Ceremony for Installation of Club Officers

Ask the outgoing club officer to stand. 

Thank them for their work

Relieve them of their responsibilities “YOU ARE DISCHARGED FROM ALL FURTHER DUTIES AND RESPONSIBILITIES AS OFFICERS OF______________________

Call the new officers forward to stand together, their order should be:

Committee (s)

Sergeant at Arms (SAA)

Treasurer

Secretary

Vice President Public Relations

Vice President Membership

Vice President Education

President

Immediate Past President

Installing Officer

I am here to install the officer of ___________________and to prepare them for the challenges that lie ahead. Their Collective challenge is to make this club strong, dedicated to helping people from all walks of life…to speak in an effective manner, listen with sensitivity and think creatively

I ask each individual officer to stand as I briefly describe the challenge he or she must meet and the responsibilities he or she must fulfill. I will ask each officer to hold the Gavel as a symbol of leadership

Committee (s)

Duties:


Attend Club Executive Committee Meeting
To assist the club officer (s) as and when the need arises
WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Sergeant at Arms (SAA)

The SAA is the 7th ranking club officer

Duties:


Attend District Sponsored club officer training

Attend Club Executive Committee Meeting

Schedule Meeting Location

Maintain Club Equipment and keep an adequate no of supplies

Greet members and guests

Ensure the meeting starts on time
WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Treasurer

The treasurer is the 6th ranking club officer

Duties:

Attend District Sponsored club officer training

Attend Club Executive Committee Meeting

Collect and send due to World Headquarters

Summit new member applications to world headquarters

Keep record of all financial transactions

Summit club accounts for audit

WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Secretary

The Secretary is the 5th ranking club officer

Duties:

Attend District Sponsored club officer training

Attend Club Executive Committee Meeting

Mail Club Officer list to World Headquarters within 10 days after election

Handle general club correspondence

Keep club files, including club charter, Constitution and Bylaws, minutes, resolutions and correspondence

WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Vice President Public Relations

The Vice President Public Relations is the 4th ranking club officer

Duties:

Attend District Sponsored club officer training

Attend Club Executive Committee Meeting

Produce and distribute a club newsletter or maintain a club web site

Promote membership programs

Attend Toastmasters Events from Other Club(s)

Announce upcoming events and programs

Greet members and guests

WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Vice President Membership

The Vice President Membership is the 3rd ranking club officer

Duties:

Attend District Sponsored club officer training

Attend and Vote at Area Council Meeting

Attend Club Executive Committee Meeting

Conduct ongoing membership-building programs

Follow up on guests, new members and members not attending meetings

For all prospective members, explain the educational program, get their commitment to join

Greet guest and keep track of guest record and contact….and invite them for future meeting

Report on current membership, promote membership campaign and welcome new members

Ensure each new member is formally inducted

Speak with fellow members to determine if their needs are being met

WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Vice President Education

The Vice President Education is the 2nd highest ranking club officer, presiding at club and executive committee meetings in the absence of the president

The VPE is responsible for planning successful club meetings so that each member has the opportunity to achieve his or her educational goals.

Duties:

Attend District Sponsored club officer training

Attend and Vote at Area Council Meeting

Attend Club Executive Committee Meeting

Plan Club Meeting and ensure that it is educational, interesting and benefiting to members …try to involve every member in the club regular meeting

Promote participation in the educational program

Conduct members orientation program

Assign every new member a mentor

WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

**GET BACK THE GAVEL FROM VPE

President

Toastmasters ______________ having been elected as the president of ______________________ Toastmasters Club, you are its Chief Executive Officer and will be expected to preside at all club meetings and at all regular and special meetings of your executive committee

It is your challenge to see that this club enables its members to achieve their educational goals. It is also your challenge to see that your club helps the area, division, district and Toastmasters International to meet their goals. Please accept this Gavel as a symbol of your leadership and dedication to office

The gavel is a symbol of the power and authority given to you by the membership of this club. Use it wisely and with restraint. You are a member of your team as well as a leader. A team is more than a collection of people. It is an emotional force rooted in the feelings, thoughts and actions of all members with the common goal of achievement, sharing and mutual support. Work with your team members to create a healthy, dynamic club- a club of which everyone will be proud

WILL YOU, AS PRESIDENT, ACCEPT THIS CHALLENGE AND PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Immediate Past President

Immediate past president

Duties:

Provides guidance and serves as a resource to club officers and members

Chairs the nominating committee

Assist in the preparation of the Club Success Plan

Promote the club’s effort to become a distinguished club

WILL YOU, AS IMMEDIATE PAST PRESIDENT, ACCEPT THIS CHALLENGE AND PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?
Address The Club Collectively

Will everyone please stand?

The growth and development of the Toastmasters program in _____________________ Toastmasters Club depends largely upon the actions of the executive committee(s). On your honor, as men and women of toastmasters, do you pledge to individually and collectively stand by this club, live with it, and work with it throughout the coming year?

1,2,3…Say I Will

For IPP and Club President

As Immediate Past President of________________, will you offer the president’s pin to _______________________ as a symbol of her/his dedication and service.

And as president of _______________, will you offer the Past President’s pin to ___________________________ for her/his dedication and service. (They Pin each other)

The new president should present the Past President’s Plaque to the outgoing president.

The new president should then give a 3 mins speech, outlining the goals for her/his term

End of Ceremony

PAGE  
6

