Suggested New Member Flow chart – 
Who is Responsible for Each Step?
VP Membership:

Before the meeting:

· Make sure Guest Book is out, and sit near it, to ensure Guests sign.

· Have blank name tents and hand write theirs, or write their name on a White/Black Board in the room.

· Either sit next to Guest or introducethem to another member to site with, to make ure they have an Agenda and briefly explain what is going on.

After the meeting:

· Give Guests Guest Packet with Membership Application in it.

· Ask them to join.

· If no, take address off Guest Book and mail follow-up card the next day.

· IF yes, give $$ and signed member app to Treasurer.  Give CC book to new member, and introduce them to VPE to schedule Icebreaker Speech.

· Ask them to return the CC book they will get in the mail.

· Make sure printed name tent available for new member at future meetings.

THEN

Treasurer:

· Submit new member application to TI (online or offline as needed) ASAP.  Pay for their membership, then deposit their payment to the club in the club’s checking account.

VPE:

· Add them to club website

· Work with guest and Mentors to match ASAP.  Ensure new member gets Toastmaster Orientation quickly.

· Schedule Icebreaker and roles in upcoming meetings.

· Work with VP-Membership to schedule induction ceremony.

VP Membership:

· Make sure pin and new member will be there, and Induct new member.

Mentor:

· Meet with new member to learn their goals (completing the “Member Interest Survey”, then giving a copy to your VPE is a “best practice”. 

· Go over Mentor Checklist (explaining roles, the two education tracks, online duty roster, etc.)

· Make sure they get signed up and work with them on their first few speeches and first few projects in the CL Manual.

