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To celebrate the accomplishments of club members from the past term and to usher in the new term, Dynamic Speakers throws an extravaganza for its final meeting of the term. The information is based on the most recent extravaganzas and represent only one way of holding the extravaganza. Club members should feel free to make changes as they see fit. 

WHO IS IN CHARGE

The Immediate Past President is responsible for hosting the extravaganza. Some Past Presidents have chosen to do all the planning themselves and others have created a committee and let the committee put the event on. 

WHEN SHOULD PLANNING BEGIN?

Planning for the extravaganza should begin at least six weeks before the event. This gives everyone enough time to prepare. 

WHAT SORT OF THINGS NEED TO BE DONE?

To summarize:

· Decide where the event will be held (in the normal meeting room or elsewhere)

· Decide if non club members should be invited

· Determine if there will be food. If so, who will pay?

· The VPEs must be prepared to create and hand out a ribbon/award to every member

· The President must choose the “Toastmaster of the Term”

· The VPM must be prepared to induct new members from the past six months that have not yet been inducted
· The VPM must be prepared to recognize mentors

· The Treasurer must order recognition items

· Select someone to install new officers such as a past or present area or division governor or past club president
THE EXTRAVAGANZA

The typical order (but not the only order!) of the extravaganza meeting is as follows:

1. President opens meeting with Pledge of Allegiance and reading of the Club Mission
2. President welcomes everyone 

3. President introduces Toastmaster for the Extravaganza (usually the Past President)

4. Toastmaster welcomes everyone

5. Toastmaster invites outgoing VPM to induct new members not yet inducted and award mentor pins

6. VPM conducts induction ceremony

7. VPM recognizes anyone who has mentored another member during the past term
8. VPM calls for Toastmaster 

9. Toastmaster calls on Installing Officer (often, the Past President fills both roles so this step can be skipped) 

10. The Installing Officer calls up outgoing officers, thanks them, and de-installs them

11. The Installing Officer calls up new officers and installs them

12. Installing Officer returns control of the meeting to the Toastmaster

13. Toastmaster calls on VPEs 

14. VPEs hand out end-of-term awards

15. VPEs return control of the meeting to the Toastmaster

16. The Toastmaster calls on the outgoing President

17. The President awards the Outstanding Member Pin

18. One President may also use this moment to give a “State of the Club” address

19. The President returns control of the meeting to the Toastmaster

20. The Toastmaster thanks everyone and returns control of the meeting to the President

21. The President adjourns the meeting

THE ROLE OF THE PAST PRESIDENT/COMMITTEE

The role of the Past President is varied and should begin 6 weeks prior to the start of the event:

1. Determine who will run the event. In the past, most Past Presidents ran the extravaganza themselves but some chose a committee

2. If the President will not be continuing as President for next term, ask the Treasurer to order a Club President Award

3. Decide if the event will be held at the regular meeting location or elsewhere

4. Determine if food will be served. If so, decide who will pay. In the past, some extravaganzas had no food, some held the meeting at a restaurant, sometimes it was potluck, sometimes the club paid for everything, sometimes the club split the bill with members, sometimes the Past President paid for all the food

5. Remind the VPEs of their role in the meeting and to create awards

6. Remind the VPM of his or her role in the meeting and to order pins

7. Remind the President of his or her role in the meeting and to order pins

8. Remind the Treasurer to purchase all awards

9. Remind the VPPR of his or her role

10. Decide who will do the installation of new officers. This is usually the Past President or a past or present area or division governor
THE ROLE OF THE PRESIDENT

The President must select one member as the Outstanding Member of the term. The President may use any method to make this selection. Only one member may receive this award even if multiple members may seem deserving. The President must remind the Treasurer 6 weeks in advance of the extravaganza to order an Outstanding Member pin. 

If this is June, the new officer manuals should have arrived. Be sure to bring them to the extravaganza. Since there are two VPEs, the President should also have the Treasurer order a 2nd VPE manual. 

If this is December, consider purchasing a set of new officer manuals. Otherwise, you must ask all outgoing officers to bring their manuals to the extravaganza. If any forget, then that could create a problem during installation.

THE ROLE OF THE VPEs

The club’s tradition is for the VPEs to present a ribbon to every single club member (except themselves), no matter how new. The VPE workbook helps the VPEs to award “Most Improved Speaker”, “Most Improved Table Topics”, “Most Improved Evaluator”, “Best of Show”, and “Most Roles”. The workbook contains guidelines for selecting each of these. In addition, the workbook contains examples of some of the other awards given to members at past extravaganzas. VPEs should ask the Secretary for a complete list of awards handed out at past extravaganzas. VPEs should be creative and have fun with this. They should try to avoid handing any one Toastmaster more than one ribbon. 

During the extravaganza, the VPEs will be asked to award the ribbons. This is often the most fun part of the meeting so try to have as good of time as possible. Typically, both VPEs stand at the lectern, tell us a little background, give the name of the ribbon, and then announce the winner. The VPEs alternate from ribbon to ribbon. An example from the past: “Our next ribbon goes to the member who has a history of clicking himself continuously while he is serving as Ah Counter. The Most Observant ribbon goes to Terry Carlson!”

VPEs will want to get started working on these awards as soon as possible. It’s a lot more work than most realize. VPEs are also responsible for designing and printing the ribbons to be used. (which, technically, are not really ribbons; they are slips of paper that look like ribbons!). 

THE ROLE OF THE VPM

The VPM inducts all members who have joined the club since the beginning of the term who have not yet been inducted at a regular meeting. After inducting each into the club, the VPM awards a membership pin. The induction ceremony can work many different ways. The VP Membership manual has a complete induction ceremony. Most VPMs, however, invite all new members to the front of the room, reads the Toastmasters Promise (at the beginning of the VPM manual), asks the new members if they agree to abide by it, and then awards each a membership pin. 

The VPM also recognizes all members who served as mentors during the term by calling them up and awarding them a mentor pin.
It is the responsibility of the VPM to notify the Treasurer 6 weeks in advance of the number of new member pins and mentor pins to be purchased. The VPM should check the cabinet before ordering since there may already be leftover pins in the cabinet.

THE ROLE OF THE VPPR

The VPPR should advertise the extravaganza as a major event for club members and should advertise heavily. Full attendance should be the goal.

THE ROLE OF THE SECRETARY

The Secretary should record the following:

· What awards were handed out

· Who was installed and who did the installing

· Who was inducted

THE ROLE OF THE TREASURER

The Treasurer is responsible for ordering all needed items from the Toastmasters Catalog at least 6 weeks in advance. Before ordering, check the cabinet to see if there are leftovers from previous terms. The items to be purchased include:

· Club President Award #1968A

· Membership Pin: #5751

· Mentor Pin #1163P

· Outstanding Member Pin: #1115C

· If June, a 2nd VPE manual #1310B

· If December, consider purchasing a complete set of officer manuals #1310H; don’t forget the extra VPE manual #1310B
HOW TO INSTALL OFFICERS

There are a myriad of ways to install officers. Here are a few ways:

1. Use the formal ceremony described in the President’s manual

2. Read from the beginning of each officer manual the duties of each office and ask if the officer promises to fulfill those roles

3. Quiz each officer about their office with multiple choice or true/false questions. Once they get three answers right, install them.

4. Just congratulate each

During the June extravaganza the installer usually hands each incoming officer their officer’s manual during the installation. During the December extravaganza, sometimes nothing is handed out except a handshake but sometimes the club has purchased a collection of manuals for the new officers.

