Suggestions For An Incoming President
From Mark Kramer

Last Update March 6, 2009
I led the club as President from July 2001 through June 2002. During the term, the club expanded in size and earned the President’s Distinguished Club award – achieved by only 15% of all clubs. There’s a number of things that I found successful during my year as President that I’d like to share with future incoming Presidents.  I hope you find it useful! 

EXECUTIVE BOARD

Immediately after elections, send an email to the new Executive Board and the old Executive Board. Ask the outgoing to meet with the incoming to share information and suggestions:
· The outgoing President should inform the incoming President of any outstanding issues, discuss any existing problems, and get insight into what has worked in the past.

· At mid-year, all outgoing officers should hand their manuals to incoming officers.

· The outgoing VPE should make certain that the club’s Schedule.xls file is up-to-date and meet with the incoming VPE and explain how to use the club’s Schedule.xls file. The outgoing VPE should also provide the incoming VPE with information about running a contest.

· The outgoing VPM should give the incoming VPM a list of who is mentoring who, and a list of prospective members and their status.

· The outgoing VPPR should give the incoming VPPR any articles not yet published in the club’s newsletter “The Dynamo.”

· The outgoing Secretary should give the incoming Secretary the club’s notes from the previous term.

· The outgoing Treasurer needs to go to the bank with the incoming Treasurer as well as you, the President, to sign the signature card authorizing the two of you to write checks.

· The outgoing Sergeant At Arms should show the incoming Sergeant At Arms what is in the club’s cart and explain how to set up and break down a meeting.

I strongly suggest meeting with the Executive Board (VPEs, VPM, VPPR, Secretary, Treasurer, and Sergeant At Arms – plus any other interested members) as soon as you are elected. Elections should occur one month before the start of your term so you should have plenty of time to prepare for your term. Key issues to discuss:

· Lay out a calendar for the next 12 months. 
	Week
	Event

	July, 1st Wednesday
	Usually no meeting due to holiday

	August (one month before the Area contest)
	Contest

	August, 2nd Wednesday
	Treasurer begins dues collection

	September, 3rd Wednesday
	Treasurer concludes dues collection

	September, 3rd Wednesday
	Special Event

	October, 3rd Wednesday
	Special Event

	November, 2nd Wednesday
	Begin nominations (note that this is usually done via email and is not done at a meeting). Responsibilities for elections falls with the Past President.

	November, 3rd Wednesday
	Elections

	November, 4th Wednesday
	No meeting – Holiday

	December, 3rd Wednesday
	Extravaganza: Installation/Induction/Awards

	December, 4th Wednesday
	No meeting – Holiday

	January, 1st Wednesday
	No meeting – Holiday

	January 29
	Anniversary of club charter (founded in 1953)

	February (one month before the Area contest)
	Contest

	February, 2nd Wednesday
	Treasurer begins dues collection

	March, 3rd Wednesday
	Treasurer concludes dues collection

	April 1 (closest Wednesday)
	Annual April Fools Day meeting

	April, 3rd Wednesday
	Special event

	May, 2nd Wednesday
	Begin nominations (note that this is usually done via email and is not done at a meeting). Responsibilities for elections falls with the Past President.

	May, 3rd Wednesday
	No meeting due to holiday; Announce nominees

	May, 4th Wednesday
	Elections. Nominees must give an acceptance or declination speech. Then members vote.

	June, 4th Wednesday
	Installation/Induction/Awards Extravaganza

	July, 1st Wednesday
	No meeting – Holiday


· Go over the Club Success Plan. This is how the success of the club will be measured and it can only be achieved through everyone’s contributions. The club’s goal should be to achieve the President’s Distinguished Club award. Identify which members might be able to achieve goals and then assign the VPEs to challenge those members to meet those goals.
· Set goals for the club beyond the Club Success Plan, such as how many members the club wants at the end of the term. Challenge the VPM to host a membership contest or open house meeting.
· Find out how much money the club has. Is more needed? Is there enough to pay for a lunch at some point during the term?

· Discuss any issues that the Board may need to vote on. 

Plan for a monthly executive board meeting following a regular meeting.
It’s also important to measure the progress of each member of the Executive Board. How does each officer know if they are doing a good job or not? I created a “game” that awarded each officer a certain number of points for each accomplishment. The manuals tell you what is required of each officer. I broke down all the items into points so that an officer who did everything expected would receive a maximum of 250 points. Then I awarded the points as the month went along. That way I knew where my officers were and they knew that they were being measured. At the end of the term, the officer with the most points received an “Officer Of The Term” award. By the way, I graphed the progress of each officer and sent out the graph in a monthly email I sent to all members.

CLUB SUCCESS PLAN

There are 10 goals to meet on the Distinguished Club Plan (DCP) which is part of the Club Success Plan. The goals are an excellent way to measure the success of the club. You’ll find the goals listed in the President’s manual. I think it’s really important that you track progress on the goals and keep everyone up-to-date. I sent a monthly email out to the club showing our progress on each of the 10 goals of the DCP . In retrospect, I would also have included a quarterly article in the club’s quarterly newsletter, “The Dynamo”, charting the club’s progress on the DCP goals.

COMMUNICATION

Communication to the club members is very important. They need to know what’s going on. On the 1st of each month I sent an email to the club members telling them about our progress on each of the 10 goals of the Club Success Plan, any decisions pending or made by the Executive Board, the progress made by each officer, and reminders of upcoming club events. 

MEETINGS
As the President, you are the Presiding Officer for each meeting. You should plan to be there a few minutes early so you can start the meeting on time. If you can’t make it, arrange with a VPE to cover for you. Well before the meeting, ask the Toastmaster something related to the theme to be used in your introduction of the Toastmaster. Keep your introduction brief since we have limited time.

If there are guests at the meeting, ask the Ah Counter, Timer, and Grammarian to explain their roles. Also ask the General Evaluator to explain the ballot. At the end of the meeting, you’ll want to ask guests to comment if they wish. Make it clear that they do not need to say anything (50% choose not to comment).
Be sure to check out the link on our webpage about what to do as the Presiding Officer.
