Gilbert Toastmasters Vice President of Membership

Transition Checklist

· Confirm all documents on Gilbert TM website is the current copy you have been using.  

· Send an email to the webmaster with the document attached and they will replace the copy.

· Print or order any items low in the inventory for Guest Packets or New Member Handout

· If you have added any additional responsibilities to the role of VPM, please add ALL the necessary steps, instructions, and supplies.  Organize for the next person to continue the new responsibility.

· Confirm your Budget Spreadsheet is up to date and forward to the new VPM through email.

· Meet with the new VPM to answer any questions and hand over the plastic tub of files.  

· During the first month after your term, try to assist the new VPM to confirm all responsibilities are being fulfilled.

