Club Officer Check Lists

May

 Club Officers - follow up on any outstanding club paperwork: 

· Club DCP report is accurate

· Semiannual dues have been received at Toastmasters

· Club Officer list and Club Information are correct

· District, Regional, and International Convention Proxies signed and sent

· Competent Communicator Awards and Advanced Communicator Awards submitted

· New members submitted to Toastmasters and members have their materials

 Clubs select Toastmaster of the Year.

 Clubs hold officer elections and submit lists to TI, District

 Attend District Spring Convention (details at www.d6tm.org)

June

 Club officers attend club officer training. Schedule posted on www.d6tm.org.

 Follow-up on outstanding club paperwork (see May)

 Register for July TELI. Details at www.d6tm.org.

 Submit new members to Toastmasters for processing, Submit educationals for processing (CCs, ACs, CLs, ALs, etc.)

 Regional, and International Convention Proxies signed and sent?

July

 Club officers club officer training. Schedule is posted at www.d6tm.org. 

 Hold Executive Council meeting and create Club Success Plan for coming year.

 Check club information at Toastmasters International and District 6 websites to ensure accuracy

 Update club website.

 Establish Membership Building Campaign.

 Follow-up on outstanding club paperwork: semiannual dues, club officer lists, proxies.

 Attend July TELI (Details available at www.d6tm.org)
 International Convention Proxies signed and sent?

 Ask Area Governor to visit and Install Officers.
 Review club progress report at Toastmasters to identify base membership and to review DCP progress to date.

August

 Attend club officer training. Schedule is posted at www.d6tm.org.

 Attend Area Council meeting.

 Consider attending TI Convention.

 Volunteer for the State Fair.

 Invite guests to club meetings.

 Start collecting dues.

 Review club progress report at Toastmasters to review DCP and membership progress to date.
September

 Hold club speech contest.

 Attend Area & Division Speech contests.

 Submit semiannual dues to Toastmasters by September 30

 Check to ensure all club officers who attended training are properly credited.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

 Register for Fall Conference at www.d6tm.org. 

October

 Attend Area & Division Speech Contests.

 Register for Fall Conference at www.d6tm.org. 
 Review club progress report at Toastmasters to review DCP and membership progress to date.

 Attend Fall Conference

November

 Hold Club Officers elections (if club charter calls for semi-annual officers).

 Hold Executive Council meeting.

 Review Membership Building Plan.

 Attend Area Council meeting.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

December

Begin officer training (second round, mid-year review).

 Submit new officer lists, as applicable.

 Consider conducting a year-end club check-up with the Moments of Truth Program.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

January

 Register for TELI. Details at www.d6tm.org. 
 Attend club officer training.

 Hold Executive Council meeting.

 Review Distinguished Club Plan.

 Conduct Speechcraft.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

February

 Complete club officer training.

 Attend Area council meeting.

 Hold club speech contest.

 Attend TELI. Details at www.d6tm.org. 
 Start collecting dues.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

March

 Attend Area/Division speech contests.

 Register for Spring Convention at www.d6tm.org.
 Send semiannual dues to TI.

 Review officer training record at www.d6tm.org to assure accuracy. Contact lget@d6tm.org with concerns.
 Review club progress report at Toastmasters to review DCP and membership progress to date.

April

 Send Regional and International proxies to District Governor. (These card-stock proxies are sent to the Club President.)
 President or VPE - plan to attend Spring Convention Business meeting. If unable to attend, assign District Proxy to a club member who will be in attendance by signing the paper proxy where indicated.

 Develop Nominating Committee for next year’s officer team.
 Attend Area/Division Speech contest.

 Encourage members to complete CCs & ACs.  Submit paperwork to TI.

 Register for and attend Spring Convention. Details at www.d6tm.org.
 Review club progress report at Toastmasters to review DCP and membership progress to date.

May

 Follow up on outstanding club paperwork: semiannual dues, officer lists, proxies, CCs, ACs.

 Clubs select Toastmaster of the Year.

 Review club progress report at Toastmasters to review DCP and membership progress to date.

June

 Review club progress report at Toastmasters to review DCP and membership progress to date.

 Follow-up on outstanding club paperwork: semi-annual dues, officer lists, proxies, CCs, ACs.

 Hold transition meeting with new officer team.
