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Shanghai People's Square TMC

A week in the life of a Toastmaster Club President

Introduction

The role of the President is about moving the club forward using the Club Success Plan as a benchmark to motivate club officers to fulfill their roles and to aid in their leadership development.   

The President provides club leadership and sets the tone for each club meeting:

·  The chief executive officer of this Club, responsible for fulfilling the mission of this club and ensures the club reaches President Distinguished Club (8 points)

· Presides over club meetings and ExCom meetings

· Consults with other officers regarding the agenda before the meeting.

· Chairs new member orientation dinners 

TUESDAY

1. Arrive before the meeting to greet guests.

2. Check if officers need help 

3. Open the meeting and build up energy for meeting and TME. 

4. Run through club mission / taboo topics / 

5. Conduct the “Let the Guests Talk” session

6. Conduct “One Full Minute” for prospective members (optional)

7. Hand out CTM speech awards, Best Table Topics, Best Evaluator. 

8. Close meeting with upbeat tone.  Welcome everyone back next week

WEDNESDAY

1. Send President’s message for agenda to Club Secretary

Exco meetings

Held monthly on a Saturday afternoon from 1-3pm.  All officers attend.

Items on agenda:

Progress on Club Success Plan

Officer reports

Planning for special events (contests, anniversaries)
New Member orientation dinners 

Held every one or two months depending on number of new members joining.  

Usually on a Monday or Wednesday night 7-9pm.  

Choose a quiet restaurant. 

Budget Rmb200. 

Attendees: 

New members and their mentors, club officers (EVP, MVP, Sec). 

Go through the orientation packet. 

Answer questions new members have. 

Keep it light and enjoyable experience. 

Club Elections

The President provides leadership and sets the tone for the club.

· The chief executive officer of the Club, responsible for fulfilling the club mission and ensures the club reaches President Distinguished Club (8 points)
· Presides over club meetings and ExCom meetings
· Consults with EVP regarding the agenda before the meeting.
· Promotes cooperation with other Toastmaster clubs
· Find new ways to deliver value to the members
The Education Vice President(EVP) is responsible for planning club meetings.

Second ranking club officer and is responsible for planning, organizing and directing a club program which meets the educational needs of the individual members.

· Schedules meeting assignments

· Implements Club Training Programs
· Records members progress and their credit points 

· Organises club contests twice per year

· Helps members achieve their educational goals

· Co-ordinates  with Assistant to EVP 

The Assistant to Education Vice President 

· Supports the EVP

· Updates the members credit points record

· Helps with special and large event planning

· Learns more about how the club is run and the leadership track
The Membership Vice President (MVP) builds member retention and brings qualified new members into the club

The third ranking club officer and is responsible for planning, organizing and directing a program that ensures individual member retention and growth in club individual membership.

· Prepares a status report on membership building activities 

· Coordinates an induction ceremony for new members (insures they have name badge)

· Greets all guests, answers their questions and explains the details of joining procedure.

· Assigns new members their mentors
· Helps mentors and mentees to work together
· Chairs new member orientation dinners 

The Public Relations Vice President (PRVP) generates publicity that will attract guests.  

The fourth ranking member of the club

· Maintains  www.shanghai585.com website as a communication tool for members and potential members.

· Greets guest.

· Ensures accurate information about club meetings is in key publications
· Plans and organizes Social Activities with other members 
 The Secretary keeps a record of all that occurs during the meeting.

· Responsible for club records and correspondence.  

· Custody of:  Club’s Charter, Constitution, and Bylaws and all other records and documents

· Keeps accurate record of club meetings and ExCom meetings

· Communicates with members and International HQ

· Prepares and sends a weekly agenda

· Responds to guest enquiries by email

· Co-Manages the reception table with receptionist and Sergeant at Arms
· Co-ordinates with Assistant to Secretary to ensure all duties are completed

The Assistant to the Secretary 

· Supports the Secretary

· Maintains accurate and complete roster of individual members

· Updates the sign-in forms each week
· Co-Manages the reception table with receptionist and Sergeant at Arms
· Learns more about how the club is run and the leadership track
 The Treasurer transacts and reports on all financial matters.

· Responsible for club financial policies, procedures and controls

· Including a local bank account and credit card

· Receives and disburses, with the approval of this club, all club funds

· Collects dues, issues receipts

· Issues payment to World Headquarters or other financial obligations

· Presents a financial report to all members quarterly or more frequently upon request
The Sergeant at Arms (SAA) sets the stage for a dynamic meeting.

· Responsible for club property management, meeting room preparation and hospitality.

· Arrives at 6.30pm to arrange the room and equipment.

· Co-Manages the reception table with Secretary

· Opens the club meeting on time

· Ensures all club property is packed back in box. 

· Co-ordinates with Deputy SAA to ensure every meeting is covered

The Deputy SAA

· Supports the Sergeant at Arms

· Fulfils duties as above

· Learns more about how the club is run and the leadership track
Immediate Past Present functions as an advisor to the ExCom.
· Provides advice and counsel as requested by the Club President

· Attends all ExCom meetings
 

Election Procedures
 一.      Two weeks before the election a nominating committee consisting of three active members, including one Past President, select, challenge and insure a slate of active members who agree to fulfill the ExCom positions if elected. 

二.      One week before the election the slate is presented to the club members at the club meeting. 

三.      At the 3rd meeting in May an election is held. 

四.      Election procedures (30 mins): 
1 Nominate

2 Nominee accepts or rejects nomination

3 Additional nominations (steps 2,3,4)

4 Motion to close nominations

5 Electing speech (each proposer, each nominee 2 mins)

6 Cast ballots

7 Two people count ballots
8 Announce winner (repeat 1-8) for each position.
Dual members can run for position if he/she agrees to give CL credit to our club.  Note the Assistant and Deputy roles are not official positions are do not receive credit towards the Competent Leader (CL) program

Updated 8 May 2005

Warwick J Fahy

Suggested email to the club to inform them of the elections:

<<

The Toastmasters Leadership track

Toastmasters has a communication track and a leadership track.  The main way members develop their leadership skills is by taking positions of responsibility within the club to help club and members development.  Each officer position focuses on a particular part of the club operations and offers different learning opportunities. 

I started as SAA and since then have held most of the positions on the executive committee.  I have really benefited from the learning experience each role has to offer, as it not only lets me put something back into Toastmasters and our club, but also helped me gain greater insight into how to run a club.  Each position has a set of skills, which help your leadership ability develop. 

Your opportunity 
Next week, a club officer election will be held to select the team to lead the club from 1 January 2005 to 30 June 2005.  

All paid up members are encouraged to nominate themselves or other members they feel would make a strong contribution to the club.   See the attached description of the officer roles and election procedure. 

Election procedure

In the event of two or more people running for a position, an electing speech will be heard from :

1) Proposer (optional) 

2) Nominee

The proposer will say a few words on why they think the nominee is qualified for the position.   

The nominee will talk about their plans for the role and how they can contribute to club and member development.   

After all electing speeches are heard a vote will be made by secret ballot.   Please remember that only members attending the meeting on 9 November can cast a vote.  

If you are interested in running for any of the officer positions, I encourage you to put your name forward to me this week.  We will announce the election slate next week.   

Warwick J Fahy DTM

Club President

>>

Updated 22 June 2005

Warwick J Fahy DTM
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A week in the life of a Toastmaster Club EVP

Introduction

The role of EVP is essentially about programming club meetings and overseeing members educational development.   As the meeting is the most visible guide of our club’s quality, this is a vital role.  

It’s a balancing role. 

· Satisfying members while reaching the club’s goals. 

· Ensuring experienced speakers are developed while allowing fresh faces to get involved. 

· Keeping quality while introducing new ideas. 

Functions:

· Make sure meeting roles are taken 

· Book the forward agenda at least two meetings ahead

· Update the education plan for individual members

· Co-ordinate with Success Plan to ensure we reach 4 CTMs, 2 ATMs, and 2 CLs in the Toastmaster year. 

· Brainstorm themes at excom meetings (every two months) – 10 at a time. 

MONDAY 

(Secretary will email out final agenda to members and guests)
9. Make sure you have sent speech titles & timings to Secretary to add to the final agenda. 
10. Confirm the attendance of key meeting role takers (TME, GE, Training Speaker, etc.) and send substitutes’ names to Secretary. 
TUESDAY

1. Double check agenda is mistake free before Secretary sends to print.

2. Replace any last minute role cancellations with suitable members

3. Before the meeting, talk to first time role takers to make sure they grasp the key points of the role they are taking. 
4. At the meeting, make sure all role takers have arrived. 

5. Replace anyone who has not arrived by 7.10pm. 

6. Inform the TME or GE of any last minute changes to the agenda. 
WEDNESDAY

2. Check prepared speech timings with speakers for next meeting. 

3. Set time for prepared speaking session

4. Set time for evaluation session

5. Set time for Table Topics session

6. Set time for warming-up session / training speeches. 

7. Send the next week’s agenda with timings to the Secretary.  

8. Add in members to the forward agenda two weeks ahead and send to Secretary.

FRIDAY

(Secretary will send out agenda with assignment script to members)

How to prepare the meetings agenda?

All meetings need to have a Table Topics, Warming-Up / Training Speech, Prepared Speaking and Evaluation session.   Optional sessions depending on time available include “Let the Guests Talk”, “One Full Minute”, “Joke Session”, “Book Review”, “Vision Casting”, etc. 
Occasional programs are club elections, new members induction, officers induction, guest speech, contest, joint meeting. 
1. Prepared Speaking Session should include 3 to 4 speeches.  One-Two C1-C5, one C5-C10 and one advanced speech.   This can be flexible but keep a good balance between new and experienced speakers.  Always program the least experienced speaker first and ascend to the more experienced speaker (following the Toastmaster speaking program).  Eg C2, C4, C8, A18.

2. Evaluation Session is led by a General Evaluator (GE), and the GE should be a CTM or above.   If there are no available CTMs, then look for a C5 experienced speaker.   Do not give this role to an inexperienced Toastmaster.   

3. Individual Evaluators (IE) should suit the speech.  So if a member is delivering an Icebreaker, then its ok to use a member who is a confident C5.  However, if the speaker is a C8, then do not use a less experienced member to evaluate.  Generally look for members C5 and above to evaluate.  

4. Table Topics Session can be from 10-20minutes.   TTM can be any member, make sure they have the confidence to conduct this session.  Same with TTE. Normally TTE should have already taken the TTM role. 

5. Warming Up Session can be short, 5-7mins.   Make sure the style is different to Table Topics (joke telling, Q&A, etc).  Needs more creative session master. You may need to discuss some ideas with the session master.
6. Training speeches should be included for advanced members taking the Competent Leader (CL), Advanced Leader (AL), ATM-S and ATM-G program.  Talk with members to schedule their training speeches. Normally a training speech should be no shorter than 10 minutes.  Put Training speech after TT session so that audience is more warmed up and ready for educational experience.  You may need to talk with them before the meeting to make sure the quality of the training session. 

7. Toastmaster of the evening (TME) ideally should be a CTM and above.  If none are available choose a C5 and above, but make sure they have the speaking ability, personality, Toastmaster experience and confidence to carry off this most rigorous assignment. 

Documents
Updates




                                                        
A. Education plan (for members)

members speaking progress 
EVP Assistant updates every week

attendance 
Secretary once a month

roster for contact details 
Secretary as new members join

Credit Points System
EVP Assistant once a month

B. Club success Plan (for club)


Meeting themes
EVP updates / tracks

New member inductions
MVP will schedule with EVP

New member orientation dinners
President with schedule with MVP/EVP

C. Next weeks agenda

One weeks schedules / timings
EVP sends to Secretary on Wednesday

D. New / Forward agenda

One months schedule
EVP sends to Secretary on Wednesday

Guidelines
	How to assign roles to members?
	Use the 4-week Cycle:

Speaker-Evaluator-Role Taker-Rest



	What if a member only wants to give speeches?
	Explain that the Toastmasters program is more than just speaking.  Trying other roles helps them to develop other skills. Also with an active membership there are not enough speaking roles, so every member should contribute to the club meeting. 

Ask them to take other roles before their next speech.

	What if a member continually cancels without prior notice?
	See if there is a genuine reason. Everyone is busy with work and last minute cancellations can happen.  

But if it happens more than 2 or 3 times, you may want to drop them from the schedule for a few weeks.  

	How should I use the credit points system?
	It’s a guide for you to program those members who consistently contribute to the club and member development. 

Compare points for C1-5, C5-10,CTMs and ATMs.  You should see what the average is for each group. 

If a member is low on credit points, it could be a sign that they are not contributing outside of making speeches.  Schedule them into appropriate roles before their next speech.

	What if members ask me to take a role?
	That’s great.  Certain members are more proactive and enthusiastic about contributing and learning by doing. 

Try to encourage members to take a range of roles relating to their experience.

	What if a member didn’t do well in a role?
	Talk to him/her right after the meeting to point out problem and provide appropriate coaching.  Also you can talk to his/her mentor to suggest more coaching from the mentor. 


How to prepare before an Excom Meeting?

Monthly Excom meeting is a great opportunity for you to obtain the buy-in from the officer team about meeting programming, especially if there is any special programs. 

What to prepare before you attend it?

1. Review the last month meetings.  Point our high lights and problems. 

2. Announce the plan of the following month meetings.

3. Summarize member educational status: number of C1-C5, C6-C10, CTM above speakers.  How does it fit in the President Distinguished Club plan. 

4. Meeting themes to be brainstormed. 

5. Other educational issues to be discussed in excom.

What to do in New Member Orientation Dinner?

EVP helps new members understand the educational issues in our club.  

What’s your main job?

1. To introduce credit point system, meeting roles, speech booking procedure

2. Work with MVP to introduce the mentoring system in our club and help establish the mentoring relationship between the mentor and the mentee.

3. To introduce the complete communication and leadership track of TMC.  

What do you need to bring to the New Member Orientation Dinner?

1. A sample of credit point file

2. A copy of mentoring guidelines for every new member and their mentors. 

3. A copy of Assignment Takers Script for every new member

4. A copy of communication and leadership track in diagram to every new member. 

How to plan a contest meeting?

Why bother to have contest?

Contest helps raise the importance of certain roles.  Performance will improve after contest.  

How to plan a contest?

Refer to the contest Work Plan for detailed items.  

Start plan two weeks ahead of the meeting. 

What are the Rules of different contest?

Refer to the TI rule book. 

Do we have contest judging ballot forms?

Yes we do. See attached judging ballot forms for different contest (Prepared Speech, Table Topics, Evaluation, Debate). 

How to update each members “credit points”?

EVP Assistant will update it. EVP need to double-check the work. 

What is the credit points system?

FOR the EVP: It’s a guide for EVP to program those members who consistently contribute to the club and member development. 

FOR the members: A credit points system will allow members to build up points by taking meeting roles and other contributions.  Check the table below for the points.  Each speech "costs" 5 points.  When you want to schedule a speech bring this form to the EVP with the roles and points total filled in. Priority will be given to members who contribute the most to the overall club development.  (PS Icebreaker speech is free). 

Once a month

See “Education plan” excel file. 

Inside are members’ names 

Each member has a record of the roles taken and speech given that month. 

	Status
	Roles
	 
	 
	Points

	All
	Receptionist
	
	
	3

	 
	Timer/Grammarian/Gender Confusion &Ah Counter
	2

	
	Warming up Master
	3

	 
	Table Topics Master / Table Topics Evaluator
	3

	C5 +
	TME/GE
	
	
	5

	 
	IE
	
	
	4

	All
	Organise club social activity
	
	10

	All
	Club officer
	per month
	
	5

	CTM+
	Training speech
	
	5

	All
	Attend, no role
	 
	 
	1


Add in the role / points that members took for each meeting that month

Add in speeches given (each speech “costs” five points). 

Ask the Secretary to send you the attendance record for that month. 

Once the roles and points have been added in a total will be calculated.

This total will automatically appear in the “Speaking Progress” sheet. 

This gives the EVP a reference when scheduling speeches.

Double check EVP Assistant’s work before she/he sends a “read only” file to secretary. Secretary will forward the file to members once a month to keep them updated of their speaking progress.

This will go towards the annual Toastmaster of the Year award in June.   The top 5 members will be nominated for this award. 

How to submit an educational award to Toastmasters International?

When a member reaches CTM, ATM, CL, AL or DTM, it must be registered with Toastmasters International for the member and the club to gain credit and recognition. 

Luckily, you can now do this online which is quick and simple.   Go to www.toastmasters.org and locate the section “Information for Members”.  From its drop down menu, select “ Submit Award Applications” and the appropriate award. 

General Notes:

Use the Club address for all member applications:

We have recently transferred the address to Damien’s place.  Ask him for details.  

Club name: 
Shanghai People’s Square

Club number: 
585

District number:
U

For CTMs

Member must provide:

1. Which Advanced Speaking manuals they want to use.  We have a stock so we can give the member directly, but we must replace the ones we give the new CTM.  These are provided free of charge for all CTM applications. 

2. Fill out the speech completion record at the back of their speaking manual. Eg speech title, date presented, and EVP initials. 

For ATMs

Member must provide:

1. The month/year CTM/ ATM-B/ ATM-S  was received and which club / district.  (eg June 2004 in 585-U) 

2. Which advanced manual they used, plus speech completion record at the back of that manual. eg speech title, date presented, and EVP initials.

3. For ATM-S, member must also give you type of speech/date presented for training speeches from The Better Speaker Series and / or The Successful Club series.  (TWO needed)

4. For ATM-G, member must give you the type of speech/date presented for training speeches from The Success/ Communication or Success/ Leadership programs.  (ONE needed)

5. For ATM-G, member must pass the name of a member they have mentored and the year coached. 

For CLs

1. The month/year CTM was received and which club / district. (eg June 2004 in 585-U)

2. Club officer position held, club number and when (eg Membership VP, 585-U, June to December 2004)
3. Date helped to prepare a club success plan ( July or January)
4. Type “00” for the district training box
5. The  type of speech/date presented for training speeches from The Successful Club or Leadership Excellence series.  (TWO needed)
For ALs

1. The month/year CL was received and which club / district. (eg June 2004 in 585-U). From 2003-4, certificates are not issed with numbers. 

2. Type “00” in boxes related to District

3. Date received High Performance Leadership certificate 

4. Club sponsor for new club (name, number and date chartered). 

For DTMs

1. Date received ATM-G award

2.  Date received AL award
For High Performance Leadership

(pending after talking with TMI)

You can check our progress in the President’s Distinguished Club at www.toastmasters.org 

Find the section “Information for Members”, then go to “Club and District reports”.  There are 

“ Distinguished Club Program for Individual clubs” – enter our club number “585” to view our current status. 

“Current Month Educational Completions” – first enter our district number “U” then you can scroll down to see which of our educational applications have been approved. 
A week in the life of a Toastmaster Club EVP Assistant

Introduction

The role of EVP Assistant is to help EVP program club meetings and oversee members educational development.   This role also provides a wonderful opportunity to learn more abut how the club is run and the leadership track in TMC. .  

Functions:

· Supports the EVP

· Updates the members Ed Plan file
· Helps with special and large event planning

· Brainstorm themes at excom meetings (every two months) – 10 at a time. 

MONDAY 

(Secretary will email out final agenda to members and guests)

TUESDAY

11. At the meeting, hand out assignment takers script to regular role takers (Grammarian, Timer, Gender Confusion/Ah Counter, Table Topic Master, Table Topic Evaluator and GE) to help them fulfill their roles. 
12. Take a record of last minutes role taker changes. 
WEDNESDAY

1. Update the members Ed Plan file

FRIDAY

(Secretary will send out agenda with assignment script to members)

Documents
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Education plan (for members)

Members speaking progress 
EVP Assistant updates every week

Attendance 
Secretary once a month

Roster for contact details 
Secretary as new members join

Credit Points System
EVP Assistant once a month

How to update each members “credit points”?

What is the credit points system?

FOR the EVP: It’s a guide for EVP to program those members who consistently contribute to the club and member development. 

FOR the members: A credit points system will allow members to build up points by taking meeting roles and other contributions.  Check the table below for the points.  Each speech "costs" 5 points.  When you want to schedule a speech bring this form to the EVP with the roles and points total filled in. Priority will be given to members who contribute the most to the overall club development.  (PS Icebreaker speech is free). 

Once a month

See “Education plan” excel file. 

Inside are members’ names 

Each member has a record of the roles taken and speech given that month. 

	Status
	Roles
	 
	 
	Points

	All
	Receptionist
	
	
	3

	 
	Timer/Grammarian/Gender Confusion &Ah Counter
	2

	
	Warming up Master
	3

	 
	Table Topics Master / Table Topics Evaluator
	3

	C5 +
	TME/GE
	
	
	5

	 
	IE
	
	
	4

	All
	Organise club social activity
	
	10

	All
	Club officer
	per month
	
	5

	CTM+
	Training speech
	
	5

	All
	Attend, no role
	 
	 
	1


Add in the role / points that members took for each meeting that month

Add in speeches given (each speech “costs” five points). 

Ask the Secretary to send you the attendance record for that month. 

Once the roles and points have been added in a total will be calculated.

This total will automatically appear in the “Speaking Progress” sheet. 

This gives the EVP a reference when scheduling speeches.

Send a “read only” file to Secretary once a month so that she/he can forward it to members and keep them updated of their speaking progress.  Before sending it to Secretary, send it to EVP to ask him/her to double check. 

This will go towards the annual Toastmaster of the Year award in June.   The top 5 members will be nominated for this award. 



A week in the life of a Toastmaster Club MVP
Introduction

The role of MVP is essentially about conducting ongoing membership building programs and efforts.  

· Report on current membership, promote membership campaigns and welcome new members.
· Greet guests and have each complete a guest card.

· Help guests wishing to join complete the Application for Membership

· Explain the educational program to all prospective members, get their commitment to join and collect membership applications.
· Work with the President and Vice President Education to ensure each new member is formally inducted at the first meeting after being voted in by the club

· Follow up on and keep track of guests, new members joining and members not attending meetings.

MONDAY  (if there is an induction ceremony on Tuesday)

1.Prepare the application form for Tuesday and check the finished application form for induction.

TUESDAY

13. Greet guests
14. Explain the educational programs and other Toastmaster practices to guests that show interests
15. Conduct induction ceremony every month
16. Work with EVP to arrange the one-full-minute session. 
17. Talk to guests and find out prospective members

18. Help qualified prospective members complete the Application form

19. Help distributing Toastmaster Magazine
WEDNESDAY

9. Collect e-mail addresses of prospective members from the Secretary. 

10. Send e-mails to prospective members to thanks for their interests in our club with reference of more detailed information available at Toastmasters website.
FRIDAY

1.Reply e-mails from the prospective members, explaining questions they raised 

2.Update records of the prospective member list.

How to recruit and induct new members

Firstly, talk to prospective members and find out if they can be insure to attend meetings regularly, finish the CTM within one and a half year and contribute to our clubs.

Secondly, explain the joining procedures to them and check if they have attended our meetings for three times.

Thirdly, give the Application form to prospective members and help them fill the first two parts and read “A Toastmasters Promise” carefully.

Fourthly, help to arrange “one-full-minute talk” for the prospective members with EVP.

Fifthly, help the prospective members submit registration fees with the Treasurer.

Sixthly, assign a mentor for each new member.

Seventhly, arrange and conduct induction ceremony.

P.S. Induction ceremony is now held every month with two to five new members.

Since we have already fulfilled the number of a successful club, determination and quality is of top concerns when recruiting new members.


Vice President of Public Relations
1. Web site

Launching of the website for Shanghai People’s Square Toastmaster Club

It is the intention to start this website so that it will host the other clubs that are originated from Shanghai people’s square toastmasters club. Such as the Xu jia hui

The website would have the following content:

a. An email for all the ExCom positions with redirection to private email address if required for example presidents would be president@shpeoplessquare.com this allows email to be constant. Access to the email can also be via webmail.

b. I would suggest we go with a simpler domain – eg 585 which is our club number. 

c. Pictures of past events. This gives the club more character.

d. The List of committee members with brief duty statement

e. Pix of the current and past committee members

f. History of our club

g. Club achievements

h. Address and map of our venue

i. Mailing list. This would be on the web hosting service and allow the ExCom to send email to all current members and guests. For example this would allow the president to send announcements, the VP Education to send the schedule the VP PR to send event information. I think use of the mailing list should be restricted only to the Secretary to avoid bombarding members with mail.

j. The ability for visitors to the web site to add their names to the mailing list good idea

k. Other club information

My suggestion: 

Could you put together a web site structure ie What are the names of the sections. Keep it simple.  About 4-5 sections.  

Also who updates the web site? What is the process for updating?

2. Printing

a. Book mark gifts good idea

It has been brought forward that we can provide gifts such as book marks with details of the club on it to be given to potential members.

b. Making club pamphlets

We can create a flyer outlining the club information. ok

3. Making pix display board

We have a number of pictures that we have taken for many events and we can place these on a board that can be displayed in the club. Yes but who will do this

4. Email

Once the information is collected we will send an email with the following information: 

a. Membership recruiting policy; Frank will handle this as MVP

It is the intention that with the changes that are made to the policy that it be distributed to all members so that they can be representatives of the club whenever they are asked from a guest.

b. New ExCom committee details.

This will allow members to know names of the new committee and a brief outline of the position

5. Budget:

a. club pamphlets : 1000 RMB for 100 color-printed copies. A little pricey. Perhaps after the design we can decide on whether to go with BW or color. 

b. pix display board: estimated RMB 500 yes, but how will this be achieved. Collect and print pictures (in the budget?) and what is the layout on the board

c. website: USD 100 this includes domain name and web hosting. How much is the hosting part? Is this for one year?

d. book mark gifts: estimated RMB 500 quantity? 

6. Timeline

Is the picture display board in the timeline? 

· July 2004

Domain name registration.

Design of website, theme and content.

Design of flyers

Design of bookmarks

Approval of flyers by committee

Approval of bookmarks by committee

Planning of club contests

· August 2004

Testing of website

Approval of website

Printing of flyers

Printing of bookmarks

· September 2004 

Revision of website

Promotion of club contests

Suggestion: 

Can we start with a “quick win”.  What can be do by the end of July that we have a noticeable difference to members? 

Perhaps you can think about this and present a plan at the exco meeting on 10th July. 

I am working on the 2004 July to Dec budget now and will bring to exco.  



A week in the life of a Toastmaster Club Treasurer

Most payments made by credit card are to TMI: 

- member dues;

- new members;

- club materials.

Occasional payments (like the web site domain) are to other vendors.   After to listening to some officers concerns, I would like to clarify that; 

"The Treasurer will process all credit card payments for the club."
For member dues this is most convenient as Treasurer will take dues and issue receipt to members. 

For new member kits, Club Secretary will pass the new members name to Treasurer after  the induction ceremony. 

For club materials, EVP/ President will pass details to Treasurer to order online. 

Treasurer should check club budget (see most recent attached) to ensure resources are available.


A week in the life of a Toastmaster Club Secretary

MONDAY 

1. Send Guests; agenda and map to venue 

(send using bcc to avoid people using our list for spam or commercial purposes)

= see attached guests email list

<email for  guests with agenda and map to venue, Monday before the meeting. Modify where necessary>

Theme: xxxxx

For many people, the idea of speaking in public can be scary.  Tonight you have a chance to overcome this fear as our theme at Shanghai People's Square TMC is courage. 

Courage means different things to different people. What does it mean to you?

Tonight you will see four prepared speakers, a new member induction, Table Topics (unprepared speaking) and your favourite - Let the Guests Talk. 

You welcome you back to our meeting and hope you can enjoy it as much as we do!

See you there.

Warwick J Fahy ATM-B, CL

Secretary

Shanghai People's Square TMC

585-U

*********************************************************************

If you would no longer like to receive news about Shanghai People's 

Square TMC, please reply to this email, 

"Please remove me from your mailing list". 

Note that your email address will not be used for matters outside of 

Toastmasters, nor passed on or resold to third parties.

********************************************************************

2. Send Members; final agenda 

= see attached members email list

<email to members with final agenda on Monday before meeting. Modify where necessary > 

Theme: xxxxx

Welcome to the #0xx meeting of Shanghai People's SquareToastmasters Club.  Tonight's theme is Mission. 

Special features in our program include advanced speeches "Speaking under Fire" and "The Coach".  

Membership dues for Sept2003-Apr2004 should be paid now (Rmb200), please contact any of the committee members. 

Also, could every member please let me know where there are in their speaking program (eg C4, C7, A3) - as we are making a progress chart and would like to include you. 

Look forward to seeing you tonight. 

Best Regards

Warwick J Fahy

Secretary

Shanghai People's Square TMC

585-U

TUESDAY

Bring to meeting

1. 30 copies of the agenda (print on both sides)

2. Members Sign in sheet

3. Returning guests sign in sheets

4. New guests sign in form(find in the blue folder in club box at venue).

5. Make sure receptionist knows how to fill in the forms. Everyone attending the meeting should be signed in.

WEDNESDAY

After meeting;

1. Add new guests to returning guests sign in file (excel file)

2. Add new guests email to guests mailing list

3. Update members attendance

4. Update returning guests attendance

FRIDAY

1. Send provisional agenda + script for assignment takers 

<email for provisional agenda and script for assignment takers, Friday before the meeting>

Dear Members

Enclosed is the provisional agenda and the script for assignment takers.  Please review to make sure you are clear on your roles.  Also, if you cannot make your prepared speech please let me know by Monday.  If you are taking a role and cannot attend, please find a suitable replacement. 

I have slots for evaluators on the 23 Dec and also for speakers on the 6 Jan. Take a look at the future assignments and let me know if you would like to take a role. 

Have a good weekend. Its chilly today, isn't it?

Best Regards

Warwick J Fahy

Secretary

Shanghai People's Square TMC

585-U

How to make the new agenda

1. Ask GE to send minutes to you by Friday

2. Add roles into agenda from the "Future Assignments"

- are all roles filled? (EVP doing it now)
- modify the timing (EVP doing it now)
3. Update the future assignments (EVP doing it now)
4. President message

5. Add GE Minutes

- note the number of guests, members attending from last meeting

- update the notice for next meeting

6. Final check 

- fits on 2 pages

- everything looks ok

7. Print and make 35 copies double sided.

Writing Minutes

1. GE writes 250-275words

2. Summarises his/her evaluation of the meeting

3. Mention all the role takers by name (briefly) as people like to see their name in print

4. Mention TT speeches (very good) by name 

5. Mention any guests by name from "Let the Guests Talk" session (excellent)

6. Email to Secretary by Wednesday

7. Secretary will add to next weeks agenda.

How to Register with HQ of New Members and Pay Membership Dues Online

- Click here to go to Toastmasters International Website and follow the instruction to access TI’s secured Dues Renewal and New Member Addition Site 

-Log in the webpage with club number “585” and password (saved in the protected Excel file).

-Choose the option “Add New Member” or “Pay Membership Dues”.

-Registration
1) Add New Member 

· Fill out the required fields based on the information on New Member Application Form passed over from Membership VP after the member passes the official induction.

2) Pay Membership Dues

· New Member Dues

· Member Renewal Fees

-After confirmed the information that has been put down, type in Credit Card info (saved in the protected Excel file):
Credit Card Type/Credit Card Holder Name/Credit Card #/Expiry Date/Billing Address 

-Email Confirmation

After completion of the registration, a confirmation letter will be sent to the officer’s email box from renewals@toastmasters.org
-SOS

Contact Mr. Darci Maenpa (Manager, Member Services, TI ) at dmaenpa@toastmasters.org for any technical assistance. 
How to Place Club Purchase with Toastmaster International Website
-Go to Toastmasters International Website at http://www.toastmasters.org/
-Go to Online Store 

-Log in the Online Purchasing Store with the ID and Password (saved in the protected Excel file)

-Select the items and number of items to be purchased 

-Put in the credit card information

-Confirm the order

-An order confirmation will be sent to the officer’s email box

-SOS: Contact Mr. Darci Maenpa (Manager, Member Services, TI ) at dmaenpa@toastmasters.org for any technical assistance.


A week in the life of a Toastmaster Club Treasurer

Most payments made by credit card are to TMI: 

- member dues;

- new members;

- club materials.

Occasional payments (like the web site domain) are to other vendors.   After to listening to some officers concerns, I would like to clarify that; 

"The Treasurer will process all credit card payments for the club."
For member dues this is most convenient as Treasurer will take dues and issue receipt to members. 

For new member kits, Club Secretary will pass the new members name to Treasurer after  the induction ceremony. 

For club materials, EVP/ President will pass details to Treasurer to order online. 

Treasurer should check club budget (see most recent attached) to ensure resources are available.


A week in the life of a Toastmaster Club SAA

Before the meeting

Get the room set up 

· Club banner on the podium (or other places where banner is facing the audience)

· Test the microphone

· Gavel/Award ribbons/Tea and Cups
· Voting slips

· Room arrangement (whiteboard, chairs, chair for TTE,GE)
· Greet guests before the meetings start

Notes: As receptionist of each meeting is not the same person, its role taker may not quite understand what he/she should do, SAA may need to assist him/her.
Open the meeting

· At 7.10 pm sharp

· Mobiles off

· Allow guests to introduce why they came here tonight (get the guest list from Receptionist just before the meetings start)

· Brief introduction of TM clubs

· Taboos
· Welcome the President
Notes: Finish the opening within 3 minutes
During the meeting

· Distribute voting slips

· Collect after evaluators

· Provide winners list to TME for award ceremony
· Guide late comers (set up chairs for them)

· Doors close and open

After the meeting

Pack things up (Banner/Badge/Ribbons/ Gavel/etc.)

Sample of Opening (FYI):

Dear fellow toastmasters and distinguished guests, welcome to People Square’s toastmaster’s club. I’m ***, tonight’s sergeant at arms. 

To make our meeting run smoothly, first, I’d like to remind you to switch off your mobile phone or turn it to vibration mode. 

Tonight, we have *** new guests. Now I’d like to call some of you up to make a small introduction…….. 

Some you of may have this question: Is your club an English club? We people square’s toastmaster’s club is different from an English club; we provide our members a supportive environment where we could develop communication skills, public speaking skills and leadership skills. In Shanghai, there are four toastmaster’s clubs, and in this July, we will have a Mandarin club. We aim to seed 20 clubs by 2008.

Now, before I give my control to our president, I’d like to remind you that four topics should be avoided, which could easily bring controversies, they are Religion, Sex and objects of bad taste.  

Now, let’s welcome our president, xxxxxxxxx!

What would you change about this role?





What would you change about this role?





What would you change about this role?





What would you change about this role?





What would you change about this role?





What would you change about this role?





What would you change about this role?





What would you change about this role?








Contributed by club officers from Prestige 5808-67, Shanghai People Sq 585-U

Compiled and edited by Warwick John Fahy DTM 

16 Dec 2005 updated 23 June 2006  wfahy@yahoo.com 


