Implementing a Toastmasters Program

Initial Contact

Who they are; what they do
Why Toastmasters?
Key organizational objectives
Organizational size:

- closed >300 on-site

- open > 200 on-site g
Information Session | Explain Toastmasters program
#1 Desired launch date: o___________
- 40 interested potential members (20 sign)
Attendees: - corporate representative D
- corporate - 1st weekly meeting; room booked on recurring R
champion schedule
- funding Key support factors:
decision maker - corporate statement of support (CEO) I —
- program - weekly meeting space N
coordinator/ - financial support (budget dep’t)
organizer o full o
- Toastmasters o partial o
officer(s) o HRdirect payment o____
o EE expense claim reimbursement o____
o none L
o attendance/accomplishment criteria N
- HRinitiative or independent program HR / Indep.
Paperwork completion:
- Form 1: application to organize ($125USD) O
o Club Coordinator = Pathways access
- Form 2: charter payments O
o 6 months + Mar/Sep
- Form 3: membership applications (20) O
- Form 4: officer information O
- Form 5: club information O
- Form 6a: constitution (Pres & Secty sign) U
O

- Form 6b: constitution - club options

Information Session
#2

Optional meeting to finalize key decisions not made
during Information Session #1

Kickoff /Launch
Meeting #1

60 minutes:
- :10 Welcome; Corporate sponsor speaker
- :30 3-part meeting demonstration
o 1speech @ 5-7 min
o 3-4table topics @ 1-2 min
(Toastmasters)
o 1evaluation @ 2-3 min
- :20 Q&A; collect signed forms
Introduce Kickoff team & Club Sponsor(s)

Meeting #2

Elect officers
Select club name
Icebreaker & Table Topics




Communication Schedule:

Initial Contact: (CGD/Lead Generation Chair - LGC)
- Telephone conversation to pre-qualify
- Schedule Information session #1

Information Session #1: (LGC/District leader)
- In-person meeting with program decision makers
- Schedule Information Session #2 if required

Information Session #2: (optional) (LGC/District leader)
- Meet with additional people as needed
- Finalize key support decisions

Launch date: (LGC)
- T-4weeks
o Confirm day, time & location
» Large room not necessarily the regular meeting room
= Same day & time as anticipated regular meetings
* Timeline may be accelerated if already attendees =>40
o Confirm corporate speaker
o Promote kickoff meeting attendance
* Include corporate statement of support
o Book regular meeting room for meetings 2, 3 & 4
- T-3 weeks
o Check-in to confirm promotions on track; attendees =>40
- T-2 weeks
o Confirm agenda details, corporate speaker
o Confirm attendees =>40
- T-1week
o Confirm security logistics (TM team members)
o Confirm attendees =>40
- T-0
o Conduct kickoff meeting
o Collect 20 signed application forms

Alternate Launch date:
- Delay launch date if:
o Room unavailable
o Corporate representative unavailable
o Unable to commit to having 40 interested people in attendance
= Possible to move forward with 30 if they are committed to joining
o Key support factor decisions not made
- Accelerate launch date if:
o Already have 20+ ready to sign application
o Corporate initiative where HR will dictate 20 charter members



