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Introduction
I am here to install the officers of club __________________________ and to prepare them for the challenges that lie ahead.  Their collective challenge is to make this club strong, dedicated to helping people, from all walks of life to speak in an effective manner, listen with sensitivity, and think creatively.

I will ask each officer to hold the gavel as a symbol of leadership as I briefly describe the challenges he or she must meet and the responsibilities he or she must fulfill.

Sergeant-at-arms

Toastmaster ______________________ the role of sergeant-at-arms requires you to:
1. Maintain club equipment and keep adequate supplies

2. Arrange for a replacement and for assistance if necessary

3. Greet members and guests and arrange for guests to sit with members

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the treasurer.

Treasurer

Toastmaster ______________________ the role of treasurer requires you to:

1. Prepare a budget to be approved by the executive committee

2. Submit new member applications and due to World Headquarters within 48 hours after receipt
3. Present financial reports quarterly

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the Secretary.

Secretary

Toastmaster ______________________ the role of secretary requires you to:

1. Maintain an accurate membership roster

2. Handle general club correspondence

3. Record and read meeting minutes

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the Vice President Public Relations.

Vice President Public Relations

Toastmaster ______________________ the role of Vice President Public Relations requires you to:

1. Promote the club to local media

2. Produce and distribute a club newsletter or website

3. Promote membership programs

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the Vice President Membership.

Vice President Membership

Toastmaster ______________________ the role of Vice President Membership requires you to:

1. Conduct on going membership building programs

2. Follow-up on guests, new members and members not attending meetings
3. Help guests wishing to join complete the Application for Membership

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the Vice President Education.

Vice President Education

Toastmaster ______________________ the role of Vice President Education requires you to:

1. Plan club meetings, completing schedules and assignments at least 3 weeks in advance

2. Track all members’ progress toward awards

3. Assign every new member a mentor

Will you perform these duties and others to the best of your ability?

If yes

Please pass the gavel to the President.

President

Toastmaster ______________________, having been elected the president of __________________, 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.  
The gavel is a symbol of power and authority given to you by the membership of this club.  Use it wisely and with restraint.  You are member of your team as well as a leader.  Work with your team members to create a healthy dynamic club – a club of which everyone will be proud.

Will you, as president, accept this challenge and perform your duties to the best of your abilities?

Conclusion

It is my pleasure to declare these Toastmasters installed into the offices to which they have been elected.

And now, to all members in attendance: On your honor do you pledge to stand by this club, live with it, and work with it throughout the coming year?

Mister / Madam President I turn control of the meeting over to you.

