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Toastmasters History
The Toastmasters organization began in 1924 by Dr. Ralph C. Smedley in Santa Ana, California.  Dr. Smedley wanted to create an organization “to afford practice and training in the art of public speaking and in presiding over meetings, and to promote sociability and good fellowship among its members.”

When Toastmasters started, it was only open to men.  It wasn’t until 1973 that women were allowed to join.   Since the organization’s inception, more than three million men and women have benefited from the communication and leadership programs.

Today, there are more than 212,000 members around the world and they welcome you to the world’s largest organization devoted to communication excellence.  We’re glad you have joined us.

Your Toastmasters club offers you the opportunity to learn effective communication through practical experience in an atmosphere of fellowship and understanding.  By actively participating in your club, you’ll build confidence in yourself and develop your ability to organize your thoughts and present them logically.

Your club also offers you the opportunity to develop your leadership abilities.  Through service in various club offices you can learn and practice sound management techniques.

Your club also provides years of enjoyment.  You’ll have fun as you learn new skills in a social atmosphere.  You’ll meet new people and form friendships that will last a lifetime.

Reach out for success with Toastmasters !
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Meeting Information

When:
  DAY

Where:  ADDRESS

Time:
  TIMES

2009 - 2010 Meeting Dates

July (fill in dates for each month)

August 

September 

October 

November 

December 

January 

February 

March 

April 

May 

June 

Toastmasters’ calendar year is from July 1 – June 30.

Mission of the Club

The mission of a Toastmasters Club is to provide a mutually supportive and positive learning environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.
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Sample Agenda

Open the meeting
Toastmaster

Introductory comments
Toastmaster

· Thought for the Day
Timer

· Jest

· Introductions

· Business

· Comments on Theme

· Explanation of Functions and Meeting Format

Word of the Day
Grammarian

Speaker(s)

Table Topics
Table Topics Master

Meeting Evaluation

· Speech Evaluation(s)
Evaluator(s)

· Grammarian Report
Grammarian / Ah Counter

· Timer Report
Timer

· Overall Evaluation
General Evaluator

· Listening Questions
General Evaluator

· Table Topics Vote Result
Table Topics Master

Closing comments and Adjourn
Toastmaster

Meeting Roles
Toastmaster:  Leads the meeting.  Calls members before the meeting to ensure a full attendance and prepares the agenda.  Provides introductory comments about the theme.

Grammarian:  Announces and defines the word of the day.  Takes notes on word usage and grammar – the good and poor.  Tallies the use of the word of the day.  Buzzes and counts ums, ahs and other pregnant pauses.  Presents results during the General Evaluation portion of the meeting.  

Table Topics Master:  Makes up open-ended questions related to the theme prior to the meeting and directs them to those without speaking roles during the meeting.  Counts votes and announces during the evaluation portion of the meeting.

Speaker:  Gives prepared, timed speeches based on manual project objectives.

General Evaluator:  Evaluates everything that takes place during the meeting.  The General Evaluator is responsible for the evaluation team consisting of the speech evaluators, timer and grammarian.  

Speech Evaluator:  Evaluates a speaker’s presentation providing encouraging comments and suggestions for improvement.  Evaluation consists of whether project goals were met, content and delivery.

Timer:  Prepares a Thought for the Day to be presented at the start of the meeting.  Times table topic responses, speakers, evaluations and grammarian’s report.  Announces times during the General Evaluation portion of the meeting.

Officer Roles

President:  Provides the leadership and guidance a club needs to be successful.  The president leads the business portion of each Club meeting.  Schedules regular executive committee meetings and sponsors the Distinguished Club Plan.

VP Education:  Has overall responsibility for Club meetings.  Plans all regular and special Club meetings and other special events.  Tracks member’s progress and maintains schedule.  Signs and approves achievement applications.

VP Membership:  Responsible for bringing new members into the Club and ensuring that the Club always has a minimum of 20 members.  Maintains membership list.

VP Public Relations:  Responsible for persuading guests to join the Club and also for attracting guests to meetings through publicity and public relations.

Treasurer:  Keeps clear and accurate financial records of Club business and sees that the Club remains financially stable.

Secretary:  Responsible for keeping clear and accurate records of meetings and business, including membership records and correspondence.

Sergeant at Arms:  Responsible for maintaining materials and equipment between meetings, arranging the room and equipment for the meeting and welcoming all guests and members.

Achievement Levels

Communication Track:

CC:  (Competent Communicator) Completed the Competent 
Communicator manual (10 speeches).

AC Bronze:  (Advanced Communicator) Achieved CTM or CC and completed two Advanced Communication and Program manuals (10 speeches – 5 per manual).

AC Silver:  (Advanced Communicator) Achieved ATM or AC Bronze, completed two additional advanced manuals and conducted any two programs from The Better Speaker Series and/or The Successful Club Series.

AC Gold:  (Advanced Communicator) Achieved ATM or AC Silver, completed two additional advanced manuals, conducted a Success/Leadership Program and coached a new member with the first three speech projects.

Leadership Track:

CL:  (Competent Leader) Completed Competent Leader manual (10 projects).
ALB:  (Advanced Leader) Achieved Competent Toastmaster/Communicator and Competent Leader, served at least 6 months as a Club officer, participated in a District Sponsored Club officer training program while a Club officer and conducted two programs from The Successful Club Series.

ALS:  (Advanced Leader) Achieved Advanced Leader Bronze, served as a District Officer for a complete term, completed the High Performance Leadership program and served as a Club Sponsor, Mentor or Specialist.

DTM:  (Distinguished Toastmaster) Achieved ATM/AC Gold and Advanced Leader-Silver.

Achievement Levels
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Members start with either the Competent Leader or Competent Communicator.  They may also be worked on simultaneously.  Both need to be completed to attain Advanced Leader-Bronze.

Members receive a certificate from Toastmasters International at each level.  Distinguished Toastmasters receive an engraved plaque.  Members may elect to have a recognition letter sent to their employer.
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Competent Leader Manual Projects
Membership Information

(CLUB NAME) Toastmaster’s membership is (OPEN / CLOSED – may need to edit this page) open to individuals interested in advancing their speaking and listening skills.  Our current membership consists of professionals from companies in (LOCATION).

Membership to Toastmasters International allows you the opportunity to begin practicing your speaking skills – prepared speeches and impromptu – and fine tune your skills as you advance through the manuals while receiving support of other members and constructive comments to assist you in your speaking goals.  Membership also includes participation in contests, if you are interested, and District NUMBER events (membership rally, success / leadership day, semi-annual conferences, officer training, etc.).

A membership with Toastmasters is one of the least costly speaking programs available to you while permitting you to control your advancement depending on your personal time commitments.  Initial membership would cost:


$20 - one time initiation fee to Toastmasters International

(covers cost of new member kit and other materials)

$4.50  per month – Toastmasters International dues

$(AMOUNT) – one time (CLUB NAME) club new member fee

$(AMOUNT) per month – (CLUB NAME) club dues

For example, if you join effective October 1st, you would pay $20 + $27 + $(LOCAL NEW MEMBER) + $(LOCAL DUES) = $(TOTAL).  When dues are payable again on April 1st, you would only pay $27 + $(LOCAL DUES) = $(TOTAL).

Membership Information

This chart shows the new member costs based on the month joined:

	
	
	International
	(CLUB NAME)
	

	
	
	New
	
	New
	
	

	Month
	#
	Member
	Monthly
	Member
	Monthly
	Total

	Joined
	Months
	Fee
	Dues
	Fee
	Dues
	Cost

	January
	3
	$20.00
	$13.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	February
	2
	$20.00
	$9.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	March
	1
	$20.00
	$4.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	April
	6
	$20.00
	$27.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	May
	5
	$20.00
	$22.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	June
	4
	$20.00
	$18.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	July
	3
	$20.00
	$13.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	August
	2
	$20.00
	$9.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	September
	1
	$20.00
	$4.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	October
	6
	$20.00
	$27.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	November
	5
	$20.00
	$22.50
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)

	December
	4
	$20.00
	$18.00
	$(AMOUNT)
	$(AMOUNT)
	$(AMOUNT)


Dues are paid semi-annually and are due to Toastmasters International on or before April 1st and October 1st.

Advanced Communication Program Manuals

The Entertaining Speaker

Speaking to Inform

Public Relations

The Discussion Leader

Speeches By Management

The Professional Speaker

Technical Presentations

Persuasive Speaking

Communicating on Television

Storytelling

Interpretive Reading

Interpersonal Communication

Special Occasion Speeches

Humorously Speaking

Your Toastmasters Membership Provides These Benefits:

· A unique means of learning and improving your communicative abilities within an atmosphere of fellowship and fun with your fellow Toastmasters Club members,

· Unlimited opportunities for personal and occupational advancement based on improved abilities and expanded experience,

· Experience in leadership development through training and club involvement,

· Professionally prepared educational materials and resources on speaking, listening, discussion, parliamentary procedure, audio-visual techniques and conference and meeting procedures,

· The Toastmaster magazine.  Every month The Toastmaster provides new insights on communication techniques, ideas and opinions,

· Continuing practice and exposure to sound communication techniques,

· Increased confidence, ability to organize logical thought and present it self-assuredly, and a better understanding of human relations, and
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Affiliation with an internationally renowned educational organization.

We ask you to share and increase the benefits you gain through Toastmasters by:

· Assisting fellow members in developing their communication and leadership abilities as you develop your own,

· Helping your club maintain the Toastmasters standard of excellence in programming and administration,

· Providing leadership in the Club at every opportunity,

· Utilizing your Toastmasters experience to take an involved role in community affairs,

· Sharing your Toastmasters experience by telling others about the program and inviting them to join, and

· Making Toastmasters an enjoyable and worthwhile experience for yourself and others by projecting the Toastmasters image in everyday business, social and community situations.
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Leadership

Critical Thinking

Giving Feedback

Time 

Management

Planning and 

Implementation

Organizing and 

Delegating

Developing Your 

Facilitation Skills

Motivating 

People

Mentoring

Team Building

Role 1 2 3 4 5 6 7 8 9 10

Speaker X X

Speech Evaluator X X X X

Timer

X

Grammarian X X X X

Ah-Counter X

Table Topics Speaker X

Table Topicsmaster X X X

General Evaluator X X X X X X

Toastmaster X X X X X

Help to Organize a Club Speech Contest X

Chair a Club Speech Contest X

Help Organize a Club Special Event X

Chair a Club Special Event X

Help Organize a Public Relations Campaign X

Chair a Public Relations Campaign X X

Help Organize a Club Membership Campaign or Contest X

Chair a Club Membership Campaign or Contest X X

Help Produce the Club Newsletter X

Assist the Club Webmaster X

Serve as Club Newsletter Editor or Club Webmaster X

Befriend a Guest at a Club Meeting X

Mentor for a New Member X

Mentor for an Experienced Member X

Guidance Committee Member for HPLP X

Number of Assignments per Project 3 2 3 2* 3 1 2 3** 1 2***

*  Must serve as Timer plus one other designated role

** One of the positions must be a Chair

*** Both Toastmaster and General Evaluator or one of the other roles

Project


Toastmaster’s Promise
As a member of Toastmasters International and my Club, I Promise…

· To attend Club meetings regularly;

· To prepare all of my speeches to the best of my ability, basing them on projects in the Communication and Leadership Program manual or the Advanced Communication and Leadership Program manuals;

· To willingly prepare for and fulfill meeting assignment;

· To provide fellow members with helpful, constructive evaluations;

· To help the Club maintain the positive, friendly environment necessary for all members to learn and grow;

· To willingly serve my Club as an officer when called upon to do so;

· To treat my fellow Club members and our guests with respect and courtesy;

· To bring guests to Club meetings so they can see the benefits Toastmasters membership offers;

· To adhere to the guidelines and rules for all Toastmasters educational and recognition programs;

· To maintain honest and highly ethical standards during the conduct of all Toastmasters activities.







PAGE  
2

[image: image7.jpg]


