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02:00 –	 Courses/concurrent sessions (50 minutes)
03:00 –	 Courses/concurrent sessions (50 minutes)
04:00 –	 Adjournment

Eight hours
00:00 –	Registration/orientation
01:00 –	 Courses/concurrent sessions (50 minutes)
02:00 –	 Courses/concurrent sessions (50 minutes)
03:00 –	 Courses/concurrent sessions (50 minutes)
04:00 –	Lunch
05:00 –	 Courses/concurrent sessions (50 minutes)
06:00 –	Courses/concurrent sessions (50 minutes)
07:00 –	 Courses/concurrent sessions (50 minutes)
08:00 –	Adjournment

Sample TLI Class Schedule

01:00	 The Club President (Required for president)
	 Room 1      (TM 100)
	 Educational Excellence 
	 (Required for vice president education)
	 Room 2      (TM 110)	  
	 Effective Evaluations
	 Room 3      (TM 200)
	 Be a Better Contest Judge
	 Room 4      (TM 210)
02:00	 The Vice President Membership 
	 (Required for vice president membership)
	 Room 1      (TM 120)
	 Public Relations Techniques 
	 (Required for vice president public relations)
	 Room 2      (TM 130)
	 Motivating Achievement
	 Room 3      (TM 220)
	 Club Quality: The Moments of Truth
	 Room 4      (TM 230)
03:00	 The Secretary/Treasurer 
	 (Required for secretaries and treasurers)
	 Room 1      (TM 140)
	 The Sergeant at Arms 
	 (Required for sergeant at arms)
	 Room 2      (TM 150)
	 Discovering The Successful Club Series
	 Room 3      (TM 240)
	 Attracting New Members
	 Room 4      (TM 250)
04:00	 Motivating Members through the Communication and Leadership Tracks
	 Room 1      (TM 260)
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	 Exploring The Leadership Excellence Series
	 Room 2      (TM 270)
	 Charting a Course for Club Success
	 Room 3      (TM 280)
	 Conducting Quality Speech Contests
	 Room 4      (TM 290)

Each club officer should be required to attend the session for that particular office. For example, 
club presidents should be required to attend the session for club presidents. You may also require 
club officers to attend other sessions. For example, you could require vice presidents education to 
attend the session for vice presidents education, the session about the Distinguished Club Program, 
“Charting a Course for Club Success,” and two other courses of their choosing.  

Include a list of TLI course titles, numbers and a brief description of each course’s content and/or 
objectives with promotional and registration materials. Be sure to include the minimum number of 
courses club officers are required to attend and indicate the required course(s) for each club office.

Additional TLI Sessions

Club officer training must use the club leadership training materials provided by Toastmasters 
International and available online at www.toastmasters.org/COTmaterial:

��Achieving Success as a Club Officer, which includes scripts for training club presidents, vice 
presidents education, vice presidents membership, vice presidents public relations, secretaries, 
treasurers and sergeants at arms

��Attracting New Members

��Charting a Course for Club Success

��Motivating Achievement

Toastmasters International also has other materials you can use for training:

The Successful Club Series

�� The Moments of Truth (Item 290)

�� Finding New Members for Your Club (Item 291)

�� Evaluate to Motivate (Item 292)

��Closing the Sale (Item 293)

��Creating the Best Club Climate (Item 294)

��Meeting Roles and Responsibilities (Item 295)

��Mentoring (Item 296)

��Keeping the Commitment (Item 297)

��Going Beyond Our Club (Item 298)

��How to be a Distinguished Club (Item 299)

�� The Toastmasters Educational Program (Item 300)
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The Better Speaker Series

��Beginning Your Speech (Item 270)

��Concluding Your Speech (Item 271)

��Controlling Your Fear (Item 272)

�� Impromptu Speaking (Item 273)

�� Selecting Your Topic (Item 274)

��Know Your Audience (Item 275) 

��Organizing Your Speech (Item 276)

��Creating an Introduction (Item 277)

��Preparation and Practice (Item 278)

��Using Body Language (Item 279)

The Leadership Excellence Series 

�� The Visionary Leader (Item 311)

��Developing a Mission (Item 312)

��Values and Leadership (Item 313)

��Goal Setting and Planning (Item 314)

��Delegate to Empower (Item 315)

��Building a Team (Item 316)

��Giving Effective Feedback (Item 317)

�� The Leader as a Coach (Item 318)

��Motivating People (Item 319)

�� Service and Leadership (Item 320)

��Resolving Conflict (Item 321)                       

You could also have sessions on:

�� The High Performance Leadership program (Item 262), which requires a member to complete a 
leadership project of his or her own choosing following the instructions in the manual.

�� Speech contest judging, using the Speech Contest Judges Training Program (Item 1190).

��Conducting speech contests, using the training program “Conduct Quality Contests”.

��Clubs’ progress in the Distinguished Club Program.  Download the latest DCP reports for each 
club from the TI website, distribute them to their respective officers during the session, review 
each club’s progress and discuss how each club can achieve goals.

��Resolving conflict. If some clubs are having conflicts among members and/or officers, discuss 
how to resolve conflict and achieve harmony.

Report club officer training online at www.toastmasters.org
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Please share your feedback on this session. We’d like to know. Your thoughts will help us provide the best possible 
presentations in the future. So, please take a moment to complete this form.

Name (optional): _________________________________________________   Date: _____________________________

1)  Location:______________________________________________________________________________________

2)  Trainer(s):_ ____________________________________________________________________________________

3)  Your overall evaluation of the course:
	 Content	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Objectives clearly stated	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Organization	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor

4)  Your overall evaluation of the trainer(s):
	 Knowledge of subject	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Preparation	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Responses to questions	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Encouraged participation	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor
	 Referenced other sources	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor

5)  Please rate the facilities:	 ◻ Excellent      ◻ Very Good      ◻ Good      ◻ Fair      ◻ Poor

6)  What part of this training was most helpful to you?

7)  What part was least helpful to you?

8)  What two things did you learn that will make you a more effective club officer?

9)  What other topics would you like to have had addressed during training?

Additional comments:

TRAINING
EVALUATION
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Name____________________________________________________________________________________________

Address_ _________________________________________________________________________________________

City_ ____________________________________________________________________________________________

Current office:	 ◻ President	 ◻ Vice President Education	 ◻ Vice President Membership

	 ◻ Vice President Public Relations	 ◻ Secretary	 ◻ Treasurer

	 ◻ Sergeant at Arms	 ◻ Club member (not a club officer)	 ◻ Area Governor

	 ◻ Division Governor	 ◻ Other _______________________________________________

Date ____________________________  Club Name _______________________________________________________

Club Number ___________________________________  Division ____________________  Area ___________________

Home Telephone __________________________________  Work Telephone ___________________________________

Cell ______________________________  Email ___________________________________________________________

REGISTRATION FORM



www.toastmasters.org


