How meetings are planned:

(1) Members coordinate with VP with regards to scheduling through Goal-Setting workshop exercise, phone, email, or at weekly meetings

(2) VP Ed schedules several weeks/months in advance

(3) VP Ed emails agenda to Toastmaster of the upcoming meeting

(4) Toastmaster adds theme, fine-tune the agenda and email it to SAA

(5) SAA emails the agenda out to PAID members and prints enough copies for the meeting (SAA can claim photocopying expense at regular intervals as agreed by the executive board) 
(6) VP Membership emails guests every week and invite them to visit again
(7) VP Membership collects cheque from new member, gives the cheque to the Treasurer, sends the application form to Toastmasters International and then updates the club executives, especially the SAA with regards to new members joining so as to maintain an updated list of members for weekly emailing of agenda and future schedule
(8) Members are responsible for finding their replacement and notify the Toastmaster of the meeting should they be unavailable to fulfill their roles (members need to be provided with an updated membership list once in a while to enable this replacement procedure to happen)

(***** PAID Membership Roster is a confidential document for internal Toastmaster related businesses use only. Members are responsible for protecting the privacy of fellow members by treating the roster as highly confidential.*********)
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