Hi ________,
Welcome to the _________ Toastmasters Club!  As a member of our club Education Committee, it is my responsibility to send you the attached materials.  They are designed to help you on your journey in Toastmasters and our club.  Some of these items require a bit of explanation:  

Please copy the Speaker Intro Form to a file on your computer.  Each time you are scheduled to give a speech, use this form to prepare your speech introduction.  E-mail it ahead and hand a printed copy to the Toastmaster on meeting night.  The Toastmaster will use the Speaker Intro Form to introduce you and your speech. 

In your New Member packet is a booklet entitled, A Toastmaster Wears Many Hats.  This booklet provides brief descriptions of the functions that members perform at most Toastmaster meetings.  However, seeing the need for more detailed instruction, long time Toastmaster member Robert Richert wrote a comprehensive article entitled, The Minor Functions.  I recommend that you read it through and copy the article to a file on your computer.  Refer to the appropriate section when you are assigned one of these duties.  
Upon occasion, you will receive other materials from the Education Committee.  Meanwhile, it is critical that you work closely with your assigned Mentor these first few months.  
We look forward to your active participation in the __________ Club, and we are dedicated to helping you achieve your goals!
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