CLUB FILE BOX

Items every club should have available at each meeting

Sergeant at Arms:

Guest Sign-up Book

Ballots and Brief Evaluations (Supply Catalogue #163)

Ribbons for Best Speaker, Table Topics, Evaluator, First Timer
Extra Speaker Introduction Forms
Functionary Forms - Timer, Ah Counter, Grammarian, Vote Counter
    Optional: Set of Visitors Cards (Supply Catalogue #904)

Application for Membership forms (Supply Catalogue #400)

One copy of each; Competent Communicator (Supply Catalogue #225) and Competent Leadership Manual (Supply Catalogue #265)  
    Optional: Copies of evaluation forms from all speech projects in both manuals    

At least 20 copies of meeting agenda forms with spaces to fill in names (as a backup) 

Set of colored timer's cards (green, yellow, red) as a backup for timing lights

Updated copy of Club Constitution and Bylaws (Supply Catalogue #210C)


At least 5 guest packets (to hand out to first time guests) containing:


Copy of Toastmaster Magazine

Toastmaster promo flyers (Supply Catalogue #'s 99, 100, or 103) or equivalent
One page flyer about the club that includes the appropriate contact person(s), club meeting times and location
    Optional: Guest Guide to the Meeting procedures
    Optional: Club History

VP, Membership 
At least 3 new member packets containing:



Club Welcoming Letter


Current club roster 
Booklet, "A Toastmaster Wears Many Hats" and/or Robert Richert’s article, The Minor Functions (may be e-mailed)


Club Standing Rules and Policies



Copy of "The Ice Breaker" (Speech #1 from Basic Manual)


New member pin


New Member Badge
(Add any other items the club may need or use on a regular basis)


