 Club Management Resources
The system of Charts should provide Clubs with tools that allow easy management, clear understanding and view of where to put the energy, and a relaxed happy Club and administration team.

Personal and resulting Club achievements will be amazing.

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Club Executives may consider encouraging all new Toastmasters to work for the Communication and Leadership CC/CL “double” while at the same time developing or improving habits and skills of Goal setting and achievement.
The Charts 1-7 are personal tools for each Toastmaster to focus on the Goals (the TO DO s) while gaining pleasure from the progress made (the DONE s).

Individual Toastmasters may use the Charts for themselves independently of whether their Club uses them.
If the Club doesn’t take the facilities aboard, try them out just for you.

Amaze your Club.           They will see.            And they will follow you.

Are we “can do” people?                                   Of course   we are!
In particular, multi-Club Members and District Officers using multiple Manuals may wish to keep track of their situations to ensure that credit on completion of each intended Award is being anticipated by the mutually intended Club and is eventually so recorded.

Most of the following notes need to be read in conjunction with looking keenly at the appropriate chart. Example entries have been entered. When ready, delete them. It is suggested to print the Data entry instructions and these notes, have the Chart on the screen, and try recording “dummy” entries as the notes are being read.

Clubs using recording systems such as this will allow the Members to raise their personal game significantly and lift the Club to unheard of levels – with enjoyment - and with satisfaction of achieving goals. 
This is indeed “walking the talk”.

All the very best,

Alan Northcote, DTM
Achieve Toastmasters Club

616904, District 72 (New Zealand)

Club Management Resources

Chart 0 – Index of TM Goals Awards Management & DCP

· Chart   0A –  Sources of Entries to Charts – Set up, F400, weekly, monthly
· Charts 1-4  -  cover the Communication Track – CC, ACB, ACS, ACG

· Charts 5-7  -  cover the Leadership Track – CL, ALB (old CL to 2008), ALS
· Charts 8-11 - are Management Charts – Educational, Members In & Out, 
             Officers & Training, Mentoring

· Charts 12-14 - DCP: (1) Standard  (2) Extra Achieved (3) Extra Estimated
Charts 1-7 are the prime focus of attention:  Servants of the “top line” Members. 

The Charts are living Goal seeking and Achievement tools for the individual Toastmaster to self-manage goal setting, progress and achievement, thus learning or enhancing habits contributing to a life-time of satisfying endeavour.
We “walk the talk” in Service Leadership by providing records that are complete, accurate, continuous and permanent, and by offering appropriate encouragement. 
Charts 8-11 provide records, controls and links to Charts 1-7, and, some records (New Members, Officers Trained) are entered or reconciled to DCP charts 12-14.
Checks and balances are also obtained from the Club Membership Roster (Club Business TMI website) and from the Club’s DCP Report. Details follow.
Charts 12-14 Distinguished Club Program Charts: Why three DCP Charts?

(1) Standard 10 points (2) Extra Achieved (grows) (3) Extra Estimated (-)
To commence the Year chart 12 and Chart 14 are both set up from Member’s Estimated Completion Date on Charts 1-7, for those Awards to be credited to this Club, in the Year July 1 to June 30, for points 1-6 of the DCP.
During the year Chart 12 (basic 10 DCP points) changes character as Members “Estimated Completion Dates” are replaced by “Dates Awarded” to score official DCP points for goals 1-6. Names of the first eight New Members (including Reinstated Members) are entered to chart 12.

Chart 13 – DCP – extra achievements chimes in from overflow of goals 1-6 (C & L Tracks) and from goals 7-8 (New Members) from the 9th New Member onwards. Unofficial “bonus points” are scored, and are added to “official” DCP points from Chart 12, to identify enhanced achievement to the “satisfaction” for Club Members. 
Chart 14 – DCP – extra Awards expected: Details are entered from C & L Charts 1-7 Member’s Estimated Completion Date records in excess of entries required to commence Chart 12 at 1 July. Deletions are made when a record is replaced by an Award recorded in Chart 12 or in Chart 13. An additional record is made for a Member to Chart 14 for a displacement from Chart 12 by a faster than expected completion of an Award earned by another Member.
DCP Goals by Clubs Members can exceed 20 Points in the 2007-2008 Year:
Communication Awards expected may increase significantly and Leadership Awards will increase during the year with “mushroom” development later on.

Charts 12-14 could be emailed to the Area Governor in advance of each bi-annual visit as a minimum. Monthly email to Area Governor is recommended.
Club and Management resources
Chart 0A – Sources of Entries to Charts

In any business or organisation accurate record keeping allows us to prevent waste, to maximize positives, to clear the head of a jumble of detail, and to focus on service delivery to our Clients. For us: the Toastmaster Members.

Identified below are Sources of Entry to Charts:
(1) Setting-up the Charts:
· Club Membership Roster -  obtained from “Club Business” TMI 
Use as a worksheet to identify which charts to enter for each Member
Enter on the list against each name the chart numbers relevant to the Member. Have the Member initial for completeness and ask the Member to check all details on record at TMI: email address, phone numbers etc.

Club Members who are or have been District Officers, Club Coaches, Sponsors and Mentors may have sundry partially completed manuals to include, some of which they may wish to be recorded for eventual DCP credit to another Club. If so, record the name of the other Club in the Date Award Completed line and do not include at Charts 12-14. Awards letters attached to a Member’s name on the roster may not indicate fully the Charts to be entered for the Member. This is particularly true for DTM s.
· Manuals & Sundry – Project Completion Records, CL matrix’s
This may be an opportunity to bring records up to date and signed off by the previous V P Education. In particular, records for entry to Charts 5 (CL), 10 (Officers & Training), & 11 (Mentoring) may need attention. 

(2) F400 New Members to Toastmasters
· Enter name of new Member onto five Charts:
Chart 1  -  Competent Communicator Progress Chart

Chart 5  -  Competent Leader Progress Chart

Chart 9  -  Register of New Members & Transfers In

Chart 11 - Register of Mentoring

Chart 12 - DCP – enter the first 8 new members for the year, or,

Chart 13 - DCP – extra achievements – enter from 9th new Member   

(3)
General Evaluator – certified “as presented” Club Meeting Programs
Ensure that all details necessary to enter into Project Completion Records and onto CL Chart 5 are on the “as presented” Club Meeting Program: Speeches: Manual name, speech number, short objective, speech title.
For Competent Leader items the Evaluator should enter the particular Project Number (1-10) to which the Role (1-22) has been applied. 
Retain a file of Programs as verification & to “recover” any lost manual.
Routine attention to the above will prevent loss of records of work performed towards all Awards: Competent Leader Awards in particular.
Club Management Resources
Chart 1 – Competent Communicator – CC – aim for the CC/CL “double”
Enter Member Name on the Competent Communicator Chart: when or from:
· Setting-up: enter names to Chart via the marked Club Membership Roster – see Chart 0A. Enter speeches DONE ex manuals signed by the VP Ed.

· Form 400 (see Chart 0A re F400) – enter names of all New Members or of a Transfer In Member who is working a CC manual: enter speeches DONE.
· Any Member advises they are starting or resuming using a CC manual: 
If resuming, enter speeches DONE.  

Enter date of speech under SPEECH NUMBER (1-10) in two lines as:  
MMDD/YYYY in USA, or, according to local custom – DDMM/YYYY in NZ.
Enter from the “as presented” Club Meeting Program signed off by the General Evaluator or by another designated person. “MMDD” is used to apply for the CC.

Enter DATE AWARDED in the right most line of Chart 1 from emailed advice from WHQ resulting from online or faxed application. File the applications.
Enter Name and DATE AWARDED to DCP Chart 12, or to Chart 13. 

If two or four CC’s are now recorded enter a “1” alongside the “1” in the DCP POINTS TO GO column and the latter will switch to “0”. 

If displacing another name on Chart 12, transfer the still “expected” record to Chart 14. For the new “CC” delete any corresponding “expectation” entry in Chart 14.

In DATE AWARDED column rank 1, 2, 3, etc by EST. COMPLETION DATE   Use this sequence to maintain date order at Charts 12 & 14. Do not rank if name of another Club is in DATE AWARDED col. as this award is being “exported” by a “dual” Club Member who is contributing to another Club’s DCP.
PROGRESS columns explanation:

The “TO DO” figure is calculated as the number of blank cells (1-10) in the top date line. The “DONE” figure is calculated as: ‘10’ minus the ‘TO DO’ figure.

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Club Executives may consider encouraging all new Toastmasters to work for the Communication and Leadership CC/CL “double” while at the same time developing or improving habits and skills of Goal setting and achievement.

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 1 into the two ring “pass around” file of Charts for the Members to peruse for their personal motivation and to encourage each other.

Club Management Resources

Chart 2 – Advanced Communicator Bronze - ACB
Enter Member Name on the Advanced Communicator Bronze Chart: when or from:
· Setting-up: enter names to Chart via the marked Club Membership Roster – see Chart 0A. Enter speeches DONE ex manuals signed by the VP Ed.

· On completion of CC – enter Manuals chosen from CC Application.

· On starting an advanced manual even before completing CC.

· Form 400 (see Chart 0A re F400) – enter name of a Transfer In Member who is working ACB manuals: enter speeches DONE.

· Any Member advises they are starting or resuming using ACB manuals: 

e.g. DTM round 2. Enter Manual names and, if resuming, speeches DONE

Enter date of speech under SPEECH NUMBER (1-5) x 2 in two lines as:  

MMDD/YYYY in USA, or, according to local custom – DDMM/YYYY in NZ.

Enter from the “as presented” Club Meeting Program signed off by the General Evaluator or by another designated person. MMDD is used to apply for the ACB

Enter DATE AWARDED in the right most line of Chart 2 from emailed advice from WHQ resulting from online or faxed application. File Awards documents.

In DATE AWARDED column rank 1, 2, 3, etc by EST. COMPLETION DATE over all three AC Charts   Use this sequence to maintain date order at Charts 12 & 14. Do not rank if name of another Club is in DATE AWARDED col. as this award is being “exported” by a “dual” Club Member to that other Club for DCP credit.

Enter Name and DATE AWARDED to DCP Chart 12, or to Chart 13. 

If entering to Chart 12 enter “1” alongside the “1” in the DCP POINTS TO GO column and the latter will switch to “0”. If to Chart 13, enter a “1” bonus point.
If displacing another name on Chart 12, transfer “expected” name to Chart 14.

For the new “ACB” delete any corresponding “expected” entry in Chart 14.

PROGRESS columns explanation:

The “TO DO” figure is calculated as the number of blank cells (1-5) in the top date line. The “DONE” figure is calculated as: ‘5’ minus the ‘TO DO’ figure.

The combined figures for two manuals are computer calculated. Do not touch.
Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 2 into the two ring 
“pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources

Chart 3 – Advanced Communicator Silver - ACS
Enter Member Name on the Advanced Communicator Silver Chart: when/from
· Setting-up: enter names to Chart via the marked Club Membership Roster – see Chart 0A. Enter speeches DONE ex manuals signed by the VP Ed.

· On completion of ACB – enter manuals advised by the Toastmaster ACB

· On starting a third manual even before completing ACB

· Form 400 (see Chart 0A re F400) – enter name of a Transfer In Member who is working ACS manuals: enter speeches DONE.

· Any Member advises they are starting or resuming using ACS manuals: 

e.g. DTM round 2. Enter Manual names and, if resuming, speeches DONE.  

· Enter date of speech under SPEECH NUMBER (1-5) x 2 in two lines as:  

MMDD/YYYY in USA, or, according to local custom – DDMM/YYYY in NZ.

Enter from the “as presented” Club Meeting Program signed off by the General Evaluator or by another designated person. MMDD is used to apply for the ACB

· Enter DATE AWARDED in the right most line of Chart 2 from emailed

advice from WHQ resulting from online or faxed application. File hard copy.
· In DATE AWARDED col. rank 1, 2, 3, etc by EST. COMPLETION DATE over all three AC Charts. Use this sequence to maintain date order at Charts 12 & 14. Do not rank if name of another Club is in DATE AWARDED col. as this award is being “exported” by a “dual” Club Member to that other Club for DCP.
· Enter Program details incl. Est Date, from Chart 8 – as agreed with VP Ed.

· Enter “Date (Program) Completed” from the G E “signed off” Club program.

· Enter Member Name and DATE AWARDED to DCP Chart 12, or to Chart 13. 

If entering to Chart 12 enter “1” alongside the “1” in the DCP POINTS TO GO column and the latter will switch to “0”. If to Chart 13, enter a “1” bonus point.

If displacing another name on Chart 12, transfer that “expected” record to Chart 14.

For the new “ACS” delete any corresponding “expected” entry in Chart 14.

PROGRESS columns explanation:

The “TO DO” figure is calculated as the number of blank cells (1-5) in the top date line. The “DONE” figure is calculated as: ‘5’ minus the ‘TO DO’ figure.

The combined figures for two manuals are computer calculated. Do not touch.
Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 3 into the two ring “pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources

Chart 4 – Advanced Communicator Gold - ACG
Enter Member Name on the Advanced Communicator Gold Chart: when/from
· Setting-up: enter names to Chart via the marked Club Membership Roster – see Chart 0A. Enter speeches DONE ex manuals signed by the VP Ed.

· On completion of ACS – enter manuals advised by the Toastmaster ACS
· On starting a fifth manual even before completing ACS

· Form 400 (see Chart 0A re F400) – enter name of a Transfer In Member who is working ACG manuals: enter speeches DONE.

· Any Member advises they are starting or resuming using ACG manuals: e.g. DTM round 2. Enter Manual names and, if resuming, speeches DONE.
Enter date of speech under SPEECH NUMBER (1-5) x 2 in 2 lines as:  

MMDD/YYYY in USA, or, according to local custom – DDMM/YYYY in NZ.

Enter from the “as presented” Club Meeting Program signed off by the General Evaluator or by another designated person. MMDD is used to apply for the ACB

Enter DATE AWARDED in the right most line of Chart 2 from emailed advice from WHQ resulting from online or faxed application. File Awards documents.

Enter Name and DATE AWARDED to DCP Chart 12, or to Chart 13. 

If entering to Chart 12 enter “1” alongside the “1” in the DCP POINTS TO GO column and the latter will switch to “0”. If to Chart 13, enter a “1” bonus point.

If displacing another name on Chart 12, transfer that “expected” record to Chart 14. For the new “ACG” delete any corresponding “expectation” entry in Chart 14.

In DATE AWARDED column rank EST. COMPLETION DATE numerically over the three AC Charts.  Use this sequence to maintain date order at Charts 12 & 14. Do not rank if name of another Club is in DATE AWARDED col. as this award is being “exported” by a “dual” Club Member to that other Club for DCP credit.

· Enter Program details incl. Est Date, from Chart 8 – as agreed with VP Ed.

· Enter “Date (Program) Completed” by V P Education signing it off.
· Enter Member to be Coached first 3 speeches from Chart 9, 11. VP Ed to sign.
PROGRESS columns explanation:

The “TO DO” figure is calculated as the number of blank cells (1-5) in the top date line. The “DONE” figure is calculated as: ‘5’ minus the ‘TO DO’ figure.

The combined figures for two manuals are computer calculated.

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 4 into the two-ring 
“pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources
Chart 5 – Competent Leader – CL: Aim for the CC/CL “double”.

Appoint as Mentor - Chart 11 - by, say, 6 months in Club to complete Goal 9 CL
Enter Member’s Name on the Competent Leader Chart: when/from
· Setting-up: enter names of ALL Members unless a Member signs for exclusion via the Club Membership Roster and enter progress from amnauls signed off by the outgoing VP Education.
· Open a second record for excess to first CL work done but arrange with VP Education duties to hasten completion of the first CL.
· Form 400 (see Chart 0A re F400) – New and Reinstated Members and Transfer In Members – enter everyone unless they sign for exclusion

· Advice from a Member of commencing or resuming a CL manual (enter progress) including importing from “grazing” with a new Club.

General Evaluator – certified “as presented” Club Meeting Program

· Ensure that all details necessary to enter into Project Completion Records and onto CL Chart 5 are on the “as presented” Club Meeting Program: 

For Competent Leader items the Evaluator should enter the Project Number (1-10) to which the Role (1-22) has been applied. 

Retain a file of Programs as verification & to “recover” any lost manual.

Routine attention to the above will prevent loss of records of work performed towards Competent Leader Awards, in particular.
· Enter new records by hand to all Charts week by week during the month. 

Count line figures are added to for Roles performed until the Project is completed. Enter the Date: DDMM/YYYY in NZ, MMDD/YYYY in USA
· Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. 
· Monthly, copy all hand entries into the computer and re-print Chart 5.
· Insert the new Chart 5 into the two ring “pass around” file of Charts for the    Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

· When the Member has achieved say 16 of 22 Roles the V P Education should pay attention to appointing to roles that will expedite completion.
Completions – 

· Enter Date Awarded from emailed advice from TMI
· Go to Chart 12, point 6 or 7. If 6 & 7 are completed already go to Chart 13.

Enter Name, Date Awarded, and a “1” to score a DCP point at Chart 12 or an unofficial “Bonus Point” at Chart 13.

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 5 into the two ring “pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources
Chart 6 – Advanced Leader Bronze ALB (also OCL until June 2008)

(1)
Open Charts: (A) for Old CL, if numbers justify, and, (B) for ALB

· Old CL: Where several Members still qualify, open a separate Chart 6 for OCL and maximize completions by members who were Club Officers prior to June 30 2006: hand to them OCL forms and collect back with Officer Service and Training recorded. Arrange Educational presentations by planning through Chart 8. Some Educational presentations may be exported to new Clubs as a service to them.
· Open another chart for ALB unless OCL numbers do not justify.
(2)
Open a new ALB &/or OCL record for a Member from:
· Setting up: enter names to Charts via the marked Club Membership Roster and enter progress ex Officer Service and Training from Club and Member records.  Previous VP Education or President to verify.

· CC and CL Awards – enter dates awarded
· Chart 8   – Educational for ALB – presented already & planned TO DO
· Chart 10 – Register of Officers & Training – open record when elected and award “point” after first officer training – reconcile Club count with DCP report on TMI website.

(3) Detailed Entries on Chart 6

· Enter dates of CC & CL Awards, Officer Service completed, Officer Trained, and Successful Club/Leadership Excellence in two lines as MMDD/YYYY in USA or DDMM/YYYY in NZ
· Enter details of Office from Chart 10, and of Ed 1 and Ed 2 from Chart 8 including expected dates of completion/presentation

· DATE EDUCATIONAL PRESENTED from G E certified Club Program, or by Member’s entry if presented at (exported to) another Club
· MEMBER’S EST. COMPLETION DATE – date of last activity planned.
· DATE ALB AWARDED – from emailed advice from WHQ

· Go to Chart 12, point 6 or 7. If 6 & 7 are completed go to Chart 13.

Enter Name, Date Awarded, and a “1” at DCP POINTS ACHIEVED to score a DCP point at Chart 12 (DCP POINTS TO GO will switch to “0”) or a “1” to score a “bonus” DCP POINT ACHIEVED at Chart 13. 

· Delete Member’s name from Chart 14 if not previously on Chart 12. 

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 6 into the two ring “pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources

Chart 7 – Advanced Leader Silver – ALS

(1) Open a record for a Member:

· Setting-up: enter name from the Club Membership Roster as initialled by the Member
· On completion of ALB or OCL

· On commencing any of the other three requirements for ALS

     (2)

Enter Records:

· Enter progress details and dates:
ALB or OCL – which Award 

Term as a District Officer
HPL project
Sponsor Mentor or Coach
Enter ESTIMATED COMPLETION DATE for items 1-4.

Enter a “1” for items DONE and date in AWARDED column
Either VP Education or President is to certify.
(2) On Completion:

· DATE ALB AWARDED – from emailed advice from WHQ

· Go to Chart 12, point 6 or 7. If 6 & 7 are completed go to Chart 13.

Enter Name, Date Awarded, and a “1” at DCP POINTS ACHIEVED to score a DCP point at Chart 12 (DCP POINTS TO GO will switch to “0”) or a “1” to score a “bonus” DCP POINT ACHIEVED at Chart 13. 

· Delete Member’s name from Chart 14 if not previously on Chart 12. 

Charts 1 to 7 are “walk-the-talk” tools for Goal setting, review and scoring

Enter new records by hand to all Charts week by week during the month. 

Also Members, by hand printed entries, review their Member’s Estimated Completion Date by month end. At month end copy all hand entries into the computer and print a replacement Chart. Insert the new Chart 7 into the two ring “pass around” file of Charts for the Members to peruse for their personal scrutiny as to accuracy, satisfaction, motivation and to encourage each other.

Club Management Resources

Chart 8 – Educational for ACS ACG ALB (also OCL until 2008)

(1)
THE NEED

Formal written planning is needed when the numbers of educational presentations required by members to complete Awards exceed, say, 6.

For 2007-2008 the author’s Club is faced with providing for up to:





  Members
Presentations



OCL

7

14
Successful Club, Ldrshp Excel




ALB

3
          
  6 
ditto



ACS

4

  8
Better Spkr, Successful Club



SUB-TOTAL       

28
Charts are modified to exclude ACG and increase numbers to the page.

A separate modified Chart 8 is prepared for ACG:





Members
Programs





ACG

3

  3
Success Leadership



(2 1st timers)


Success Communication




(1 repeat – DTM s)

Youth Leadership

Some presentations will be exported via dual members to new Clubs’ DCP s.

Some will be exported just as Educational presentations to new Clubs.

One will be conducted through a Commercial organisation.
A Youth Leadership course will be arranged at the site of a proposed Club.
Clearly situations arise when a Chart is required as a planning aide that every person involved takes part in developing and in implementing under the Chairmanship of the VP Education.
(2)     THE CORRECT PRESENTATIONS and PROGRAMS

Care needs to be taken to ensure that the presentations are from the Series or from the Programs prescribed for each Toastmaster’s target Award.

The prescriptions are carefully defined by class on the Chart 8.

The Toastmaster and VP Education need to expand on the detail before choosing from two Club and Private libraries (there is also a District 72 Library – see D72 website)

(3)     FOLLOW THROUGH

The rightmost column is used to ensure that all presentations and programs are entered to Awards Charts: firstly at the planning stages, and, again when a module is presented or a program is concluded.
Club and Management Resources
Chart 9 – Register of New Members and Transfers In

· Details are entered in these Charts to provide a permanent record of Toastmaster movement In and Out of the Club during the Year.

· Forms 400 provide the source of entries Inwards together with any clearance correspondence re Transfers from other Clubs.

Keep in mind that the Club does not receive credit for a Member numerically for DCP until Dues have been paid through the Club.

· The Forms 400 file is a permanent record maintained on behalf of Toastmasters International. Forms are signed – there is no choice.

· Entries are made in the name of the New Toastmaster to: Chart 

1: CC; Chart 5: CL; Chart 11: mentoring; Chart 12 or 13: DCP.

· Appointment of a “Coach first three speeches” goes to an ACG record for the Coach where there is a prospect that the Coach is going to work seriously towards ACG say in the next two years.
· It is suggested that a simple list should be accumulated of ACG “Coach first three speeches” rather than a long series of ACG records that may not progress.

Chart 9A – Register of Resignations and Transfers Out

· Resignations are mostly “non-renewals” for whom a “graced” indicator appears on the Club Membership Roster for exactly two months into each six monthly Dues period; i.e. (1) from April 1 to May 31, (2) from October 1 to November 30. Also, for that period there is an “Outstanding Dues” record for them. Both records are accessed through “Club Business” on the TMI website.
· Transfers Out are usually recorded by correspondence. 

Credit for DCP is retained until the end of the current dues period – March 31 or September 30.
Club Management Resources
Chart 10 – Register of Officers and Training

· Three lines are available for each position to separate for six monthly terms for changes at mid year due to departures.
· Service periods and DCP planning should be entered in half years even when the term is for 12 months. An Officer for 12 months may use both half years to achieve two ALB s a year or more apart.

· The count of “1” inserted for dates attended Officer Training should be on the same line as name and period. Entries to the ALB chart will then be accurate and the double record (for two half years service with DCP planned in each) will be retained permanently.

· The Club Officers Trained “Count” TOTALS should be compared with the figures recorded by the Area Governor through the Club’s DCP Report at DCP point 9. Any discrepancy should be advised for correction through the Lt Governor Education and Training.

· The Area Governor should provide a register for Officers attending training to sign for every office they hold in various Clubs. 

· The register should be presented for checking at a break in proceedings to allow for people who arrived from a distance in a hurry.

· Special arrangement may be made to record attendance at “out of Area” training. Area Governors will communicate.

Club Management Resources

Chart 11 – Register of Mentoring

· This Register is entered from F400 for New Members and for existing Members who seek help.

· Consider appointing a senior Member to manage and coach mentors and to assess the effectiveness of each mentoring before signing off the appointment for credit to project 9 of the CL at Chart 5. 

· Methodical training, appointment, and recording of Mentors and of the person being mentored (Protégé) will benefit all involved and credit to CL 9 will be timely. 
· Perhaps six months into commencing and progressing to, say, speech 5, may be a normal time to be appointed a Mentor.  That will allow the Member to complete the Competent Leader simultaneously with completing the Competent Communicator.
Club Management Resources

Chart 12 – Distinguished Club Program – basic 10 points

Chart 13 – Distinguished Club Program – extra achievements

Chart 14 – Distinguished Club Program – extra Awards expected

At the beginning of the Toastmasters’ year commencing July 1, expected Award completions to meet goals 1-6 in the DCP are entered into Chart 12.

The entries are made in estimated order of completion as advised by the Members for Communication and Leadership Awards in Charts 1-7. 
Enter completions expected in the year in excess of Chart 12, into Chart 14. 

Enter completions firstly into Chart 12 to gain the “official” DCP points. Enter overflows into Chart 13 to “score” unofficial “bonus” Points. 

Chart 12 estimates are replaced with completions. Chart 14 estimates are cancelled as corresponding completions are entered at Charts 12 & 13.
An estimated completion may have to be moved from Chart 12 to Chart 14 for awhile as a faster finishing Toastmasters “scores a goal”. 

Charts 1-7 are “living” goals sheets. They are tools used to encourage Toastmasters to follow through on their plans and achieve results.

Charts 8-11 are linking and management tools.

Charts 12-14 are the Distinguished Club Program representing Members’ goals and achievements expressed by them at Charts 1-7 (the Communication and Leadership Tracks) together with Club goals for new Members and the routine administration goals. Amazing results can be achieved.

The three Chart DCP set is a tool to open up the expectations of the Members, and therefore of the Club as a whole, as to just how far they can go together using the synergy of the group.

DCP scores are due to rocket as Communication Awards rise substantially and Leadership Awards are managed to previously unheard of levels.

The system of Charts should provide Clubs with tools that allow easy management, clear understanding and view of where to put the energy, and a relaxed happy Club and administration team.
Personal and resulting Club achievements will be amazing.

If the Club doesn’t take the facilities aboard, try them out just for you.

Amaze your Club.           They will see.            And they will follow you.

Are we “can do” people?                                   Of course   we are!
