Gilbert Toastmasters Vice President of Membership Responsibilities

To prepare for VPM:

· Complete all steps on VPM Transition Checklist. (see Gilbert TM website)

· Study the Toastmasters Membership Application so you can easily answer questions and calculate the amount due for new members (prorated per month).

· Find one or two assistants to help you greet guests.  Train these assistants on greeting guests. 

· Review the Budget compared to what has been spent to confirm your remaining funds. (see Gilbert TM Website)

· Send an email to the Webmaster with your contact information.  The webmaster will update who guests will contact when they have questions.

· Change the New Member Handout officer information and email the new copy to the webmaster to update online.

During the Meeting: (if you or one of your assistants can’t be at the meeting, please find a replacement)

· Greet guests at the meeting.  Ask them to sign the guest book, assist with a name tag, and provide them with a Guest Packet.  Introduce the guests to Toastmasters and find a place for them to sit (preferably next to an experienced Toastmaster who can answer questions).

· Meet with guests at the end of the meeting to answer any questions, invite them to join or come back.

· If guest would like to join:

· Help with filling out application

· Give the new member a New Member Handout (in file system)

· Give the New Member Application and money to Treasurer

· Take the pages of that night’s guests out of the guest book to contact them later.

During the week:

· Contact guests from last meeting either creating your own email or using the template provided on the Gilbert TM website, calling, or sending a card.

· New Members:

· Send a welcome email, call or send card to any new member from last meeting (either create your own email or use the template provided on the Gilbert TM website).

· Provide time either as an informal Q & A session for the new member or a formal Orientation to multiple new members at the same time.  Before or after the meeting has been a great time to do this.  During this “meeting”, please inquire “how can Gilbert Toastmasters help you?”.   Follow up after with anything that may assist the new member.

· Make a name badge for the new member.  If you are out of name badges in your filing tub see Supplies Spreadsheet for assistance.  See the template on Gilbert TM website for New Member Name Badges.  Download, change name, print on regular paper and cut using guide lines.  Give to new member next meeting.  (The reason for regular paper is due to the perforated edges that make it difficult to print only one or two at a time.  If you have the necessary skills to print out using the provided name badge card stock, feel free.)

· Make Guest Packets if your inventory is below 10 (see Gilbert TM website for list of what is included in Guest Packet).

· Respond to any questions from website inquiries.  See the Gilbert TM website for an email template to prospective guests.  
Once a month:

· Attend Executive Meetings and report the following information:

· Last month totals for Members, Guests, New members, Retention

· The month totals are reports in the VP Education database.  Contact the VPE and ask if he/she could send you the report.

· Compare these totals to last month’s totals to see if any number has changed substantially.

· Membership Competition update (see section for Membership Competition)

· New Member communications (a brief update on your new member orientation activities)

· Retention:

· Using the list provided by the VP of Education, contact any members who haven’t been at the meeting lately to invite them back.

· If you can identify something or someone who could help bring that Toastmaster back to Gilbert, please speak with the President or VP Education.

· The “Member Interest Survey” is located in your filing tub if you feel it would help, please send to the Toastmaster.

· During dues renewal, help the Treasurer and President contact Toastmasters who are not renewing to invite back or find out if there’s something Gilbert Toastmasters could do differently for them to continue.

· Print or order any materials needed (use the spreadsheet on Gilbert TM to assist)

· Reimbursements:  As long as you have money in your budget, you can submit your receipts of items you have purchased to the Treasurer for reimbursements.  If you are over budget, a vote from the members is the only way to reimburse.  

· Print inventory copies of New Member Handout (Inventory of 10)
· Membership Drives
· Toastmaster International runs multiple membership drives throughout the year which Gilbert Toastmaster participates in.  You should receive emails from our Area Governor regarding which competition, time frame and activities.

· If you need assistance, please don’t hesitate to enlist the help of fellow Toastmasters.  It might be more effective to brainstorm someone you feel would be good at helping and ask them directly instead of announcing to the club that you need assistance.  

· Follow the instructions provided by the Area Governor.

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.

· Find the next VPM.  Your assistants might be good candidates.  Work with the Immediate Past President.

After term is completed:

· Complete the VMP Transition Checklist.

· Assist with any questions through the next VPM term.
