THE DISCHARGE & INSTALLATION CEREMONY OF THE EXECUTIVE COMMITTEE OF [




] TOASTMASTERS CLUB

THE DISCHARGE CEREMONY

President [


], on behalf of District 80, the Toastmasters Community & all members of [


] TMC, I thank you and your officers for having discharged your duties as club officers for the term 2012/2013 to the best of your collective abilities.
I request everyone in this room to stand and let’s give them all a standing ovation for a job well done.
The only thing left for me to say to all you fine people is that you are hereby discharged.

You may take your seats
THE INSTALLATION CEREMONY
I am here this evening, to install the Executive Committee of [

] Toastmasters Club for the term 2013-2014.

I now invite the following Toastmasters to please come forward:

Sergeant at Arms:

1. 
Treasurer:

1. 
2. 
Secretary:

1. 
2. 
Vice President of Public Relations:

1. 
2.  
President of Membership:

1. 
2. 
Vice President of Education:
1. 
2. 
President:
1. Their collective challenge is to make this club even stronger, by providing a mutually supportive and positive learning environment.

2. To provide every member the opportunity to develop communication and leadership skills through the Toastmasters Program.
3. To instill in its members self-confidence and a desire for personal growth through the Toastmasters Program.

4. To enable them to speak in an effective manner, to listen with sensitivity and to think creatively.

I will ask each individual Officer to step forward and hold this gavel as a symbol of leadership, as I briefly describe the challenges he or she must meet and the responsibilities he or she must discharge.

SERGEANT AT ARMS:
Toastmaster:

1)  
Having been elected as the Sergeant At Arms of   [

] TOASTMASTERS CLUB, your goals and responsibilities are:

· To serve as Master Host and make the necessary logistical arrangements for all club meetings.

· Work closely with your Vice Presidents of Public Relations and Membership to ensure that members and guests are comfortable and made to feel welcome during club meetings.

· To see to the proper and orderly conduct of the meeting by seeing to the meeting room layout, provision of materials and equipment such as ballots slips, tallying votes and maintaining club property between meetings.

SERGEANT AT ARMS, TOASTMASTER:

1)  
WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Sergeant at Arms:  Yes, I will.

(The SAA passes the gavel to the Treasurer)
TREASURER 

Toastmaster:

1) 
2) 

Having been elected as the Treasurer of [
] TOASTMASTERS CLUB, your goals and responsibilities are as follows:

· To see to the development and execution of financial controls, procedures and audits.

· Receive and disburse of funds in payment of all obligations.

· Develop and recommend a budget to the executive committee.
· Notify members of dues payable and see to the collection of dues.

· Work closely with your Vice President of Membership and the Secretary to ensure membership reports and dues and submitted in a timely fashion to World Headquarters.

TREASURER, TOASTMASTERS: 
1) 
2) 
WILL YOU PERFORM THESE DUTIES TO THE BEST OF YOUR ABILITY?

Treasurer:  Yes, we will.

(The Treasurer passes the gavel to the Secretary) 

SECRETARY

Toastmaster: 
1) 
2) 

Having been elected as the Secretary of  [

] TOASTMASTERS CLUB Toastmasters, your goals and responsibilities are as follows:

· To keep and update all club records and correspondences.

· To be an effective custodian of the Club Constitution, Bylaws and all other official club documents.

· Submit orders for Toastmasters supplies.

· Record and read minutes of club and executive committee meetings.

· Work closely with your Vice President of Membership, to submit names and dues of all new, transferred and reinstated memberships to World Headquarters.

· Submit names of newly elected club officers to World Headquarters within 7 days following elections.

SECRETARY, TOASTMASTER:

1) 
2) 

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

Secretary:  Yes, we will.

(The Secretary passes the gavel to the VPPR).

VICE PRESIDENT OF PUBLIC RELATIONS:
Toastmaster:

1) 
2) 

Having been elected as the Vice President of Public Relations of   [

]TOASTMASTERS CLUB, your goals and responsibilities are as follows:

· Develop, implement and administer a program that upholds a positive image of Toastmasters for all members, guests and the general public.

· You are in charge of internal and external public relations for the club, including but not limited to preparing and distributing news releases regarding club activities.

· Publicize club events, work with your club officers to develop literature about the club and maintaining the club web page (if any). 
· To work with the SAA and Secretary to maintain an effective program of internal club communications.
VICE PRESIDENT OF PUBLIC RELATIONS, TOASTMASTER:

1) 
2) 
WILL YOU PERFORM THESE DUTIES TO THE BEST OF YUR ABILITY?

Vice President of Public Relations:  Yes, we will.

(The VPPR passes the gavel to the VPM.)
THE VICE PRESIDENT OF MEMBERSHIP:
Toastmaster:

1) 

2) 

Having been elected as Vice President of Membership of [
] TOASTMASTERS CLUB, your goals and responsibilities are as follows:

· Plan, organize and implement continuous marketing effort that will ensure that the club maintains or exceeds its Charter Membership strength of 20 members and a minimum intake of at least 8 new members each term.

· Work with your Club Members, to promote club membership and membership retention.

· Work with the Treasurer for the prompt submission to World Headquarters of the Club’s reports and dues.

· Recognize members who have contributed to an increase in club membership.

· To maintain an accurate membership roster and attendance records.

VICE PRESIDENT OF MEMBERSHIP, TOASTMASTER:

1) 
2) 

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

Vice President of Membership:  Yes, we will.

(VPM   passes the gavel to the VPE.)

VICE PRESIDENT OF EDUCATION:
Toastmaster:

1) 
2) 
Having been elected as Vice President of Education for [
]TOASTMASTERS CLUB, your goals and responsibilities are:

· To plan successful club meetings so that each member has the opportunity to achieve his or her educational goals.

· To plan, organize and implement Communication and Leadership, Speech craft and other educational programs.

· To schedule members’ project speeches and appoint meeting officers.

· To update members’ progress charts and report education program completions promptly to World Headquarters.

· Recognize members’ achievements.
· Ensure that each new member is properly inducted and receives orientation to the Toastmasters educational program. A mentor is appointed to each new member. 

VICE PRESIDENT OF EDUCATION, TOASTMASTER: 
1) 
2) 

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

Vice President of Education:  Yes, we will.

(VPE  passes the gavel to the Installation Officer)

THE PRESIDENT:
Toastmaster [


] having been elected to the office of President of  [

] Toastmasters Club, you are the Chief Executive Officer and will be expected to preside over 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 THE GAVEL AS A SYMBOL OF YOUR LEADERSHIP AND DEDICATION TO OFFICE.

The gavel is a symbol of power and authority given to you by the members of this club.  Use it wisely and with restraint. 
You are not only a member of your team but also their 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 a common goal of achievement, sharing and mutual support.  
Work with your team members to create a healthy and dynamic Club, a Club which everyone can be proud of.

TOASTMASTER, [


] WILL YOU, AS PRESIDENT OF NUSS TOASTMASTERS CLUB, ACCEPT THIS CHALLENGE AND PERFORM YOUR DUTIES TO THE BEST OF YOUR ABILITY?

President:  Yes, I will.

(The President passes the gavel to the Installation Officer).

PINING CEREMONY
It is now my pleasure and honor to invite IPP [

] pin Club President with her Pin of Office.
I now invite Mdm. President to pin  IPP and her Officers with their respective Pins of Office.

It is now my honor and privilege to declare these fine Toastmasters of   [

] TOASTMASTERS CLUB installed into the offices to which they have been ELECTED.

Installation Officer addresses the Club collectively.

Will all Toastmasters in this room please stand?

The growth and development of the Toastmasters Program in [

] Toastmasters Club, depends largely on the actions of this group.  
On your honor, as men and women of Toastmasters International, do you, ladies and gentlemen, pledge to individually and collectively stand by this Club, live with it and work with it through out the rest of this term?

Everyone answers:  Yes, we will.

I would now like to invite President of [

] TOASTMASTERS CLUB to address the Meeting.
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