Club Officer/Area Governor/Division Governor Check Lists

May, 2004

2003-04 Club Officer Check List
 Follow up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

 Clubs select Toastmaster of the Year.

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

2003-04 Area Governor Check List

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

 Clubs select Toastmaster of the Year.

 Follow up on outstanding club paperwork: semiannual duess, officer lists, proxies, CTMs, ATMs.

 Attend Div/Area Governor transition meeting, May 22. 

 Begin the transition to the 2004-05 Area Governor.

2003-04 Div. Governor Check List

 Attend Div/Area Governor transition meeting, May 22. 

 Assist with getting outstanding semiannual dues submitted.

 Begin the transition to the 2004-5 Division Governor.

2004-05 Div. Governor Check List

 Attend Div/Area Governor transition meeting, May 22. 

 Schedule club officer training sessions for June, July, and August.

 Assist incoming District Governor with identifying AGs for areas not yet filled.

June, 2004

2004-05 Club Officer Check List
 Follow-up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

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

 Register for TELI – July 17 at Holiday Inn Select, Bloomington.

2003-04 Area Governor Check List

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

 Assist with club officer training.

 Continue transition to the 2004-05 Area Governor.

 Register for TELI – July 17 at Holiday Inn Select, Bloomington.

2004-05 Area Governor Check List

 Attend June 19th Division/Area Governor training at Unisys, Roseville at 8:00 am

 Assist with club officer training.

 Obtain list of area clubs and contact information for club presidents for 2004-05 year.

 Meet one-on-one with incoming Division Governor.

 Register for TELI – July 17 at Holiday Inn Select, Bloomington.

2003-04 Div. Governor Check List

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

 Assist with club officer training.

 Work with incoming Division Governor to change signatories on bank account.

 Register for TELI – July 17 at Holiday Inn Select, Bloomington.

2004-05 Div. Governor Check List

 Assist incoming District Governor with identifying AGs for areas not yet filled.

 Schedule club officer training sessions for June, July, and August.

 Schedule first Division Council meeting.

 Meet one-on-one with incoming Area Governors for your division.

 Register for TELI – July 17 at Holiday Inn Select, Bloomington.

July, 2004  (All checklist items below are for new officers)

Club Officer Check List
 Attend club officer training. Schedule is posted at www.d6tm.org. 

 Hold Executive Council meeting.

 Develop Membership Building Campaign.

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

 All Speeches – Manual Speeches.

 Attend TELI – July 17 at Holiday Inn Select, Bloomington.
Area Governor Check List

 Schedule first round club visits.

 Monitor club officer training results on www.d6tm.org. Follow-up on any discrepancies.

 Begin club visits.

 Develop Plan to strengthen low-member clubs.

 Attend TELI – July 17 at Holiday Inn Select, Bloomington.

 Identify possible new club leads. Report them to lgm@d6tm.org.  

Div. Governor Check List

 Submit club officer training reports to lget@d6tm.org. 

 Conduct Division Council meeting.

 Complete Division Performance Plan.

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

 Monitor club officer training.

 Attend Div Gov training on July 24 at Unisys, Roseville at 8:00 am

 Contact Area Governors weekly to see how they are doing.

 Attend TELI – July 17 at Holiday Inn Select, Bloomington.
 Identify possible new club leads. Report them to lgm@d6tm.org
August, 2004

Club Officer Check List
 Attend club officer training. Schedule is posted at www.d6tm.org.

 Attend Area Council meeting.

 Consider attending TI Convention.

 Have Fun!  Volunteer for the State Fair.

 Invite guests to club meetings.

 Start collecting dues.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Monitor club officer training results on www.d6tm.org. Follow-up on any discrepancies.

 Conduct Area Council meeting

 Schedule and plan fall area contest. Select a contest chair, Toastmaster, & Chief Judge.

 Order trophies & certificates.

 Complete club visits.

 Complete submission of visit reports to District Governor.

 Contact clubs about collecting dues.

 Identify possible new club leads. Report them to lgm@d6tm.org.  

 Review area progress against report at www.toastmasters.org for your area.

continued

Div. Governor Check List

 Monitor club officer training results on www.d6tm.org. Follow-up on any discrepancies.

 Submit club officer training reports to lget@d6tm.org. 

 First round of officer training completed by August 31, 2004.

 Conduct Div. Council meeting:

 Schedule and plan fall division contest. Select a contest chair, Toastmaster, & Chief Judge.

 Make sure Area Governors have scheduled fall contest and selected a contest chair, Toastmaster, & Chief Judge.

 Order trophies & certificates.

 Monitor Area Governor visit reports.

 Monitor dues collection.

 Contact Area Governors weekly to see how they are doing.

 Identify possible new club leads. Report them to lgm@d6tm.org.  
 Review division progress against report at www.toastmasters.org for your division.

September, 2004

Club Officer Check List
 Hold club speech contest.

 Attend Area & Division Speech contests.

 Register for Fall Conference in Rochester, MN (November 5-6, 2004).

 Send semiannual dues to TI.

 Club Officer Training records due to TI by September 30.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Attend Div/Area Governor training, September 13, Unisys, Roseville at 8:00 am.

 Register for Fall Conference in Rochester, MN (November 5-6, 2004).

 Hold Area speech contest.

 Club Officer Training records due to TI by September 30.

 Attend Div/Area Gov training on September 18.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Submit club officer training reports to lget@d6tm.org by September 13.
 Attend Area Speech contests for each area in division.
 Attend Div/Area Governor training, September 13, Unisys, Roseville at 8:00 am.

 Register for Fall Conference in Rochester, MN (November 5-6, 2004).
 Club Officer Training records due to TI by September 30.

 Review division progress against report at www.toastmasters.org for your division.

 Identify possible new club leads. Report them to lgm@d6tm.org.

October, 2004

Club Officer Check List
 Attend Area & Division Speech Contests.

 Register for Fall Conference in Rochester, MN (November 5-6, 2004).

 Review club progress against report at www.toastmasters.org for your club.
Area Governor Check List

 Attend Area & Division Speech contest.

 Register for Fall Conference in Rochester, MN (November 5-6, 2004).
 Submit expense report to D6 Treasurer.

 Review area progress against report at www.toastmasters.org for your area.
 Follow up on any Club with outstanding dues.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

continued

 Div. Governor Check List

 Attend Area Speech contests for each area in division.
 Conduct Division Speech contest.

 Attend Fall Conference meeting, October 16, at Kahler Hotel in Rochester. 
 Register for Fall Conference in Rochester, MN (November 5-6, 2004)
 Submit expense report to D6 Treas.

 Review 1st quarter TI report.

 Follow up on any club with outstanding dues.

 Review division progress against report at www.toastmasters.org for your division.
 Identify possible new club leads. Report them to lgm@d6tm.org.

November, 2004

Club Officer Check List
 Attend Fall Conference in Rochester, MN (November 5-6, 2004)
 Hold Club Officers elections (if applicable).

 Hold Executive Council meeting.

 Review Membership Building Plan.

 Attend Area Council meeting.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Attend Fall Conference in Rochester, MN (November 5-6, 2004)
 Hold Area Council meeting.

 Encourage clubs to submit Membership Building Plan to TI by January. 1.

 Attend Div/Area Governor training, November 20, Unisys, Roseville at 8:00 am.
 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Attend Fall Conference in Rochester, MN (November 5-6, 2004)
 Monitor status of Low-Member clubs.

 Monitor status of new club charters.

 Attend Div/Area Governor training, November 20, Unisys, Roseville at 8:00 am.
 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division.

December, 2004

Club Officer Check List
Begin 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 against report at www.toastmasters.org for your club.

Area Governor Check List

 Monitor club officer training (second round, mid-year review)

 Monitor submission of new officer lists, as applicable.

 Attend holiday party for District Officers, Dec. 18, at Casper’s Sirloin Room in Eagan. 4-8 pm.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

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

 Attend holiday party for District Officers, Dec. 18, at Casper’s Sirloin Room in Eagan. 4-8 pm.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division.
January, 2005

Club Officer Check List
 Register for TELI – February 19. Details at www.d6tm.org. 
 Attend club officer training.

 Hold Executive Council meeting.

 Review Distinguished Club Plan.

 Conduct Speechcraft.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Register for TELI – February 19. Details at www.d6tm.org. 
 Schedule club visits (second round).

 Attend Div/Area Governor training, January 29, Unisys, Roseville at 8:00 am.
 Submit 1st half financial report.

 Encourage clubs to conduct Speechcraft.

 Schedule Spring speech contest.

 Begin club visits.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Register for TELI – February 19. Details at www.d6tm.org. 
 Conduct club officer training (second round, mid-year review).

� Submit 1st half financial report.

 Attend Div/Area Governor training, January 29, Unisys, Roseville at 8:00 am.
 Monitor status of low-member clubs.

 Identify possible new club leads. Report them to lgm@d6tm.org.
 Review division progress against report at www.toastmasters.org for your division.
February, 2005

Club Officer Check List
 Complete club officer training.

 Attend Area council meeting.

 Hold club speech contest.

 Attend TELI – February 19. Details at www.d6tm.org. 
 Start collecting dues.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Attend TELI – February 19. Details at www.d6tm.org.
 Finish club visits.

 Submit club visit forms to Dist Governor

 Finish club officer training.

 Submit training records to District Governor

 Hold Area Council meeting:

 Plan Spring Speech contest.

 Contact all clubs about collecting & submitting dues.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Attend TELI – February 19. Details at www.d6tm.org.
 Monitor AG club visits.

 Finish club officer training.

 Submit training records to District Governor

 Emphasize need for new club leads.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division.
March, 2005

Club Officer Check List
 Attend Area/Division speech contests.

 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org. 

 Send semiannual dues to TI.

 Club Officer Training records due to TI by March 31.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.
 Conduct Area Speech contests.

 Attend Div/Area Governor training, March 19, Unisys, Roseville at 8:00 am.
 Submit Don Murray Award nominee(s).

 Submit Lorin Pollmann Award nominee(s).

 Club Officer Training records due to TI by March 31.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.
 Conduct Division Speech contests.

 Attend Div/Area Governor training, March 19, Unisys, Roseville at 8:00 am.
 Submit Don Murray Award nominee(s).

 Submit Lorin Pollmann Award nominee(s).

 Club Officer Training records due to TI by March 31.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division.

April, 2005

Club Officer Check List
 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.
 Attend Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.

 Submit proxies to District Governor

 Develop Nominating Committee.

 Attend Division Speech contest.

 Register and attend Spring Convention, Apr 29-30.

 Encourage members to complete CTMs & ATMs.  Submit paperwork to TI.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.
 Attend Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.

 Follow up on clubs who did not submit dues.

 Check that clubs submitted proxies to District Governor

 Encourage clubs to develop Nominating Committee.

 Attend Division Speech Contest.

 Register and attend Spring Convention, Apr 29-30.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

continued

Div. Governor Check List

 Register for Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.
 Attend Spring Convention meeting, Apr 16, at Mystic Lake Casino.
 Attend Spring Convention, Mystic Lake Casino, April 29-30. Details at www.d6tm.org.

 Monitor clubs who did not submit dues.

 Monitor club proxies status.

 Conduct Division Speech contest.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division. 
May, 2005

Club Officer Check List
 Follow up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

 Clubs select Toastmaster of the Year.

 Review club progress against report at www.toastmasters.org for your club.

Area Governor Check List

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

 Clubs select Area Toastmaster of the Year.

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

 Attend Div/Area Governor transition meeting, May 21, Unisys, Roseville at 8:00 am.
 Submit expense reports to D6 Treasurer.

 Prepare annual financial report.

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review area progress against report at www.toastmasters.org for your area.

Div. Governor Check List

 Attend Div/Area Governor transition meeting, May 21, Unisys, Roseville at 8:00 am.
 Select Division Toastmaster of the Year.

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

 Identify possible new club leads. Report them to lgm@d6tm.org.

 Review division progress against report at www.toastmasters.org for your division.

June, 2005

Club Officer Check List
 Review club progress against report at www.toastmasters.org for your club.
 Follow-up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

 Help prepare your successor for upcoming year.

 A Super Thank You for Making D6 a Great District!  

Area Governor Check List

 Review area progress against report at www.toastmasters.org for your area.
 Follow-up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

 Select Area TMOY, forward to Div. Governor

 Help prepare your successor for upcoming year.

 Finalize year-end financial report, forward to D6 Treasurer.

 A Super Thank You for Making D6 a Great District!

Div. Governor Check List

 Review division progress against report at www.toastmasters.org for your division.
 Follow-up on outstanding club paperwork: semiannual dues, officer lists, proxies, CTMs, ATMs.

 Select Div. TMOY, forward to Div. Governor

 Help prepare your successor for upcoming year.

 Finalize year-end financial report, forward to D6 Treasurer.

 A Super Thank You for Making D6 a Great District!

