Gilbert Toastmasters President Responsibilities
To prepare for President:
· Complete all steps on President Transition Checklist. (see Gilbert TM website)
· Study the Toastmasters Membership Application so you can easily answer questions if asked.  For additional help, see the Instructions for Membership Application (under Multi-Officer Documents) and Amount Due Cheat Sheet (under VPM materials)
· Attend the Executive Committee Meeting prior to the start of your Presidency.
· Review the status of DCP goals from current President and VPE.  
· Decide when you would like to conduct Executive Committee meetings and notify the webmaster.
· Decide when you would like to conduct Induction and Voting In ceremony and notify the webmaster.
During the Meeting: (if you can’t attend the meeting, ask the VPE or another officer to fulfill your role)
· Greet guests at the meeting.   Make a list of the names to call on during the meeting.
· Preside over the beginning and end of meeting using the General Meeting format included on website.
· Confirm all Toastmasters speak during meeting.  Make a list of all non functionary Toastmasters and monitor during Table Topics.  Be prepared to use any remaining time at the end of the meeting to call on the Toastmasters who haven’t spoke during the meeting.
· Hint: This could be a great way to help Toastmasters get to know each other.
· Welcome guests back to Gilbert TM at end of meeting.
Once a month:
· Executive Meeting:
· Create an Agenda prior to Executive meeting using the Executive Meeting Template located on the Gilbert TM website and previous meeting minutes for any Old Business.
· Email to club through yahoo group inviting all members to attend if they are interested.
· Print copies for meeting.
· Conduct meeting.
· Executive Meeting Action Items:
· The Secretary should take minutes including Action Items that need to be completed throughout the month.  Monitor this list to ensure all has been completed.
· Voting In and Induction Ceremony:
· All members of Toastmasters must be voted in by the members (Toastmaster International Policy).  The President is responsible for organizing and managing this process.  
· Contact the new members who haven’t been voted in to tell them the date of the ceremony.  You can use the template provided on the Gilbert TM website.
· Follow the script for Voting In and the Induction Script located on the Gilbert TM website.
· DCP Goals:
· It is ultimately the responsibility of the President to ensure our club meets the DCP goals 10 for 10.  Work with the VPE to keep this process on track.
· Officer Elections:
· When instructed by the Immediate Past President or Nominating Committee, preside over the Officer Elections using the script located on the Gilbert TM website.
Once a term:
· Attend Toastmaster Leadership Institute.  The Secretary will provide location and day.  The Secretary will register you and your fees will be paid out of the treasury.
· Complete Budget.  On the GilbertTM website should be the current copy of our budget.  Work with your Treasurer and Executive team to get accurate information.  Your budget can include a year or 6 months.  Trying to create a new budget as a new Executive team is very tough, so try to have a budget already in place before the end of the term.  If needed, the next Executive team can always adjust the numbers.  Once the Executive committee has decided on a budget, present to the Gilbert Toastmaster membership for a vote.  Once you have an accepted budget, email the new budget to the webmaster so executive members can refer to it throughout their term.
· Find the next President.  Work with the Immediate Past President.
After term is completed:
· Complete the President Transition Checklist.
· Attend the first Executive Meeting after the term to assist with any questions.
· Assist with any questions through the next President’s term.
