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As VPE, you have several jobs: Run a contest, set up the weekly meetings, keep track of the progress of each member, and provide educational opportunities for the members. In most clubs, the VPE also handles the mentoring program. We’ve transferred this task to the VP Membership.

What To Do First

These are the things you should do immediately upon becoming a VPE:

1. The very first thing to do lay out a calendar for the next 12 months with the rest of the executive committee. It’s important that you decide which dates will be put aside for the contest, elections, installation extravaganza, special meetings, etc. It’s also important to note which dates that there will be no meeting. 

2. The next step is to become familiar with the club’s schedule.xls file and how to use it. Once you’ve used it for a few weeks, it should be pretty easy. 
3. If there are two of you serving as co-VPE’s you’ll need to figure out how you’ll split the job. One way is to have one run the contest and the other the weekly meetings. Another way is to have both run the contest and then switch off planning the weekly meetings after 3 months. Another way is to do everything together. However you want to do it is fine. 

4. Get started on the contest. As soon as you take office you have just over a month to plan the contest. You also have to order prizes – and quickly. It’s a lot of work so make this a priority.

5. As soon as you can, confirm our speech records with all members and find out what their goals are through June 30.

The Calendar

It is best to set aside dates based on passed calendars. I always like to make certain that a special function occurs at least once a month. Here are some traditional dates the club has chosen using a monthly (i.e. not Accounting) calendar:

	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


The “special events” are not required – just something I like to do. I think it is good to mix things up every now and then. Special events from the past have included a grab bag meeting, a backwards meeting, a special guest speaker, a picnic, a joke meeting, hat day, baby picture day, hobby day. 
The Schedule
Understanding the club’s schedule.xls workbook is very important. Be sure to read the first worksheet. It contains suggestions for working with the workbook and suggests how best to assign roles. 
Once you’ve examined the schedule, enter the dates for the next 6 months on the schedule worksheet and note the dates you’ve established for elections, contests, no meetings, etc; otherwise, you may forget when the time comes. Also go to the last several worksheets and add columns for the next 6 months so that calculations for Best Speaker, Best Evaluator, etc. are calculated correctly during the term. 

I strongly recommend that you plan for 30 minutes at the end of each meeting plan to update the schedule for that day’s meeting and assign roles for future meetings and then get out an email called “A Look Ahead” to all members. The sooner you do this after the meeting the better off you and all the club members will be. The “Look Ahead” email should list all the role assignments for the next two weeks. And it should emphasize that if anyone cannot take on an assigned role that they should email the entire club as soon as possible to find a replacement. They should also notify you about any meetings that they know that they cannot attend. Offer Toastmasters and Table Topic Masters the opportunity to change the suggested theme of upcoming meetings.
Besides assigning roles, the schedule.xls file is where we track member progress in the club. Anytime a member joins the club, be sure to add that member’s name to all worksheets. If a member drops out of the club, you can delete that member’s information from the various worksheets. After each meeting, record the date that a member completes a CC, AC, CL, or AL speech. This is very important. 

Make regular backups of the workbook – you never know! 

When a new member joins, add that member’s name to all the worksheets in the schedule and set up the appropriate calculations.

When a member is two speeches away from earning a CC or AC ask the Treasurer to order a badge. We order #381-P.
When a member is one speech away from earning a CL or AL ask the Treasurer to order a badge attachment. Order #5526 for a CL and #5542 for an ALB and #5532 for an ALS award.

When a member is about to earn a DTM, order  #389P.
The Contest
What to do right off the bat:

· Upon taking office, you should immediately purchase a contest kit from Toastmasters. 
· You should check the District 5 website (d5toastmasters.com) for what two contests will be held this go-around. Note when the Area 16 contest is so you know when our club contest should be. We like to hold our club contest one month before the Area contest so that our members can practice at upcoming meetings.

· Next, you should immediately decide on a date for the contest.

· If there will be an evaluation contest, then you must secure a second a place where the contestants can sit and prepare their evaluations.

· Next, get copies of how the club organized previous contests from the previous VPE.
· Finally, request a budget of about $20 from the President and Treasurer to buy prizes. A good combination is to buy trophies for 1st place and then certificates for 1st through 3rd place. Here’s what we bought for the August 11, 2004 Humorous Speech & Table Topics contests:


For the first meeting of the term, you’ll want to create a flyer that explains the contest and then you’ll want to announce the contest and hand out the flyer during your VPE report. It’s important that you make it all sound very exciting since members tend to be reluctant to participate. You’ll need to find members to fill a variety of roles, but right now just look for contestants. You might follow-up by sending the flyer via an email to all club members since not everyone will be at the meeting. 

After the second meeting, I strongly suggest writing a personal email to each member inviting them to compete in the contest. Be sure to tell them why they’d be so good in it! 

After the third meeting, begin a search to find others to fill roles such as evaluators (every speaker should have a written evaluation), timer, ballot counter, and chief judge.
Goals
At the beginning of each term, you should email each member and ask them what there goal is through June 30. I also take the opportunity to ask them to confirm which projects that they’ve completed and to suggest a goal for them. Here’s a sample letter:


Hi Ben;


 


We’d like you to help us check the accuracy of the club’s records and to establish your goals for the year July 1 – Jun 30. Would you help us confirm your speech record and update us on your goals for the new year? 


 


Our records currently show that you have completed the following projects from the Communication & Leadership manual (please enter any dates we may have wrong):


 


Speech 01: 04/14/2004


Speech 02: 05/26/2004


Speech 03: 05/05/2004


Speech 04: not given


Speech 05: not given


Speech 06: 06/16/2004


Speech 07: not given


Speech 08: not given


Speech 09: not given


Speech 10: not given


 


Based on your progress to date, as shown above, we recommend you consider setting the following achievement goals for June 30, 2005:


 


Earn CC*: Goal


Earn ACB*: not a goal for this year


Earn CL*: Goal


 


After you’ve checked the speech dates and goals, please email us back and let us know of any corrections and if you agree with the goals. 


 


Thanks!


Amber & Mark


 


*CC = Complete the 10 speeches in the Competent Communicator manual


*ALB = Complete CC + 2 advanced manuals


*CL = Complete the 10 projects in the Competent Leader manual 


 


�






(1) 554-A - CLUB HUMOROUS SPEECH CONTEST - $0.30/Each = $0.30


(1) 554-B - CLUB HUMOROUS SPEECH CONTEST - $0.30/Each = $0.30


(1) 554-C - CLUB HUMOROUS SPEECH CONTEST - $0.30/Each = $0.30


(1) 569-A - CLUB TABLE TOPICS CONTEST - $0.30/Each = $0.30


(1) 569-B - CLUB TABLE TOPICS CONTEST - $0.30/Each = $0.30


(1) 569-C - CLUB TABLE TOPICS CONTEST - $0.30/Each = $0.30


(1) 1850-BS - "BEST" SERIES TROPHY  - BEST SPEAKER - $8.00/Each = $8.00


(1) 1850-BTT - "BEST" SERIES TROPHY  - BEST TABLE TOPICS - $8.00/Each = $8.00











