The Club President
You are the chief executive officer, managing director, coach and cheerleader all rolled into one. You are responsible for
setting the tone for the club’s success, providing helpful and supportive leadership for all of the club’s activities and
staying current with developments in your Area, Division and District. As President, you should immediately become
familiar with the Club, Area, Division and District calendars.
CLUB CONSTITUTION AND STANDARD BYLAWS OF TOASTMASTERS INTERNATIONAL: Toastmasters Club Constitution
for Member Clubs, Article VII – Duties of Officers – Section 1: “The President shall be an ex officio member of all
Committees of the club except the club Nominating Committee and shall serve as one of the club’s representative at the
Area and District councils”. The complete document is available on the (TI’s) Toastmasters International website
(www.toastmaster.org) – search for Club constitution and bylaws ‐ a document every President should read.
PRESIDENT RESPONSIBILITIES: Open and presides over every club, business, and executive committee meeting. Manage
procedural matters in the conduct of meetings and apply Robert’s Rules of Order.
Distinguished Club Recognition: You will work with all club leaders to achieve success in the Distinguished Club
Program (DCP) by encouraging educational achievements, building and maintaining membership, attending club officer
training and making sure that dues, officer list and other documents submitted to Toastmasters International on time.
CHEERLEADER: Recognizing club members for their contributions to the success of the club is one of the most important
duties of the club president. Pathways badges and certificates can be printed and presented for the good work of your
members ‐ Education Awards – Event Coordinator – Long‐standing membership. Provide leadership and counseling if
conflicts arise in the club.
PRESIDENT’S CHECKLIST:
Before the meeting
‐ Check with VPE
‐ Special Recognitions
‐ New Member Induction
‐ Plan a brief Business portion.
Upon Arrival at the Meeting: Review the meeting agenda. Greet guests and members as they arrive to make them feel
welcome.
During The Meeting: Call the meeting to order:( Take handoff from SAA) Introduce guests – Briefly explain the
meeting’s events – Introduce the Toastmaster‐ At the end of the meeting – Conduct the business meeting – Announce
Next Meeting and any other announcements, and adjourn the meeting.
OUTSIDE CLUB MEETINGS: Attend and vote at area and district council meetings. Vote on behalf of the club at the
Annual Business Meeting at the International Convention. Appoint and Chair the audit committee near the end of term.
Appoint the nominating committee to nominate new club leaders before the beginning of the new term. Receive and
respond to all correspondence from World Headquarters. Schedule and chair club executive committee meetings.
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DISTINGUISHED CLUB PROGRAM (DCP)
This is a program that helps clubs promote quality, ensure productive meetings, provide structure and guidance, and
increase the enthusiasm of the club. It is one measure of the quality of your club; it is not a set of check‐boxes to be
checked of for their own sake.
Pathways is running concurrently with the traditional education program. The transition period lasts for two years after
all regions have been included in the Pathways rollout, or until June 30, 2020. During this period, clubs have flexibility
when it comes to the DCP. They can still aim for completing six educational goals—but they can choose from 12 options.

Transition DCP
Education Goals (Select 6 of 12 Goals)
1.

___ Two CCs

___ Four Level 1s

2.

___ Two more CCs

___ Two Level 2s

3.

___ One ACB, ACS or ACG

___ Two more Level 2s

4.

___ One more ACB, ACS or ACG

___ Two Level 3s

5.

___ One CL, ALB, ALS or DTM

___ One Level 4

6.

___ One more CL, ALB, ALS or DTM

___ One Level 5

Membership Goals
7.

Four new members

8.

Four more new members

Club Management Goals
9.

Minimum of four Club Officers trained during each of the two training periods

10.

One membership dues renewal report and one Club Officers list submitted on time

To be considered for recognition, your club must either have at least 20 members or a net growth of at least five
new members by June 30th.
Transfer and charter members do not count toward your club’s new members goals.
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Recognition earned

At the end of a Toastmasters year, i.e. on June 30th, depending on the number of goals achieved, a club is
recognized with the following awards:
1. Distinguished Club status if the club achieves 5‐6 goals
2. Select Distinguished Club status if the club achieves 7‐8 goals
3. President’s Distinguished Club status if the club achieves 9‐10 goals



The Distinguished Performance Report Dashboard
1.
2.
3.
4.

Go to www.toastmasters.org
Click on the Leadership Central tab (no login required)
Click on the Distinguished Performance Reports link
On the new page enter your club number (or search by name) on the upper left side of the page and hit
enter. This new page will give the details of your club’s DCP to date.

PRESIDENT RESOURCES
https://www.toastmasters.org/shop/200‐‐Chairman
https://www.toastmasters.org/resources/club‐constitution‐for‐clubs‐of‐toastmasters‐international
http://d101tm.org/

Find useful material with our Club Officers checklist: http://d101tm.org/club‐officer‐resources/
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Toastmasters Success: Ten Tips to a Successful Club
Would you like to know how to guide your club towards becoming President’s Distinguished? With the
Toastmasters year rapidly coming to a close and clubs preparing to transition from this year’s officers
to next year’s, I figured that this would be a great time to talk about ways to accomplish club goals.
1: Have regular and productive executive committee meetings:
The operative words here are “regular” and “productive.” Sure, it’s fun to hang out and chat about the
latest gossip in the club but keep in mind that the goal of each officer’s meeting is to deal with club
business.
We held officer meetings each month and reviewed our DCP (Distinguished Club Plan) at every
meeting. Each meeting had an agenda and we’d review our progress towards the DCP. Every officer
was given objectives to help us achieve our DCP goals and we’d each report on them at meetings. And
yes, we had fun while we were at it too.
2: Complete your DCP early:
Our District Director requested that clubs send him a copy of their DCP within the first couple months
of the fiscal year, so we made completing ours a priority. Again, doing so helped us figure out how we
could reach our goals and how each of us could do our part so we could get there. Many clubs make
the mistake of not putting a lot of thought towards the DCP until a few months before the end of the
year. Start early – as soon as new officers are elected is a great time!
3: Encourage all members to get involved:
You might not be able to get every single member involved and excited about the club, but it’s
important to reach out to everyone. When I was Club President, I offered to meet with anyone
interested in discussing how the club can serve them better. The VP of Membership would regularly
call or fire off an email to members that hadn’t attended meetings in a while to make sure everything
was okay. All of the officers would take the time to welcome new members and talk to as many folks as
possible during our social time at meetings (before, after and during the break).
This benefited us because every member had numerous opportunities to raise concerns with the
officers and we were able to address the needs of everyone.
4: Try new things:
Our VP of Education at the time came up with some creative theme meeting ideas. We found that the
added hype that we put on these meetings generated interest in the meeting which helped with
attendance. People participated, get involved and had a lot of fun (in fact, this past year the club made
every meeting a theme meeting).
Remember that people get bored easily so try to make each meeting somewhat unique. If you have the
same person telling a joke at the beginning of each meeting or the same three people giving speeches
at every meeting, then you need to do something different. Bring in a guest speaker, have snacks (if
you normally don’t), celebrate a birthday, anniversary or random holiday by bringing a cake and
singing. Make sure you give your members a reason for not wanting to miss the meeting.
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5: Work with other clubs
If theme meetings are too radical a change for your club (which is okay), try having social meetings
with another club in your area. I became friendly with another Club President in my area so we each
visited each other’s clubs and brought some members with us. We learned so much from each other
and got some great ideas so this is something I highly recommend. They were a corporate club and we
were a community club and our meetings were at different times of the day so we really weren’t
competing with each other for members – which made our relationship even more helpful.
6: Deal with conflicts right away.
Again, conflicts happen and like everything else we like to procrastinate away, the longer it sits
unattended the more it festers. If one person mistreats another, it’s the responsibility of the club
leaders to deal with it. Talk to both parties – separately, if need be – and get to the bottom of things.
Many times, the cause is a small misunderstanding that can be set straight when dealt with right away.
Other times, it can be more serious and in extreme cases, a member may need to be asked to leave. In
any case, you need to deal with it before it has an adverse effect on the club.
7: Make tough decisions when you have to.
When I was Club President, a number of members suggested that we join our local Chamber of
Commerce. The club officers unanimously agreed that it would benefit the club so we brought it to a
vote during a meeting. The club voted 11‐7 in favor of joining the chamber, but the vote was
challenged because we didn’t have two thirds of the members present (we were one shy). I was looked
to for a final ruling (like the tie‐breaking judge during a speech contest) so I decided that we join.
We could have done another vote at a future meeting but there was no guarantee we’d get two thirds
of our ever growing club at any meeting. I wanted to move beyond the issue – since people on both
sides were passionate about it, letting it linger on would have done more harm than good. Yes, we lost
a couple members due to the decision, but we would have lost a lot more if we spent each meeting
debating the issue. One of the downsides of being a leader is that not everyone will like all the
decisions you make, but as long as you make decisions that you believe is in the best interest of the
club, you’ll grow from these tough choices.
8: Challenge the status quo.
Our theme for the year was “Moving beyond your comfort zone” so as officers we challenged
ourselves, but we also challenged our members to try new things. Again, we were met with some
resistance such as “we tried that before and it didn’t work” or “that doesn’t work in Toastmasters.” But
that didn’t stop us. I was always encouraging people to push the envelope and try new things.
My favorite example was that we had a woman who was a great speaker give a speech on a hot button
issue. She was a lawyer and she gave a legal analysis of the issue without taking sides. This was the first
time I had actually seen her act nervous during a speech. Afterwards, I spoke to her and asked her how
she felt about the speech. She said it was the most nervous she had ever felt while giving a speech –
even outside of Toastmasters. I told her I was glad she did it because she grew as a speaker that night.
A mistake that many Toastmasters make is that they get so set in their ways that they don’t want to do
anything different. In all my public speaking classes, I discuss how public speaking is like bodybuilding.
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You have to change things up if you want to grow. To people who only speak in front of Toastmasters
audiences, status quo is fine. But for those of us who speak (and desire to speak) beyond the club, it’s
absolutely necessary to put yourself in new and challenging speaking situations.
9: Hold people accountable.
I was Vice President of Education the year before I became Club President and one of my biggest
frustrations was people signing up for roles and either not showing up or backing out at the last
minute. This carried on into the following year, especially with speeches, as we started out with a small
active membership base.
There were a number of things we did to remedy this. First, we led by example and showed our
commitment to the club. When we sent out the board meeting notes, it was clear that each of the
officers were putting in a substantial effort to grow the club. Our commitment began to rub off on our
members to the point where people would call ahead to let us know if there was a last minute
emergency preventing them from attending a meeting.
The other big thing was that at each meeting we collected signups for roles for the next two meetings.
As our club grew, roles started filling up so when someone had a speaking role, they were more likely
to prepare for it knowing that it could be another two or three meetings before they’d have another
chance.
10: Give credit where credit is due.
Running a Toastmasters club is truly a team effort so it’s important to recognize the people that make
things happen. When I say that the group of people I worked with was fantastic, I’m not just saying it
to be nice. These folks were truly dedicated to making the club the best it could be and each of them
truly added some value to our board. We’d all recognize each other for our efforts and when someone
in the club (members or officers) did something great, it was recognized. Again, not in a patronizing
way but in a sincere and appreciating way – people want to know that their efforts are appreciated.
Sure, you don’t want to overdo it and spend ten minutes praising someone for coming up with a
creative theme for table topics. But taking the time to tell someone in sincere way that you learned
something useful from their speech or that they did a great job planning your guest night is a sure way
to make club’s morale healthier.
To everyone else, here’s a bonus tip: have fun. Enjoy your Toastmasters experience and get to know
your fellow members. Develop friendships and learn from each other. Give your best effort and make
the most out of every speaking opportunity you can get.
Rita Barber, DTM2
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John Doe
Officer Title
Club/District Name
email: jdoe@clubname.org
<Letter from the President to New Members>

Hello and Welcome <name>,

I'm looking forward to getting to know you and watching you grow as a speaker and leader. Please let me know if there's
anything I can do to be of service to you.
As President for the club, my vision is for each member to grow as communicators and leaders.
Here are a few tips that will help you get the most out of your Toastmasters experience immediately:
Check for the Vice President of Education's (VPE's) email ‐ that would be <name>. S/He sets the schedule for our entire
club.

Be sure to open the schedule and read it in its entirety:
 Observe the structure of the schedule & the various roles in each meeting.
 Please respond to emails from other members within two days.
 Check for any scheduling conflicts you may have on the existing schedule.
 If needed, find a sub and let the Toastmaster of that date know about the change.
 Inform the VPE of future dates you may not be available to attend.
 Select a mentor or ask your VPE (VPM) to select a mentor for you.
 After you complete your Pathways online Assessment and select your first path, your first speech will be the “Ice
Breaker” project. We suggest you complete this within the first 4‐6 weeks of joining.
 The “Ice Breaker” is the first project for all paths. You may review the project here:
 https://www.toastmasters.org/websiteApps/Pathways/IceBreaker/tm100101/index.html
 Always feel free to ask for help.
 Locate and wear your name tag to each meeting.

Welcome to Too Cool Toastmasters!
Best regards,
<name>
President, <name> Toastmasters
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