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Purpose of the LEEdership LEGACY SERIES™

The LEEdership LEGACY SERIES™ is a collection of 

informational, leadership resources created from the perspective 

of Cassandra “D.I.V.A. of Dialog™” Lee. Each report in the series 

contains details, strategies, tips, and/or plans which can be used 

for the educational achievement of members and distinguished 

success of club leaders, Area Directors, Division Directors, and 

District TRIO members of Toastmasters International.



“How to Submit Your NEW Club 
Officer List on the TI Website” 

Special Report of the LEEdership LEGACY SERIES™



Step 1: Visit “www.toastmasters.org”



Step 2: Click “Leadership Central”



Step 3: Click “Club Central”



Step 4: Log-in with Your “Username and Password”

Don’t have these? Create them on the Toastmasters website 



Step 5: Click “Log In”



Step 6: Select a Club to “Conduct Club Business”



Step 7: Go to the “Club Administration” Section 



Step 8: Click “Club Officer Assignment” 



Step 9: Click the “Future” Tab (it will have the date of the new club year)

Step 10: Use drop-down field to select names of active 
members who will serve as a new club officer

Step: 11: Click “Save” when all seven (7) officers are entered



NOTE on Keeping Your Club Officer List 
Current During the Club Year

• To update your club officer list 
throughout the club year:

• Click the “Current Year” tab       
(i.e. July 1, 2017 – June 30, 2018) instead 
of the “Future Year” tab             
(i.e. July 1, 2018 – June 30, 2019)

• Select the club officer role which 
needs updating

• Use the drop-down field to choose 
name of active member who will 
now serve in that role

• Click “Save” to submit update



March – Put together your club’s Nomination Committee with your Immediate Past Club President as Chair

March – Have Nomination Committee talk to club members to secure club officers for upcoming club year

April – Let Nomination Committee present slate of candidates at first club meeting of the month

May – Hold club officer elections at first club meeting of the month

May – Submit NEW Club Officer List online to TI

June – Have NEW club officers attend first-round of training at your District’s TLI



Submit Your NEW Club Officer List by June 10

Have four (4) or more club officers attend BOTH rounds of club officer training

Achieve Goal #9 in the Distinguished Club Program (DCP)



About the Author
A servant leader with over 20 years of dedication to the Toastmasters International organization, two-time 

distinguished Toastmaster Cassandra “D.I.V.A. of Dialog™” Lee has supported and managed clubs, 

areas, and divisions of Districts 30 and 103. Her personal quest for leadership development challenged her 

to accept membership in Toastmasters; influenced her to take on various leadership roles; and stretched her 

to learn and know pertinent information about the Toastmasters International program for club membership 

and management. She has devoted her servant leadership to her home club the Wrightwood-Ashburn 

Overcomers (WAO) Toastmasters Club #771880. It has become an award-winning distinguished club in 

Districts 30 and 103 for 12 of its 15 years in existence. She has also been a servant leader mentoring, 

training, advising, and inspiring other leaders of Districts 30 and 103 where she served as the first-ever 

District Director. Her commitment to guide members toward educational achievement and leaders toward 

distinguished success earned her the "Excellence in Program Quality Award" from Toastmasters 

International in the 2016-2017 club year. She continues that commitment with the creation of her 

LEEdership LEGACY SERIES™ and D103 Senior Advisor Webinar Series. Outside of her life in 

Toastmasters, she serves the attendees of her professional development seminars and virtual trainings by 

using Divine Inspiration Vocally Applied™ to educate and empower them toward workplace satisfaction and 

career success. Learn more details on this future Toastmasters International Accredited Speaker (AS) at 

www.d103tm.org; http://wao.toastmastersclubs.org; and/or www.divaofdialog.com.
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