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TREASURER�
�
(TRE)





Order club supplies (eg. ballots and ribbons) when needed.


Pay other club expenses as needed.


Collect the club dues as appropriate. Dues cover the period of April-September and October-March.








SERGEANT-AT-ARMS�
�
(SAA)





Handle meeting room reservations, assure that the room is available for the upcoming meeting.


Assure that the club supplies are present at all club meetings


Set up the meeting room and clean it up afterwards.


Notify Treasurer when any club supplies need to be ordered (e.g. ballots, ribbons, name badges).


Maybe (depending on the club) open each meeting, introduce the presiding officer (usually the President).


Be Zoom Master as needed.








IMMEDIATE PAST PRESIDENT�
�
(IPP)





Chair the Nominations Committee when elections for the Club Officers occurs.


Advise other officers as necessary.





PRESIDENT�
�
 (PRE)





Assure that all officers are handling their duties for each meeting and for the club future.


Open and close each meeting. Set a positive tone for every meeting.


Set the business meeting agenda and handle it during each meeting.


Introduce all guests at the beginning of the meeting (unless the Toastmaster handles this)


Coordinate with the district officers on items related to the club.


Set and track goals for the club to become a Distinguished Club.


Have regular planning meetings with the club officers.











VICE-PRESIDENT EDUCATION�
�
(VPE)





Schedule all meetings and their roles. Try to fill roles for at least the next three meetings.


Plan some special meetings (e.g. all speakers, contests, elections, trainings, celebrations, etc.).


Be the club Base Camp Manager


Approve the completion of member milestones for speech projects. Submit to International when appropriate.


Assist members with their Toastmasters education progress.


Fill in as presiding officer when the President is absent from a meeting.





VICE-PRESIDENT MEMBERSHIP�
�
(VPM)





Determine the goals of members..


Greet all guests at the meeting. Give them an informational packet (if available). Tell them a bit about the meeting structure and that they will be introduced by the presiding officer (usually the President or the Toastmaster). Introduce them to the presiding officer.


Follow up later with guests to get them to join.


Assist as needed to sign up new members.








VICE-PRESIDENT PUBLIC RELATIONS�
�
(VPP)





Promote the club in various ways to attract new club members. Social media and the club website are the main means to reach guests.


Consider providing a club newsletter to keep members informed of all appropriate information and recognizing member achievements.








SECRETARY�
�
(SEC)





Take the minutes of each meeting and make them available to the club members.


Handle all club correspondence.


Maintain the club officer list with International
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How it Works�
�






A Toastmasters club is an autonomous,  self-run non-profit entity operating within the rules and guidelines set forth by Toastmasters International. Toastmasters has very few actual rules for its clubs. Toastmasters mostly has guidelines. Otherwise, the clubs are free to run themselves how they best see fit. That is why each club has its own “personality”. 








To help a club run itself, every club has a set of officers. Together, these officers make up the executive team. These officers serve either a six-month term or a twelve-month term, depending on how often the club elects its officers. Only clubs that meet weekly can optionally elect officers every six months. All clubs elect officers each May and the officers begin serving their term on July 1. The clubs that elect officers twice each year will also elect officers in November and those officers begin serving their term on January 1. All club officers are expected to attend club officer training (sponsored by the district) each January and June.








The eight club officers (or more, if the club decides via its bylaws to have other officers) each have specific duties. These duties are spelled out in the constitution that the club voted to accept when the club was formed.





For More Information�
�


















