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Starting Out

· The outgoing VPM should give you the club’s VPM Manual. Be sure to read it for lots of good information on being a VPM.

· The outgoing VPM should provide you a list of who in the club is mentoring who.

· The outgoing VPM should provide you a list of prospective members that you’ll need to contact weekly.

At Meetings

· If you know about a guest ahead of time, have the Sergeant At Arms print a nameplate for them.

· When a guest arrives at a meeting, be sure to give them an agenda, schedule, ballot form, and a Guest Welcome letter that includes an application, brochure, and Toastmaster magazine
· After the meeting, thank guests for coming and ask if they have any questions. Be sure to ask them to join.

· Immediately after the meeting, send an email thank you to guests and, again, offer to answer any questions. Be sure to ask them to join. Include the club’s website at www.geocities.com\dynamicspeaker in your email.

New Members

· When new members join, give them a copy of the Competent Communication and Competent Leadership manuals from the cabinet. Tell them that when they receive their copy in the mail, they should give it to you to place in the cabinet to replace the one that was given to them.

· Ask if they want a mentor. Emphasize that only 50% of members request mentors. Most of the information that they need to know is on the club’s website but a mentor can help them prepare presentations and answer questions about meeting roles and officer positions. If they do want a mentor, ask experienced members (I classify this as anyone who has given 6 or more speeches or has been in the club for at least 1 year). Emphasize to club members that they only need mentor for about 3-6 months or for the first three speeches. No club member should be asked to mentor more than 3 members at a time. 

Weekly

· On Mondays, send guests reminders of the upcoming meeting. Send these only to guests who were at the last meeting or those who have indicated that they are interested in coming to a meeting. Ask them to indicate if they plan to attend. If so, ensure that a nameplate has been created for them. 

· Before the meeting, be sure to say hello to all guests. If this is any guest’s first meeting, be sure to hand them a “welcome” packet.

· Before the meeting, check to make sure that there are always at least 5 guest “welcome” packets. If not, be sure to make new ones for the week. The packet should include:

· A Welcome letter that explains about the club and identifies the web site

· A letter explaining the cost and how to complete the application

· An application with just the blanks the applicant needs to feel in highlighted (the applicant shouldn’t fill out the cost section; you should)

· A couple of Toastmaster brochures (available for free – order online at www.toastmasters.org)

· When the meeting concludes, speak with each guest and ask if they have any questions.

· After the meeting, send a personal email to each guest at the meeting thanking them for attending, asking if they have any questions, inviting them back to the next meeting, and inviting them to join.

· If you have not heard from or seen a guest for two weeks, you no longer need to send them an email reminding them of the next meeting.
Monthly

· Check with BAE Human Resources for new San Diego employees. Use Outlook or Webster to determine if they are in San Diego or not. Send a personal invite to new employees in San Diego to the next meeting.

· Start an ongoing correspondence with anyone who responds.

Quarterly 

· Email members who have not attended a meeting for the last three months to find out how they are doing and encourage their return.

Annually

· Update the “Welcome to the company” letter included in BAE New Employee Orientation packets. As of this writing, Rosemary Wilson is in charge of New Employee Orientation.
When A Member Joins

· Sit down with them and assist them in completing the application and figuring out how much to pay. Note that the pay information is attached to the application. If no one else is sponsoring the member, put your name down.
· Ask the new member if they would like a mentor. If so, assign them one.

See our web page for a link to hundreds of suggestions for building membership.

The following pages show sample emails and letters.

SAMPLE EMAILS

Weekly Reminder To Guests (subject: TM: Meeting Reminder)
Hi (insert name)!

I just wanted to remind you about this Wednesday’s Dynamic Speakers Toastmasters Meeting. As always, it will be held from 11:30-12:30 in the Morro Bay conference room in BAE Systems’ building 60. 

If you’ll be able to attend, please let me know in advance.

Hope to see you there!

(your name)

VP Membership

Dynamic Speakers Toastmasters

(your email address)

(your phone number)

Weekly After Meeting Email To Guests (subject: TM: Thank You!)
Hi (insert name)!

I wanted to thank you for attending today’s Dynamic Speakers Toastmasters’ meeting. I know we talked some at the meeting, but I wanted to encourage you to feel free to ask any questions you still might have. 

I hope to see you, again, at next week’s meeting and I hope you’ll consider joining our club!

(your name)

VP Membership

Dynamic Speakers Toastmasters

(your email address)

(your phone number)

Quarterly Email To Members Not Attending (Subject: TM: Hi!)

Hi (insert name)!
 

We haven’t seen you at a meeting for a bit and I just wanted to check that all was okay. I hope we’ll see you back at a Toastmaster’s meeting sometime soon. 
 
M
 
 
 
Monthly Invite To New Employees (subject: An Invitation For Toastmasters)

Hi (insert name);
 
Welcome to BAE Systems! 
 
I’d like to invite you to the next (or any future) Toastmasters’ meeting. I’m not sure if you’re familiar with Toastmasters, but it’s an organization that helps members improve in a number of ways including public speaking, meetings, evaluations, listening, communication, leadership, and self-confidence. It’s also a great opportunity to meet other employees in the company as well as employees at other local companies. BAE Systems feels that the club is so important that it hosts and supports the club. 
We meet every Wednesday in Building 60, 1st floor, Morro Bay conference room from 11:30-12:30. You may bring your lunch if you want (most don’t but some do). You are always welcome to check us out. Just stop by. 
 
And if you do have a fear of public speaking (which is why most of us joined the club in the first place), don’t worry. We ask our guests just to observe. However, we will give you the opportunity to comment at the end of the meeting if you wish (about half decline). 
 
If you have any questions about the club, how it operates, its members, or any other question, I’d be happy to answer them for you. 
 
Again, welcome to BAE Systems!
 
(your name)

VP Membership

Dynamic Speakers Toastmasters

(your email address)

(your phone number) 
Sample Letter Included In BAE New Employee Orientation Manual

WELCOME TO BAE SYSTEMS!

As a new employee you’ll have the opportunity to take advantage of the many activities and benefits the company has to offer. One of those is our club to improve public speaking skills: “Toastmasters.” Take a moment to consider these questions:

Would you like to …

	
	Yes
	No

	· improve your public speaking skills?
	□
	□

	· improve your meeting skills?
	□
	□

	· improve your leadership skills?
	□
	□

	· improve your listening skills?
	□
	□

	· improve your evaluation skills?
	□
	□

	· improve your organizational skills?
	□
	□

	· improve your communication skills?
	□
	□

	· meet new friends?
	□
	□

	· learn skills to help you advance your career?
	□
	□

	· build self-confidence?
	□
	□

	· learn to be more assertive?
	□
	□

	· meet employees throughout the company and at other companies?
	□
	□

	· do all of this in a fun and supportive environment?
	□
	□


If you answered “yes” to any of the above questions, then Toastmasters is right for you! BAE Systems feels that Toastmasters is so important for its employees that it hosts and supports the club. It is a fun and low stress environment in which to improve your skills and meet other employees from the company.
We meet Wednesdays from 11:30-12:30 (feel free to bring your lunch) in Building 60, 1st floor, Morro Bay conference room (check with the guard; we sometimes have to move). No RSVP needed – we look forward to meeting you.

For more information, contact (your name) at (your number) or (your email address).


