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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 225,000 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 Club Name Toastmasters!

Toastmasters Organization 
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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.

Meeting Information

Enter Club Meeting Days, Times and Location
Include Parking and Security Information
Club Name Toastmasters

Sample Agenda

Customize for your club
Call to Order …………………………………………………. Sergeant at Arms

Open the meeting……….…………………….…………………Club President
Word of the Day ……….…………….……….……………………Word Master

Invocation …………………………….……….…………………..……Invocator

Joke ……..…………….……………………….…….……………..……Jokester

Introductory comment…………………...…………….Toastmaster of the Day
· Comments on Theme

· Explanation of Functions and Meeting Format

Speaker(s)

Table Topics
Table Topics Master

Meeting Evaluation

· Speech Evaluation(s)
Evaluator(s)

· Ah Counter’s Report
 Ah Counter

· Grammarian’s Report
Grammarian 

· Timer’s Report
Timer

· Word Master’s Report
Word Master 

· Overall Evaluation
General Evaluator

Closing Comments and Adjournment………………..Toastmaster of the Day
Meeting Roles

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

Word Master:  Announces and defines the word of the day.  Tallies the use of the word of the day.  Presents results.  

Invocator:  Presents an inspiring quotation or the thought of the day that sets the tone for the meeting.

Jokester:  Tells a joke to provide the meeting with some humor.  

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, ah counter, grammarian, timer, and word master.  

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.

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.
Ah Counter:  Counts ums, ahs and other pregnant pauses used in the meeting.  Presents results.  

Grammarian:  Takes notes on word usage and grammar – both good and poor.  Presents results.  

Timer:  Times Table Topic responses, Speakers, Evaluations, Ah Counter’s report, and Grammarian’s report. Presents results.
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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 submits 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 and ensures a strong membership base.  
VP Public Relations:  Responsible for attracting guests to meetings through publicity and public relations, and also for persuading guests to join the Club. Produce and distribute club newsletter and/or maintain a club Web site.
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 Communication and Leadership Program manual (10 speeches).

AC Bronze: (Advanced Communicator Bronze) Achieved Competent Communicator award. Completed 2 Advanced Communication Program Manuals. (5 speeches per manual)
AC Silver:  (Advanced Communicator Silver) Achieved Advanced Communicator Bronze. Completed two additional Advanced manuals (5 Speeches per manual) Conduct any two programs from The Better Speaker Series and/or The Successful Club Series.

AC Gold:  (Advanced Communicator Gold) Achieved Advanced Communicator Silver. Completed 2 additional Advanced manuals (5 speeches per manual) Conducted a Success / Communication Program, and coached a new member with the first three speech projects.

Leadership Track:

CL:  (Competent Leader) Complete the Competent Leadership manual.
ALB:  (Advanced Leader Bronze) Achieved Competent Leader award. Achieved Competent Communicator award. Served as a club officer for at least 6 months. While serving in club officer position, participated in a district-sponsored club officer training. Conducted any 2 programs from The Successful Club Series and/or The Leadership Excellence Series.
ALS:  (Advanced Leader Silver) Achieved Advanced Leader Bronze. Served a complete term as a district officer. Completed the High Performance Leadership program. Served successfully as a club sponsor or mentor.

DTM:  (Distinguished Toastmaster) Achieved AC Gold and achieved Advanced Leader Silver award.
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Members receive a certificate from Toastmasters International at each level.  Distinguished Toastmasters receive an engraved plaque.
Members may elect to have a letter sent to their supervisor to inform him/her of the accomplishment.

Club Name Membership

Edit to reflect your clubs requirements
Club Name Toastmasters’ membership is open to anyone interested in advancing their communication and leadership skills. 

Your membership provides you with the opportunity to begin practicing your speaking skills (through prepared and impromptu speeches) and leadership skills (by organizing and conducting meetings). You’ll fine tune your skills as you advance through the manuals while receiving constructive comments and support from other members to assist you in your personal goals.
As a member of Club Name Toastmasters, you are also a member of the Toastmasters International, allowing you to participate in all levels of contests and District events (membership rally, success / leadership day, semi-annual conferences, officer training, etc.).

Toastmasters’ membership is one of the least costly speaking and leadership programs available to you while permitting you to control your advancement depending on your personal time commitments.  The $XX dues ($36 for Toastmasters International, $X for the club) are payable semi-annually on or before April 1st and October 1st. Checks can be made payable to Club Name Toastmasters.
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Getting Started
To help you get started as a Toastmaster, here are a few tips:

· Familiarize yourself with this handbook.  The information in the handbook gives you a good introduction to Toastmasters International and the BMD club.
· Ask for a mentor.  If you haven’t already requested a mentor for club activities, now is the time to do so. A mentor is an experienced Toastmaster who will serve as a role model, coach and confidante, offering knowledge, insight, perspective or wisdom. He/she will help you with your meeting roles and with your speeches too. Complete the Mentor Request form included in your New Member Kit and give it to the Vice President of Education. 
· Get assigned to a meeting role.  Ask the Vice President of Education to schedule you for a meeting role at the next meeting. Try to get a role that requires speaking up in front of fellow club members. The sooner you begin speaking in the club, the faster you will learn.
· Schedule your first speech. The first speech you will give is “The Ice Breaker”, which is Project 1 in your Competent Communication manual. You will be introducing yourself to your fellow club members and give them some information about your background, interests, and ambitions. Ask the Vice President of Education to schedule you for your first speech. 
· Prepare for your first speech. Carefully study and follow Project 1 in your Competent Communication manual and work on your Ice Breaker. Don’t forget to read the evaluation guide at the end of the project. 

Benefits of Toastmasters Membership: 
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· 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

· Affiliation with an internationally renowned educational organization.

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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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;

· [image: image9.wmf]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.
This handbook designed by BMD Toastmasters Club #3941, Rockville, MD.
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