You’ve Been Elected – Now What?
By Mark Kramer

Last Updated: March 6, 2009
During the November 2006 election meeting, after Dynamic Speakers 457 selected its new officers, John Varenyi, Past President and Toastmaster for the meeting, asked: “Now that we have a new slate of officers, what should each be doing?” That’s a great question. Here’s what you should do:

ALL OFFICERS

· Outgoing and incoming officers should meet prior to January 1 (or July 1)  to explain and transfer the role. 
· If it is the mid-year election (i.e. for the January-June term) outgoing officers should pass on their officer manuals to incoming officers.
· Attend training. This is the single most important thing you can do. There will be several officer training opportunities. Find them at the District 5 website at www.d5toastmasters.com. 

· If not already on the District 5 email list, join it by going to www.d5toastmasters.com. 

· Read information from past officers about the role on the club’s mentoring page of our website at www.geocities.com/dynamicspeaker
PRESIDENT

· Before the term begins, incoming President’s should hold an Executive Board meeting with the incoming officers as well as the outgoing officers and go over several items including:
· Set up a schedule for the next 12 months – yes, 12 months even though the term is only for 6 months. Refer to the previous term’s plans for the next 6 months and make adjustments. Things to consider on the schedule:

· When will contests be held?

· When will there not be a meeting (ex. Fourth of July, Thanksgiving week; last 2 weeks of December)?

· When will contests be held?

· When will the end-of-term Extravaganza be held?

· When will special meetings be held (ex. grab bags, April fools, backwards meetings, etc.). These are meetings the VPE may not want to assign roles or accept volunteers for speeches.

· Explain the Distinguished Club Program (DCP) and how it works. If it’s mid-year, how many goals has the club accomplished? Are we making progress on our goals?

· The outgoing President should make certain that the incoming President, VPE, Secretary, and Treasurer know the password to the club’s area on the Toastmasters International website at www.toastmasters.org 

· The incoming President should update the club contact information on the Toastmasters International website at www.toastmasters.org. The outgoing President will show you how.
· Incoming Presidents should meet at the bank with the outgoing and incoming Treasurers to change the signature card for writing checks.

VICE PRESIDENT EDUCATION

· Outgoing VPEs should teach the incoming VPE how to use the club’s Schedule workbook. Explain how to assign roles, track achievements, and how the other worksheets in the workbook work.

· Outgoing VPEs should teach incoming VPEs how to enter member achievements into the Toastmasters International website at www.toastmasters.org. Emphasize that it is very important that achievements be recorded as soon as they occur.

· Incoming VPEs should immediately order trophies through the Treasurer for the upcoming club contests. There will be two contests in mid-February and two in mid-August. The club typically purchases two 1st place trophies and two 2nd place trophies and engrave them with the name and date of the contest (ex. “1st Place, Dynamic Speakers Evaluation Contest, February 2007”). Do not wait to engrave the names of the winners on the plaques. It is better to award the trophies at the contest.

· Incoming VPEs should begin planning for the contest and looking for contestants on the first day that they take office.

· If it is mid-year, outgoing VPEs should inform incoming VPEs of every club member’s educational goals for the year. Incoming VPEs should then follow-up with every member and confirm goals. Those members without goals should be given a suggested goal to attain. VPEs should update members on their goal progress at least quarterly.

· If it is a new year, incoming VPEs should contact every club member and suggest goals for them to achieve by year-end in June. VPEs should update members on their goal progress at least quarterly.

· The outgoing President should make certain that the incoming President, VPE, Secretary, and Treasurer know the password to the club’s area on the Toastmasters International website at www.toastmasters.org 

VICE PRESIDENT MEMBERSHIP

· Outgoing VPMs should hand off the club’s VPM manual to the incoming VPM. 
· Outgoing VPMs should teach incoming VPMs how to fill out applications.

· Outgoing VPMs should go over membership campaigns that worked and didn’t work.

· Outgoing VPMs should provide incoming VPMs with the documents necessary to create a “welcome” packet for meeting guests.

· Incoming VPMs should check the cabinet for the materials needed for a “welcome” packet and, if needed, create more packets and order more free brochures from through the Treasurer. There should never be less than 10 welcome packets in the cabinet.

· Incoming VPMs should check the cabinet for new member pins. There should never be less than a dozen pins in the cabinet. 

· Incoming VPMs should check the cabinet for Communication manuals in the cabinet. There should always be at least 5 to give to new members. When new members receive their manuals in the mail, have them give the manual to you to put in the cabinet for the next new member.

VICE PRESIDENT PUBLIC RELATIONS

· Outgoing VPPRs should pass along to the incoming VPPR any articles that were not used in previous issues of the club’s newsletter, The Dynamo. 
· Outgoing VPPRs should fill in incoming VPPRs how to submit flyers for posting at BAE Systems and how to submit ads in BAE Systems’ “Weekly Report” newsletter.

SECRETARY

· The outgoing President should make certain that the incoming President, VPE, Secretary, and Treasurer know the password to the club’s area on the Toastmasters International website at www.toastmasters.org 

· The outgoing Secretary should teach the incoming Secretary how to record the new officers on the Toastmasters International website at www.toastmasters.org
· The outgoing Secretary should pass along the notes from the previous term and explain what should be recorded. 

TREASURER

· The outgoing President should make certain that the incoming President, VPE, Secretary, and Treasurer know the password to the club’s area on the Toastmasters International website at www.toastmasters.org 

· The outgoing Treasurer should make an appointment with the incoming Treasurer and incoming President to change the check signature card at the bank.

· The outgoing Treasurer should explain the process of requesting funds from our host company, BAE Systems. 

· The outgoing Treasurer should explain to the incoming Treasurer how to keep track of club funds.

· The outgoing Treasurer should explain to the incoming Treasurer how to submit new member applications to Toastmasters International; new member applications should be submitted immediately upon receipt.

· The outgoing Treasurer should explain to the incoming Treasurer how to order items from the Toastmasters catalog. 

· The incoming Treasurer should check with the VPE to find out what trophies should be ordered immediately for the upcoming contests.

· The incoming Treasurer should check with the VPM if any membership pins should be ordered. 

· The incoming Treasurer should check with the VPM if any free brochures should be ordered.

· The incoming Treasurer should check with the Sergeant At Arms if any ribbons should be ordered.

SERGEANT AT ARMS

· The outgoing Sergeant At Arms should explain to the incoming Sergeant At Arms how to reserve the conference room for the next 12 months and then the incoming Sergeant At Arms should do so (note that the next 6 months should, theoretically, already be reserved by the club; but this should be checked). 

· The outgoing Sergeant At Arms should go over the contents of the cabinet with the incoming Sergeant At Arms. Any items that are low or are missing should be ordered through the Treasurer.

