be in writing. This helps overcome difficulties with wording as complex motions are discussed. 

6.  Correct method of obtaining a decision on a motion is: 

 "I will now put the motion that................"

 "All those in favour say 'Aye'" - (Pause)

 "Those against, 'No'" - (Pause)

 "I believe the Ayes/Nos have it, and declare the motion/amendment carried/lost." 

Motions and Points of Order
A motion is a proposed resolution before it is voted on and carried. 

Motions are either procedural or substantive.  A procedural motion deals with the conduct of the meeting itself.  There are 8 'standard' procedural motions listed in the back of Renton's Guide for Meetings Volume 2, Appendix 7.   An example of a non-standard procedural motion is "That Mr. Smith be now heard."  Chapter 6 of Renton's (Vol 2) addresses procedural motions. 

Substantive motions are any non-procedural motion.  Substantive motions are moved, seconded, discussed/debated, (optionally amended), voted upon, then business arising.  Chapter 4 of Renton's (Vol 2) addresses motions. 

Amendments can be made to substantive and some procedural motions, and are handled in much the same way as substantive motions.  Chapter 5 of Renton's (Vol 2) covers amendments. 

A point of order is taken when a person officially draws the attention of the Chair of a meeting to an alleged irregularity in the proceedings.  The point of order must be raised at the time the alleged irregularity occurs.   Chapter 7 of Renton's (Vol 2) covers points of order. 

Priority in a meeting (Renton 12.56 to 12.63 Vol 2) is:

1. Calls for Quorum 

2. Points of Order

3. Personal Explanations

4. Procedural Motions

5. No Confidence Motions

6. Substantive Motions & Amendments 

The forms used for the minutes of the club are constructed to help with the order of business and the wording of frequently used motions. 

For the procedures involved with the Election Systems and Voting for Office Bearers refer to Chapter 11 of Renton’s (Vol 1).
ANNUAL CONTEST OPPORTUNITIES

Annually Toastmasters conducts various contests to select the outstanding performers in various categories. 

National Toastmasters Club normally selects its representatives for these contests by conducting contests within the Club. 

National Toastmasters Club normally competes in the following contests: 


International Speech Contest (Feb)
Humorous Speech Contest (June)

Evaluation Contest (Feb)
Table Topics Contest (June)

Rookie Contest (Sept) 
Tall Tales Contest (Oct)

National Club Speech Contest (April)
Debate Contest

Master of the Toast (Nov)
If you win a competition at club level, that progresses to Area level, National club will pay your attendance fee to the Area competition.  The National club will only pay for the portion of the meeting that covers the competition.

The role Contest Chairman of each contest should always be offered to last year’s winner; if the winner is not competing in this year’s competition and they are able to attend the meeting.

Following is a sketch of each contest.  Contact your Vice President Education for up to date rules.  Your VPE can also tell you about the criteria suggested by the judging forms.  The point weightings on these forms may give hints to help you. 

International Speech Contest
This contest is considered the premier competition in Toastmasters and is so named because the winner of the club contest has the opportunity to compete with other world wide winners in the grand final at the Annual International Conference. 

To be eligible to compete, the Toastmaster must:

1) Have been an active member in good standing in a club which has been of good standing since the previous July 1.

2) Have completed at least 6 manual speeches prior to the contest.

Current district officers, officers elect or appointee officers are ineligible to compete. 

The subject for the speech shall be selected by the participant and must be substantially original.  Timing for the speech is nominally 5 to 7 minutes.  However, contestants will be disqualified for speaking less than 4 minutes 30 seconds or more than 7 minutes and 30 seconds. 

Contact your VPE for a copy of the latest rules, especially if competing at Area level or above. 

Humorous Speech Contest
This contest emphasises light hearted, entertaining speaking.  Currently the highest level of competition ends at District 70 (NSW/ACT). 

The contest is open to all members of National Toastmasters Club in good standing.  Current district officers, officers elect or appointee officers are ineligible to compete. 

Timing for the speech is nominally 5 to 7 minutes.  However, contestants will be disqualified for speaking less than 4 minutes 30 seconds or more than 7 minutes 30 seconds. 

Contact your VPE for a copy of the latest rules, especially if competing at Area level or above. 

Evaluation Contest
The evaluation contest encourages the development of evaluation skills, regarded as essential components in the Toastmasters education process.  Currently the highest level of competition ends at District 70 (NSW/ACT). 

All members in good standing are eligible to enter.  Current district officers, officers elect or appointee officers are ineligible to compete.  A draw is held to decide the order of contestants. 

A 5 to 7 minute speech will be presented to an audience containing the contestants.  At the conclusion of the speech all contestants will leave the room and will have an additional 5 minute period to write notes.   Then contestants must cease writing.  Contestants will return singly in order of the draw, to present their evaluation. 

Timing for evaluations is nominally 2 to 3 minutes.  However contestants will be disqualified if they speak for less than 1 minute 30 seconds or more than 3 minutes 30 seconds. 

Contact your VPE for a copy of the latest rules especially if competing at Area level or above. 

Table Topics Contest
All Toastmasters in good standing are eligible.  Current district officers, officers elect or appointee officers are ineligible to compete.  Currently the highest level of competition ends at District 70 (NSW/ACT). The speech length is two minutes.
At the Club level all contestants leave the room and return singly to answer the same table topic.  This topic is normally placed face down on a card on the lectern.  The individual contestant turns the card over to learn the topic then commences their response. 

Timing is a green light at 60 seconds, an amber light at 1 min 30 seconds a red light at 2 minutes. Disqualification occurs at 1 min (minimum) and 2 min 30 seconds (maximum).
Contact your VPE for a copy of the latest rules especially if competing at Area level or above. 

Rookie Contest
Members who have less than 12 months membership and have presented fewer that 6 speech manual assignments at the date of the club contest are eligible to compete.  The contestants will normally present a speech from the Communication & Leadership manual under contest conditions.  
Members of good standing in a club of good standing are eligible to compete.  Current district officers, officers elect or appointee officers are ineligible to compete.

The time for the contest will be 5 to 7 minutes with disqualification at 4:30 and 7:30.  If the contestant is presenting the icebreaker speech, the time of 5 to 7 minutes still needs to be adhered to.  Judging will be according to International Speech Contest Rules.  The Rookie Contest ends at the Area level.

Tall Tales Contest
Members of good standing in a club of good standing are eligible to compete.  Current district officers, officers elect or appointee officers are ineligible to compete.

The contestants will prepare a 3 to 5 minute speech which will have a theme or plot, be highly improbable and exaggerated in nature the end will have a twist in the story and will acknowledge quoted material.  The disqualification times are 2:30 and 5:30.  The Tall Tales Contest ends at the Area level.
Master of the Toast Contest
Members of good standing in a club of good standing are eligible to compete.  Current district officers, officers elect or appointee officers are ineligible to compete.

The contestants will prepare a 2 to 3 minute toast to a person, organisation or thing.  The disqualification times are 1:30 and 3:30.  The Master of the Toast Contest ends at the Club.

National Club Speech Contest
Members of good standing who have not competed in the International Speech Contest in the same year are eligible to compete.  Contestants have the opportunity to present a speech under contest conditions.  Judging is according to International Speech Contest Rules.  The subject for the speech is selected by the participant and must be substantially original. The timing for the contest is 5 to 7 minutes with disqualification at 4:30 and 7:30.

The National Club Speech contest ends at Club Level.

Debate Contest
Debate combines the skills of prepared speeches with the impromptu element of Table Topics for the purpose of politely winning an argument. 

Each speaker has a nominal 5 minutes to speak.  A warning light is given at 4 minutes and an audible device at 5 minutes.  Material spoken after the 5 minute warning is ignored by the adjudicator(s). 

Contact your VPE about the latest rules and how to compete.

The winners of all contests are listed in Appendix 1.
ANNUAL AWARDS

The National Toastmasters Club recognises its members’ achievements by making annual awards at the first meeting in July each year. 

The awards are Toastmaster of the Year, Les Cornell Award for Consistent Meeting Achievement, Bruce Robertson Trophy for Most Improved Speaker, Best Chairman, Best Evaluator, and Best Attendance. 

All perpetual trophies should be returned to the Club at the first meeting in May providing secure storage/display facilities are available. 

The winners of all contests are listed in Appendix 1.
National Club Toastmaster of the Year
The National Club Toastmaster of the Year Award is an honour bestowed upon a club member for outstanding efforts in Toastmasters. To be eligible for this award you must be a financial National Toastmasters club member.  The member is responsible for filling out the points form and handing the form to the Vice President Membership at the first National Club Meeting in June of each year.  A copy of the points form is available from http://www.nationaltoastmasters.org/tmoftheyear.doc.  The Vice President Membership is responsible for tabulating the results at the end of the year.  Please see the VPM for more details about the point score.
Les Cornell Trophy
The Les Cornell Award was presented to the Club in 1983 by Club Patron Les Cornell (1982-84) to provide recognition of achievement in the framework of the regular club meeting.  It is based on a point system awarded based on winning the voted awards at regular meetings.  Points are awarded as follows: 


Best Speaker (Buddha)
5 points
Best Evaluator (Tiki)
4 points


Best Table Topic (Bull)
3 points
Best Other Assignment
3 points

Where there are multiple winners, e.g. 2 best speakers at a regular meeting, both earn full points.  The Secretary tabulates results.  Visitors are able to accumulate points but must be a financial member at the end of the year to be eligible to win this award.  The Secretary tabulates the winners of these awards as recorded on the minutes of each meeting.
Bruce Robertson Trophy for Most Improved Speaker
At the first meeting in June the Secretary conducts a secret ballot for this award, which includes a perpetual trophy presented in 1984 by Club Member Bruce Robertson. 

All members who have completed 2 or more manual speeches that calendar year are eligible.  Voting is conducted on a 3-2-1 basis, with the award being presented to the highest point scorer.

Best Chairman
At the first meeting in June the Secretary conducts a secret ballot for Best Chairman.  All members who have been chairman once since the previous 1st July are eligible.  Voting is conducted on a 3-2-1 basis, with the award being presented to the highest point scorer.

Best Evaluator
At the first meeting in June the Secretary conducts a secret ballot for this award.  All members who have given two or more evaluations including Table Topics are eligible.  Voting is conducted on a 3-2-1 basis, with the award being presented to the highest point scorer.

Best Attendance
The Secretary tabulates the best attendance at regular club meetings, after the first meeting in June.
EXECUTIVE COMMITTEE RESPONSIBILITIES

Responsibilities of the PRESIDENT
Leadership
1. 
Set the tone and goals for your term of office.

2. 
Build a program plan for your term of office.

3. 
Preside over Club meetings.

4. 
Delegate responsibility and provide support.

5.
Chair the Executive Committee Meetings

Administration
1. 
Read and follow your Club Constitution, bylaws and standing orders.

2. 
Ensure that semi-annual reports and new officer lists are sent in on time. 

3. 
Prepare in advance for each Club meeting.

4. 
Appoint special committees eg Education, Membership and Social.
5.
Fill any vacancies on the Executive until they can be filled by another club member.
6. 
Make additional appointments as needed.

7. 
Call for regular committee reports.

8. 
Prepare your successor for office.
9.
Appoint an audit committee before the end of your term to check the financial records.
Club Representative
1. 
Attend and vote at area and district council meetings.

2. 
Send in proxy or vote at International Council meetings.

3. 
Attend District-sponsored Club officer training.
4. 
Represent your club in the community.

5. 
Represent your club to meeting place management.

Responsibilities of the VICE PRESIDENT EDUCATION
Educational Programs
1. 
Prepare a general program outline for your term of office.

2. 
Plan meeting assignments at least three meetings in advance.

3. 
Introduce new members and guests to the Toastmasters program.

4. 
Conduct a Member Interest Survey (403) at least once a year.

5. 
Schedule induction ceremonies for new members.

6. 
Schedule CC Achievement Award and other ceremonies. 

Leadership
1. 
Preside in the absence of the President.

2. 
Set the tone for Club meeting and educational quality.

3. 
Be available for advice and assistance.

4. 
Attend and vote at Area and District Council meetings.

5. 
Send in proxy or vote at International Council meetings.

6. 
Attend Executive Committee meetings.

Administration
1.  
Sign Communication and Leadership manuals and Advanced manuals after each speech. 

2. 
Encourage and assist members to report manual and award completions promptly to World Headquarters. 
3.
Keep the Member Educational progress chart up to date.
4. 
Maintain Education Achievement Section of Club Success Plan. 

5. 
Keep a supply of educational materials for Club use and re-order stocks as needed.

6. 
Prepare your successor for office.

Responsibilities of the VICE PRESIDENT MEMBERSHIP
Membership and Attendance
1.  
Prepare a strategy for building Club membership during your term of office. 

2.  
Conduct membership induction ceremonies with the President. 

2.  
Make every effort to retain the members already in your Club. 

3.  
Give guests a warm welcome and encourage them to join your Club. 

4.  
Encourage members to attend all Club meetings. 
5.  
Communicate with members to ensure that they are satisfied with the way that the club operates.
6.
Promote the membership goal of one new member per month.

7.
Conduct two formal Club membership programs annually.

Administration

1. 
Maintain the Membership and Club Building Section of the Club Success Plan. 

2. 
Prepare your successor for office. 

3.
Keep a list of financial members and their contact details, distribute this to all financial Club members once a year.

Club Representative
1. 
Attend Executive meetings. 

2.
Attend and vote at Area council meetings.

3. 
Attend District-sponsored Club officer training.

Responsibilities of the VICE PRESIDENT PUBLIC RELATIONS
1. 
Supervise publication of a Club bulletin or newsletter.

2. 
Maintain an active Club publicity program.

3. 
Provide Club members with outside involvement opportunities.

4. 
Develop and nurture contacts with individuals and community groups outside your Club. 
5.
Keep a diary of the dates of upcoming Toastmasters events.

7.
Create club fliers and advertising

8.
Prepare the club business cards.
9.
Keep the website updated.
Responsibilities of the SECRETARY
Club Responsibilities
1.  
Record and table minutes of Club and Executive meetings and activities. 

2.  
Maintain a current membership roster and accurate attendance records. 

3. 
Ensure that the club officer list is sent in and that membership dues are paid on time.
4. 
Circulate TIPS, District Newsletter and the Toastmasters Catalogue at Club meetings.

5. 
Keep Club Constitution, Bylaws, and Standing Orders. 

6. 
Prepare your successor for office.

Reports and Correspondence
1.  
Submit the names and addresses of new officers to World Headquarters within 10 days after elections. 

2. 
Maintain Club correspondence.

Responsibilities of the TREASURER
Receive and Disburse Funds
1. 
Provide the Bank with a new signature card and verify the Club's tax file exemption status.

2. 
Notify each Club member in writing of dues payable.

3. 
Collect payable dues and fees.

4.  
Promptly report all new, transferred and reinstated members to World Headquarters on Membership Application Form (400). 

5.  
Pay membership fees online.
6. 
Pay all bills promptly.

Records and Reports
1. 
Prepare an annual budget for the Club and present at the 1st  meeting in August.

2. 
Keep complete and accurate records of all financial transactions. 

3. 
Present verbal and written financial transactions reports to the Club.

4. 
Submit Club accounts for audit near the end of your term. 

5. 
Prepare your successor for office. 

Responsibilities of the SERGEANT AT ARMS
Master Host
1. 
Arrange for table and meeting room layout.

2. 
Greet all members, guests and visitors and make them welcome.

3. 
Rearrange meeting room after the meeting if required.

Administration and Property Management
1. 
Set out Club materials and equipment at all meetings.

2. 
Collect ballots and tally votes for awards.

3. 
Control all Club property between meetings.

4. 
Attend and participate in Executive Committee Meetings.

5.
Conduct a stocktake of the club equipment.  Notify the secretary or president of low supplies and arrange for them to be re-ordered.

6.
Maintain a member borrowing system for the club material.
7. 
Prepare your successor for office. 

Responsibilities of the IMMEDIATE PAST PRESIDENT
1. 
Advise the Executive Committee. 

2. 
Chair the Nominating Committee. 

3. 
Carry out special assignments for the President.

MENTORING
Responsibilities of MENTORS
1.  
Make the new member welcome and introduce them personally to other members so that they feel at ease.  (Do not try to meet everyone on the one night, as they will never remember everyone's names).  

2.  
Explain to them all aspects of the Club and its functioning.  A review of this Compendium would be a good starting point.

3.  
Most importantly, help them prepare their first three speeches, let them practice on you and be available as their private evaluator before presentations to the Club. 

4. Make sure they receive any additional notes and material that may be available and go through their material from TI when it arrives.
5. Work through the club Mentor Checklist with the Mentee.  Appendix 3
ACHIEVEMENTS OF CLUB MEMBERS
There are many educational awards that Toastmasters can achieve.  The educational system has two tracks; the communication track and the leadership track.

The communication track has the following awards:

Competent Communicator (CC)

Advanced Communicator Bronze (ACB)

Advanced Communicator Silver (ACS)

Advanced Communicator Gold (ACG)

The Leadership track has the following awards:

Competent Leader (CL)
Advanced Leader Bronze (ALB)

Advanced Leader (ALS)

(TI are planning to add an Advanced Leader Gold in the future)

If a member achieves both the ACG and the ALS award, they become a Distinguished Toastmaster (DTM), this is the highest award a Toastmaster can receive.

To celebrate the success and achievement of when a National Toastmaster receives an Educational Award for the 1st time; National Toastmaster Club will purchase the following at each Milestone:

CC:
CC badge 
catalogue number 340-M
ACB:
AC badge 
catalogue number 341-M
ACS:
AC Silver Badge Attachment 
catalogue number 341-S 
ACG:
AC Gold Badge Attachment 
catalogue number 341-G
CL:
CL Badge Attachment 
catalogue number 341-CL
ALB:
ALB Badge Attachment

ALS:
ALS Badge Attachment 
catalogue number 341-AL
DTM:
DTM Badge (ordered by District 70)
catalogue number 389-M
The above badges and badge attachments can be purchased from District 70 Supplies.  When ordering badges the member needs to decide if they would like their club name or club number to appear on the badge.  District 70 Supplies can be contact by email supplies@d70toastmasters.org 
THE DISTINISHUISHED CLUB PROGRAM (DCP)
Each year every Toastmaster Club elects a new group of members, known as the executive committee, to run the activities of the Club for the forthcoming year.  A copy of the Plan for 2004 is available from https://www.toastmasters.org/fupload/media/1111-DCP-Club%20Success%20Plan.pdf.
The Distinguished Club Plan is an annual program, running from July 1 through June 30.  The program consists of 10 goals your clubs should strive to achieve during this time using the Club success Plan as a guide. Toastmasters World Headquarters tracks the progress of your club towards these goals throughout the year.  

You can check the clubs progress by going to the following web site: http://www.toastmasters.org/dpr/dcpselect.asp click on the “Launch Reports” icon, then enter our club number 1117 and click on the “Generate Report” button.  A new Internet window will open and display the number of goals the club has currently meet.

At year-end, World Headquarters calculates the number of goals the club achieved and recognises it as a Distinguished Club, Select Distinguished Club or President’s Distinguished Club based on the number of goals achieved and the number of members it has.

DCP Goals to Achieve
1. Two CC’s (Competent Communicator)
2. Two more CC’s 
3. One ACB, ACS or ACG  (Advanced Communicator Bronze, Silver or Gold)
4. One more ACB, ACS or ACG  
5. One CL, ALB, ALS or DTM (Competent Leader, Bronze or Silver or Distinguished TM)
6. One more ALB, ALS or DTM
7. Four new members

8. Four more new members

9. Minimum of four club officers trained during each of two training periods

10. One membership dues renewal report and one club officer list submitted on time.

In addition, your club must meet a membership requirement.  At year-end (June 30) it must have:

· At least 20 members OR

· A net growth of at least five new members.





