________________ TOASTMASTERS CLUB #___
(SAMPLE) Standing Rules and Policies

CLUB GOALS:

1. To provide members the benefits of communication and leadership training within a friendly, supportive atmosphere.

2. To commit to achieving the highest goals set forth by the Area, Division, or District in each calendar year.

DISTINGUISHED CLUB PROGRAM: The Executive Committee will establish Distinguished Club Program goals in the first month of the new term of office.  Each Club Officer and Standing Committee will report on the progress made to attain these goals during regular business meetings throughout the year.

BUSINESS MEETING: Club Business Meetings will not exceed twenty minutes unless otherwise scheduled or a motion passes to extend time.  The Presiding Officer may set time limits for discussions or debates.  Robert's Rules of Order is the basis for parliamentary procedure (Club Constitution, Article IX, Section 1).

MOTIONS: Any motion offered by a club member must first be submitted in writing to the club president, preferably by e-mail.  The president will schedule New Business at the next scheduled club meeting or soon thereafter, and the motion will be brought to the floor at that time.  The club secretary must notify the club membership the following information at least three days in advance: (1) The motion stated verbatim; (2) Any necessary explanation or additional information related to the motion; (3) The date of the meeting in which the motion will be presented to the club.   
EXECUTIVE COMMITTEE MEETING: Executive Committee Meetings are open to all members.  Non-board members may participate in discussions but will not be allowed to vote.  Soon after induction, new members will be encouraged to join one of the club committees.

ALLOWANCES: All Club Officers and Committee Members are to be allowed expenses for routine supplies and costs (photocopying, ballots, educational materials, etc.).  Receipts, bills, or invoices are to be submitted to the Club Treasurer at all times for all expenses, including routine supplies.  Except for routine supplies, no club funds are to be allocated to anyone without the consent of the executive committee or a vote of the general membership.  All club members must receive notification in advance of any motion to purchase an item or service that exceeds a value of $100.00.

SUBMISSIONS TO TOASTMASTERS INTERNATIONAL: Club 770 will submit semi-annual reports and dues, club officer lists, and any other documents and monies due Toastmasters International before the required deadline dates.

NEW MEMBERS: Upon the clubs acceptance of a new member application, each new member prospect must be subjected to a vote by the membership in attendance.  The prospect must gain a majority vote of ‘ayes’ to become a member.  The VP, Membership will conduct an induction ceremony for each new member and assign an experienced member to serve as his or her mentor.  Each new member will receive:

1. A Welcome Letter

2. Links to the club website.
3. Current club roster.

4. A copy of the booklet, "A Toastmaster Wears Many Hats" and/or Robert Richert’s article, “The Minor Functions”.

5. Club Standing Rules and Policies.

6. A copy of "The Ice Breaker" speech (from Competent Communicator Manual).

7. New Member Pin (Supply Catalogue #5754)
8. Member ID Badge (Supply Catalogue #395C)

TROPHIES AND MEAL TICKETS: The club will provide awards (ex. trophies) to the first and second place winners of fall and spring speech contests.  The club will pay for the registration/meal at all Area speech contests for each 770 contestant and LACE training events for club officers.  

FUNDRAISERS: The Social and Reception Committee may occasionally schedule events to raise funds for the club treasury.  Gift auctions or other fundraisers should be made affordable and voluntary and held within the context of club meetings.

ROSTER: The secretary will provide each member with an updated roster on a regular basis.
EDUCATIONAL POLICIES:

BY THE BOOK: All club educational functions will follow Toastmasters International guidelines.

MANUAL SPEECHES: All speeches (Including educational briefs and contest entries) are to be based upon the Competent or Advanced Communication and Leadership Manuals.

E-MAILING THE SIGN-UP SHEET AND AGENDA: The VP, Education (or designate) will e-mail the schedule (sign up sheet or agenda) to all members one week before each meeting and the agenda one day before each meeting. 
OPENING FUNCTIONS:

Pledge of Allegiance - Club member will ask those who wish to participate to rise and face the flag.  He/she will lead the group in the Pledge.

Opening Thought - Club member will provide an uplifting, positive message of a generally spiritual or secular nature.

Toast - Club member will ask all to rise and raise their glass or other designated object and then give a brief, appropriate Toast.

Joke - Club Member will tell a brief joke or humorous story.  

EDUCATIONAL BRIEF: The VP, Education will regularly schedule educational speeches based upon club needs and using appropriate toastmaster materials (Leadership Excellence Series, Better Speaker Series, Successful Club Series, etc.)  The Educational Brief is eligible for the Best Speaker award.

All or any part of these Standing Rules and Policies may be suspended at any time by a simple majority vote of the members in attendance at any meeting.

