SPRING AREA GOVERNOR VISITS AND REPORT FORM . . . ON THE PATH TO A DISTINGUISHED DISTRICT!
By Dori Drummond, DTM, D-8 IPDG (Select Distinguished District Governor 2009-10)

I. Importance and Timing of Club Visits
A.  Club visits are essential to the success of a club and for you to fulfill your role as a liaison between the club and the district.

B. Try to make an unofficial visit to each club by 2/28 (8/31—first half the TM year)
C. All official visits MUST be completed by 4/30 (10/30—first half of the TM year)
1. For a visit to be official, the online Area Governor Visit Report form must be completed and submitted.

2. E-mail or mail a copy of the blank PDF form to the club president about 2 weeks before the official visit. 
a. Ask the Pres. to fill in Section I. of the form (10 goals) in advance of the visit. 
b. You will complete the other sections of the paper form during the visit.

c. Make every effort to submit the online version within 48 hours of the visit.
II. Prepare for Visits

A. Review the Distinguished Club Program (DCP) points on the T. I. website.

B.  Review the educational achievements on the T. I. website by name and award (CC, AC, CL, etc.)
C. Take a hard copy of the report form with you to the official visits (in case the e-mailed copy was not printed or the mailed copy was not received or has been misplaced).
III. Complete EVERY blank AND check a box in response to each question on the form.

IV. Distinguished Club Plan/Membership (section I of the report form)
A. If a club has not prepared a Club Success Plan, it’s not too late!  

1. Strongly encourage a club that has not yet completed a Plan to do so soon.

2. Offer to assist them in completing a Plan—immediately following the club meeting when you are visiting or at the club’s next Executive Committee meeting.
3. Prepare a Plan even for newly chartered clubs so that they understand what the goals of a club should be and so that they get into the habit early on of completing a Plan.

B. If a club prepared a Club Success Plan last summer/fall, please review it with them and modify as necessary, e. g. someone who was going to earn an ed award may no longer be a member of the club .

C. In the section of the Plan where the club is asked to indicate who is responsible for completing each specific goal, please list extra names (back-ups) for each award.

1. When D-8 LGM Curtis Scroggins was president of the Capital Club, probably 10-12 members were listed as CC candidates for that Toastmasters year
2. At the end of his presidency, the club was President’s Distinguished for the first time in approximately 18 years.

D. Strongly encourage a club to NOT list 6/30 as the completion date for all goals.

1. D-8 DG Tim Spezia has asked that all educational awards be completed by 5/1.

2. By setting such an early deadline, that will allow some leeway for members who are running a little behind schedule to complete their awards by 6/30.

3. Likewise, new members should be recruited well in advance of the 6/30 deadline— for the sake of the club and so that the new members can start enjoying the benefits of Toastmasters as soon as possible.

V. Educational Program Excellence/Standards (section II of the report form)
A.  Moments of Truth is highly recommended for ALL clubs every year.
1.  Essential to the rebuilding of weaker clubs
2.  Even the strongest clubs in the District will benefit and are more likely to remain strong if they review this very important module each Toastmasters year.

B. Encourage the presentation of a second module, specifically what would be most helpful to the club (after seeking input of the officers).

VI. Club Excellence Standards (section III of the report form)

A. This portion of the form is self-explanatory, but please be sure to check ALL applicable boxes.

B. If some boxes are not checked, discuss their importance with club officers.

VII. Area Governor Comments (section IV of the report form)

A. An IMPORTANT section of the form!

1. Take time and think about your responses.
2. Get input from the club officers, especially the pres., before completing this section.

3. Club pres. will receive a copy of the form once it is submitted online
a. Don’t whitewash, but please be tactful, e.g. even if the pres. is lazy and incompetent, please do not state that on the form.  (  
b. Use your speech evaluation skills to provide constructive and helpful feedback.

c. Seek the assistance of your Division Gov. if the club has significant issues.
B. Members interested in District leadership roles (referred to as Section IV. 1. of the form)
1. Try not to leave this portion blank because this information provides a good resource when selecting future Area Govs and certain other dist. officers.
2. If you must leave this blank or have very few names to list, offer to conduct the module “Going Beyond Our Club” at a future meeting.
C. Club Strengths and Areas needing attention (referred to as Sections IV. 2. and IV. 3. of the form)
1. Review Moments of Truth for yourself to look for areas to evaluate.
2. Moments of Truth can be reviewed/downloaded from the T. I. website.

D. Suggested wording for section IV

1. Use key words/phrases—brevity is the soul of wit given that the “Top 3” need to review over 200 report visit forms a year!

2. Members interested in District leadership roles—Section IV.1.—list not only names, but also the specific office(s) in which they are interested—usually AG, but could include District Sec., Treas., Public Relations Officer (PRO), or Sergeant-at-Arms (SAA).

3. Club strengths (as applicable)—Section IV.2.:   experience, diversity, many guests/new members, members include past district officers, enjoyable meetings, camaraderie, etc.

4. Areas needing attention—Section IV.3.:  membership retention, recruitment of members (perhaps younger members in particular), an effective marketing plan, involvement in district activities, members to coach/mentor other clubs (use this last one if the club is strong), etc.

5. What can be done to support the club—Section IV.4.:  present module(s), communicate with officers more often (but do not visit on a regular basis so that you appear to be just another member), offer services of District Club Coach Chair (to train members to assist their own club and/or other clubs); promote the CL Manual, encourage dual membership, etc.
6. Recommendations for action—Section IV.5.:  open houses, membership campaigns/contest, speech-a-thons, monthly executive committee meetings, etc.

a. Humorous example of Recommendations for action

1. A few years ago, a visit report form was submitted in April or May for a club that had recruited few, if any, new members and had earned no ed awards all year.

2. The AG indicated that there was “nothing” that could be done to support the club, and his only recommendation for action was for the club to keep up the good work . . . seriously!
b. Perhaps better than anything, this example demonstrates the importance of a good report and for taking the time to provide thoughtful, meaningful information.
VIII.   FOLLOW-UP on the report 
A. Ensure that the educational awards are earned and posted online PROMPTLY.
B. Congratulate/recognize those members who do earn awards or who recruit several members.

C. Work with the club officers to ensure that recommendations for action are fulfilled.
D. Congratulate the club on its successes as they develop (successful open houses or membership contests, the posting of additional DCP points, etc.).
IX. FOLLOW-UP on the comments that the DG and the Lt. Govs. write in response to your report.
A. The “Top 3” has a LOT of experience, and they’ve served as AG’s .
B. Take advantage of their experience by implementing their suggestions for the benefit of your clubs. 

X. HAVE FUN!  
A. AG visits are critical to the success of your club, Area, Division, and the District.
B. AG visits also are one of the most enjoyable aspects of the AG role.
