Goals Awards Management & DCP
Data entry instructions

Chart 1 – Competent Communicator - CC
Speeches are entered from “as presented” Club Meeting Program certified by the General Evaluator or another assigned Toastmaster.

Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add no further awards
Speech Number

date: MMDD (in USA), DDMM (in NZ)

1-10




 YYYY                    YYYY
Progress


formulae – do not enter





calculates off “MMDD” line

Member’s Estimated
MM/DD/YY or DD/MM/YY
Completion Date

Date Last Reviewed
MM/DD/YY or DD/MM/YY
By Member

Date Awarded

MM/DD/YY or DD/MM/YY




Go to Chart 12 or 13
Date Awarded

if not for this Club’s DCP





enter Name of “export to” Club



          or enter “unassigned”

Date Awarded

ranking numbers for




order into Charts 12 & 14,




(not for the immediately above)

Goals Awards Management & DCP
Data entry instructions

Chart 2 – Advanced Communicator Bronze – ACB
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Speeches are entered from “as presented” Club Meeting Program certified by the General Evaluator or another assigned Toastmaster.

Manual 1 & 2

date: MMDD (in USA), DDMM (in NZ)

1-5 twice                                  
 YYYY                    YYYY

Progress


formulae – do not enter





calculates off “MMDD” line

Manual lines

Name of Manual – two of

Member’s Estimated
MM/DD/YY or DD/MM/YY

Completion Date

Date Last Reviewed
MM/DD/YY or DD/MM/YY

By Member

Date Awarded

MM/DD/YY or DD/MM/YY





Go to Chart 12 or 13

Date Awarded

if not for this Club’s DCP





enter Name of “export to” Club




          or enter “unassigned”
Date Awarded

ranking numbers (over AC Charts 2, 3, & 4)
  



For order into Charts 12 & 14





(not for the immediately above)
Goals Awards Management & DCP
Data entry instructions

Chart 3 – Advanced Communicator Silver – ACS
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Speeches are entered from “as presented” Club Meeting Program certified by the General Evaluator or another assigned Toastmaster.

Manual 3 & 4

date: MMDD (in USA), DDMM (in NZ)

1-5 twice                                  
 YYYY                    YYYY

“Manual” lines

Name of Manual – two of

Two Programs 
 
name of program and Estimated





Completion Date from Chart 8

Date Completed

MM/DD/YY or DD/MM/YY

(on Program line)

(date presented)



Member’s Estimated
MM/DD/YY or DD/MM/YY

Completion Date

(on the “deep” line)
(of the Award)
Date Last Reviewed
MM/DD/YY or DD/MM/YY

By Member


(on the “deep” line)
Date Awarded

MM/DD/YY or DD/MM/YY

(on deep line)

Go to Chart 12 or 13

Date Awarded

if not for this Club’s DCP





enter Name of “export to” Club




          or enter “unassigned”
Date Awarded

ranking numbers (over AC Charts 2, 3, & 4)
(on deep line)  

For order into Charts 12 & 14





(not for the immediately above)
Goals Awards Management & DCP
Data entry instructions

Chart 4 – Advanced Communicator Gold – ACG
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Speeches are entered from “as presented” Club Meeting Program certified by the General Evaluator or another assigned Toastmaster.

Manual 5 & 6

date: MMDD (in USA), DDMM (in NZ)

1-5 twice                                  
 YYYY                    YYYY

 “Manual” lines

Name of Manual – two of

Success etc Courses
name of course and Estimated





Completion Date from Chart 8

Coach a Member

Name as hand entered by VP Education

First three speeches
Date completed also as hand entered

Date Completed

MM/DD/YY or DD/MM/YY

(on Course line)

(date presented)



Member’s Estimated
MM/DD/YY or DD/MM/YY

Completion Date

(on deep line)

Date Last Reviewed
MM/DD/YY or DD/MM/YY

By Member


(on the “deep” line)

Date Awarded

MM/DD/YY or DD/MM/YY

(on the “deep” line)

Go to Chart 12 or 13

Date Awarded

if not for this Club’s DCP





enter Name of “export to” Club





or enter “unassigned”

Date Awarded

ranking numbers (over AC Charts 2, 3, & 4)

(on the “deep” line)  
For order into Charts 12 & 14

Goals Awards Management & DCP
Data entry instructions

Chart 5 – Competent Leader - CL
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Roles are entered from “as presented” Club Meeting Program certified by the General Evaluator or another assigned Toastmaster.

Roles (1-22)


add into Roles line at the Project identified

by the CL or GE Evaluator on the Club Program





when the required number of Roles is added:

Project Number

date: MMDD (in USA), DDMM (in NZ)

1-10




 YYYY                    YYYY

Progress


formulae – do not enter





calculates off “MMDD” line

Member’s Estimated
MM/DD/YY or DD/MM/YY

Completion Date

Date Last Reviewed
MM/DD/YY or DD/MM/YY

By Member

Date Awarded

MM/DD/YY or DD/MM/YY





Go to Chart 12 or 13

Date Awarded

do not rank in Chart 5 by




Estimated Completion Date




Leave out of Chart 14.





Too many!
Goals Awards Management & DCP
Data entry instructions

Chart 6 – Advanced Leader Bronze - ALB
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Educational Presentations are entered from “as presented” Club Meeting Program certified by the General Evaluator or by another assigned Toastmaster.

Six assignments

date: MMDD (in USA), DDMM (in NZ)

1-6




 YYYY                    YYYY

DONE & TO DO

formulae – do not enter





calculates off “MMDD” line

Member’s Estimated
MM/DD/YY or DD/MM/YY

Completion Date

Date Last Reviewed
MM/DD/YY or DD/MM/YY

By Member

DATE ED’L

MM/DD/YY or DD/MM/YY

PRESENTED

Also see “Six assignments” above
DATE ALB     

MM/DD/YY or DD/MM/YY

AWARDED

Go to Chart 12 or 13

DATE ALB


if not for this Club’s DCP

AWARDED

enter Name of “export to” Club





or enter “unassigned”

DATE ALB


Rank Estimated  Completion

AWARDED

Date with ALS on Chart 7

for inclusion on Chart 14

(excluding the immediately above)

Goals Awards Management & DCP
Data entry instructions

Chart 7 – Advanced Leader Silver - ALS
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Educational Presentations are entered from “as presented” Club Meeting Program certified by the General Evaluator or by another assigned Toastmaster.

Four assignments

date: MMDD (in USA), DDMM (in NZ)

1-4




 YYYY                    YYYY

DONE & TO DO

formulae – do not enter





calculates off “MMDD” line





details from:

Office:


hand entered ex Chart 10

HPL



hand entered by the VP Ed

Sponsor etc


hand entered by the VP Ed

MEMBER’S EST.
MM/DD/YY or DD/MM/YY

COMPLET’N DATE
for three project lines also
DATE LAST REV’D 
MM/DD/YY or DD/MM/YY

BY MEMBER

for three project lines also
DATE ALS     

MM/DD/YY or DD/MM/YY

AWARDED

Go to Chart 12 or 13

DATE ALB


if not for this Club’s DCP

AWARDED

enter Name of “export to” Club





or enter “unassigned”

DATE ALS


Rank Estimated  Completion

AWARDED

Date with ALB on Chart 6

for inclusion on Chart 14

Goals Awards Management & DCP
Data entry instructions

Chart 8 – Educationals for ACS, ACG ALB
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Series/Program

copy two columns from hand entries
MEMBER’S EST.
copy MM/DD/YY (USA) or DD/MM/YY (NZ)

PRES’N DATE

DATE LAST

copy MM/DD/YY (USA) or DD/MM/YY (NZ)
REVIEWED

DATE PRESENTED
MM/DD/YY (USA) or DD/MM/YY (NZ)


                               Enter from certified “as presented”





Club Program

ENTERED TO

Award letters & Chart No
AWARDS

Goals Awards Management & DCP
Data entry instructions

Chart 9 – Register of New Members & Transfers In

Space



data to be entered – as F400
Name



first and last names

Address 


as F400
Telephones


local & roving

Email



as F400
Date Inducted

MM/DD/YY (USA) or DD/MM/YY (NZ)

Inducted By

Name & Office

Entered CC & CL
Chart 1




Chart 5
Mentor CL 9

Chart 5

Coach 3 spch ACG
“list” or Chart 4

Goals Awards Management & DCP
Data entry instructions

Chart 9A – Register of Resignations & Transfers Out

Space



data to be entered
Name



first & last names & Awards letters
Membership Number
as Club Membership Roster

Address 


as Club Membership Roster





or, as advised by the Member





when moving on

Telephones


local & roving

Email



as Club Membership Roster

Date of Resignation
MM/DD/YY (USA) or DD/MM/YY (NZ)





Usually end of September or March

Date of transfer

as processed under “Club Business”




on TMI website
Goals Awards Management & DCP
Data entry instructions

Chart 10 – Register of Officers & Training
Space



data to be entered
Name of Toastmaster
first and last names and Awards letters





If “DTM” add nothing further

Date completed

enter two lines for each half year

6 months


even if office is for annual term

Entered to ALB

MM/DD/YY (USA) or DD/MM/YY (NZ)

or OCL

Dates Attended

align to each six months MM/ etc as above

O T P s

Count 1 & 2


enter “1” if attended training:




On first line & col. for period 1





On second line & col. for period 2





Check TOTALS for each period





against DCP Report. 
Entered to ALB

MM/DD/YY (USA) or DD/MM/YY (NZ)

or OCL

TOTALS


formula – do not enter

Goals Awards Management & DCP
Data entry instructions

Chart 11 – Register of Mentoring

Space



data to be entered
Name of Toastmaster
F400

Name of Toastmaster
copy current Member hand entered
Name of Mentor

copy as entered by VP Ed or deputy

Dates



copy

Officer signing

initials and Office

Entered to CL 9

MM/DD/YY (USA) or DD/MM/YY (NZ)

Goals Awards Management & DCP
Data entry instructions

Chart 12 – Distinguished Club Program – basic 10 points

Space



data to be entered
Name of Toastmaster
First & Last Names & Awards letters





Now held – with latest Award

Target Award Date
copy from Chart 1-7

Sponsor of New Member – enter from F400
Name of Award

add letters to “AC” or “L”

Date Awarded

Date of WHQ email for Award

Date Joined


F400: 1st of Month dues paid for

DCP Points Achieved
enter “1” alongside DCP POINTS TO GO





when entry is alongside i.e.





for 2nd & 4th CC




for 4th & 8th New Members





AC s & L s – “1” each

For “Overflow” of any item go to Chart 13 – DCP extra achievements

Goals Awards Management & DCP
Data entry instructions

Chart 13 – Distinguished Club Program – extra achievements 

Space



data to be entered
Name of Toastmaster
First & Last Names & Awards letters





Now held – with latest Award

Sponsor of New Member – enter from F400
Name of Award

add letters to “AC” or “L”

Date Awarded

Date of WHQ email for Award

Date Joined


as F400: 1st of Month dues paid for

‘bonus” DCP Points
enter “1” alongside

Achieved


every 2nd CC





every 4th New Member





AC s & L s – “1” each

TOTAL POINTS ACHIEVED may interest some Club people where Members collectively set personal goals in excess of the basic 10 points DCP and/or where Club Membership growth exceeds the “basic 8” needed by most Clubs to remain effective. 

Remembering that valuable work in Toastmasters is being experienced in smaller Communities where “20” members is an unlikely number.
Always, though, we are first concerned with encouraging personal growth of each unique Toastmaster in a harmonious and enjoyable learning experience with others doing just the same.

Goals Awards Management & DCP
Data entry instructions

Chart 14 – Distinguished Club Program – extra Awards expected

Space



data to be entered
Enter from Charts 1-4 and 6-7. (Chart 5 – too many – leave behind!)
Enter in order of Target Award Date (AC s as one sequence and AL s likewise)

Name of Toastmaster
First & Last Names & Awards letters





Now held

Membership Number
optional – not needed to process Award





On TMI website under “Club Business”

Target Award Date
MM/DD/YY (USA) or DD/MM/YY (NZ)





(from Awards Chart)

Name of Award

add letters to “AC” or “L”
Expected

Delete lines as Award is achieved and entered at Chart 12 or Chart 13.
