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Our Toastmaster meetings provide you with learning opportunities by following an agenda. Each agenda position helps you develop various skills for different public speaking situations you encounter in both personal and business activities.
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Toastmaster of the Day is the most important task in a Toastmaster's meeting. It is your responsibility to make sure the meeting follows the agenda, runs smoothly, and ends on time.

Good preparation is the key to a successful meeting. Everybody on the agenda should be prepared to perform their tasks. However, it is the Toastmasters responsibility to make sure they will be present and ready to perform their role.

During the week prior to the meeting, call each of the scheduled speakers and make sure they have prepared. Find out speech titles, times, and any special arrangements so you can plan introductions and podium needs. Call the Master Evaluator to be sure all Evaluators will be there. Call each of the other people on the agenda to be sure they will attend and understand their responsibilities.

Arrive early, well before the meeting starts with your agenda copy. Greet and meet each of the participants as they arrive. If somebody is missing, you must find a replacement before the meeting starts. If there are any guests, find out their names and be prepared to recognize them when the meeting begins.

During the meeting, your primary duty is to act as a genial host, introducing each speaker in a way that will help them do their best and encouraging the audience to listen with attention and anticipation. Don't just say, "The next speaker is... 
1. Open the meeting using the gavel and announcing, "The meeting of the

Lightly Toasted Toastmasters Club will now come to order."

2. Greet the audience and announce any changes to the agenda. Introduce any guests, but don't ask them to speak or otherwise cause any embarrassment.

3. Announce each segment of the agenda and the person performing the task. Don't be afraid to add some comments between segments. They help in the transition.

4. Announce each speech by title and speaker. Identify the speech manual number the speaker is presenting and briefly explain the objectives and timing.

5. At the end of each speech, lead the audience in applause and offer a brief word of apprecia1tion. Again, add some commentary for transition. If this is the final speech for a CTM, ATM, or other award, lead the audience in a standing ovation.

6. After all speakers have finished, introduce the Master Evaluator for the evaluation portion of the meeting.

9. The Master Evaluator will call you back to close the meeting. Time permitting, ask the guests to volunteer their comments about this meeting.

10. Return control of the meeting to the President for dosing remarks.
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This is a time for reflection, encouragement, or motivation. Your uplifting message can be a prayer, a reading, or a story and should not be more than two minutes long.

If it is a prayer, be respectful of all religions that may be represented in the Club. Don't assume the other members have the same beliefs as you.

If it is a reading, state the source and explain the relevance. Please avoid anything that could be interpreted as being in bad taste or controversial.

1.

2
3.

 4..

Acknowledge the Toastmaster, audience, and guests.

Deliver your message.

After the message, ask the audience to stand and lead them in the Pledge

of Allegiance:

"I pledge allegiance to the flag of the United States of America and to the republic for which it stands: One nation, under God, indivisible, with liberty and justice for all."

Return control of the meeting back to the Toastmaster of the Day.

Business Meeting

It is your job to control all discussion and keep the meeting moving. You direct who speaks and don't be afraid to ask them to keep it short. Keep discussion directed at you, the meeting chairman, and avoid side conversations among the audience. 

Robert's Rules of Order are in effect for conducting any business that may arise. When a motion is made, it must have a "second" before any discussion. You control the discussion until someone (including yourself) calls for a vote. Repeat the motion, call for "Yea" and "Nay" votes, and announce the decision. Additional Parliamentary Procedures are available from many sources, but are not usually needed here. 

1. Call the Business Meeting to Order: (You may use the gavel to begin) 

"The business meeting of the Toastmasters Club will come to order." 

2. Secretary Reading of the Minutes: 

"Will the secretary read the minutes from the last meeting? "' Are there any corrections or additions to the minutes?"' "The minutes stand approved as read (or corrected)."" 

3. Treasurers Report: 

“May we please have the treasurer's report?” 
"Are there any questions or comments on the treasurer's report?" "If not, the treasurer's report stands as read (or corrected)." 

4. Committee Reports: 

"Is there a report from the Executive Committee?"

"Is there a report from the Education Committee?" 

“Is there a report from any Special Committee?" 

5- Unfinished Business: (This involves matters continued from last meeting) 

"Is there any unfinished business?" 

6. New Business: (This is an opportunity for anyone to say what's on their mind) "Is there any new business?" 

7. Adjournment: 

"Do we have a motion from the floor to adjourn the meeting?" 

"Is there a second?"' 

“All in favor of adjourning the meeting signify by saying "Aye'."

"All opposed say 'Nay'" 

(You may use the gavel to end the meeting) 
"'The business meeting of the Toastmasters Club is adjourned."" 
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The purpose of "Spreading the New Word" is to teach Club members a word they may not know or use regular1y in conversation.

Choose a word that is fairly easy to pronounce, that can be understood by the audience, and that car1! be used by the various speakers during the meeting. Members are directed to learn the word and use it during the meeting when they speak.

After you choose a word, put the word on some type of display board or paper so everyone at the meeting can see it. Bring some tape in order to hang up your display. Your "New Word" will remain on display during the entire meeting.

1. Present your word. Say the word (using correct pronunciation) in a loud, clear voice. At the same time, display the word in a position that everyone can see.

2. Give the dictionary definition of the word along with some practical uses of the word. Use the word in a sentence. Examples can really help your audience understand the meaning for everyday applications.

3. When you are finished, return control of the meeting to the Toastmaster of the

day. The easiest way to do this is to say, "Mr. (or Madame) Toastmaster.
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Humor is a very important part of speaking and the Funny Bone is an opportunity to practice that skill.

The Funny Bone is open to your creativity and can be anything, as long as it is funny!

Try to select a joke or story that relates to the audience, includes a setup, and has a great punch line. Each of these are difficult skills to master and well worth the effort to enhance your everyday communication. Reading a selection, or a series of one-liners can also be ,done, but does not practice setup and punch line delivery.

Remember to keep it clean and in good taste. You don't want to offend anyone.

Try to keep your joke to less than two minutes.

Return control of the lectern back to the Toastmaster of the Day.
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The purpose of Table Topics is to give our members an opportunity to speak without prior practice or notice. These impromptu speeches should be one to two minutes each, so have enough topics to fill about twenty minutes. Your time will vary, depending on the length of the previous segments. Coordinate the end time with today's Toastmaster.

As Table Topics Master, it is your job to select topics that will challenge the speakers, but not frighten them away. It is always a good practice to call on an experienced member as your first speaker. This will help the others understand how to proceed when it is their turn.

Another main purpose for Table Topics is to make sure all Toastmasters at the meeting have a chance to speak. Therefore, it is important to call on those who are not on the agenda for the day. If you have time left, it is OK to call on members who are already on the agenda. Speakers for the day are exempt. Do not call on guests, other than by prior arrangement.

Select your speakers from the membership list. Cross out the prepared speakers and mark those in attendance as available. Select the order you will call them up. Try to

have your speaker list ready before Table Topics actually begins. This will keep you free from wasting time (and appearing unprofessional) looking for a speaker.

When presenting a topic and calling up a speaker, try not to divulge the name of the person until the very end. This makes everyone listen and have the feeling of possibly being called upon.

Watch your time. About _____a.m./p.m. (unless otherwise directed), you will stop the session and call the Toastmaster of the Day back up to take control of the meeting.
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When you are a scheduled speaker, it is your time to shine. Be sure to give it your best shot by following these recommendations:

1. Give a speech from the Toastmaster manuals. Try to closely follow the objectives and practice, practice, practice.

2. Keep within the designated time allowance of the speech. A typical five to seven

minute manual speech allows for a range of 4 minute 30 seconds to 7 minutes 30 seconds. Practice your speech to stay with in these targets.

-         Let the Toastmaster of the Day know your speech title, the manual number, and the

time required. Also try to give the Toastmaster some information about yourself, or any setup information you want the audience to know before you begin. A written introduction can easily handle all of this.

Be sure to address the Toastmaster and the audience before starting your speech, "Mr. (Madame) Toastmaster, fellow Toastmasters, and guests".

-         Do not say "thank you" after finishing your speech (the audience should thank you!).

.     Return control back to the Toastmaster with a simple "Mr. (Madame) Toastmaster" and a handshake.

3.

4

5 6
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The Master Evaluator is responsible for the evaluation portion of the meeting. This includes making sure beforehand that all of the scheduled evaluators will be present. If there are any changes, report them to the Toastmaster of the Day before the meeting begins.

1. As Master Evaluator, you will call on the evaluator for each speech to begin your portion of the meeting. Make sure to let the audience know whose speech will be evaluated when you introduce the evaluator.

2. Ask for the Grammarian's report.

3. Ask for the Timekeeper's report. This should include times for each Table Topic

speaker, each main speaker, and each evaluator.

5. Finally, give your evaluation of the meeting. You may include the following areas:

a. Did the meeting start on time?

b. Did the meeting segments stay on time?

c. Were any agenda positions performs extraordinarily well?

d. Was the lectern control handled properly?

e. Where could the meeting be improved?

f. Evaluate the evaluators. Any praise or recommendations?

6. Do not simply recall all the events of the meeting. The audience already knows what happened. they are looking for your opinions on what went well and where improvements can be made.

7. Keep an eye on the time. If there is plenty of time, it is OK to give a lengthy evaluation. If not, keep it short.

8. After you have completed your evaluation of the meeting, return control of the lectern back to the Toastmaster of the Day.
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Your goal as an evaluator is to provide an honest reaction to the speakers presentation in a constructive, supportive manner. Your evaluation should not be overly critical, but it shouldn't be "sugar coated" either.

When you are the evaluator, it is recommended that you contact the speaker before the meeting in order to find out what manual speech will be presented. You will be better prepared if you read through the requirements of the speech ahead of time.

Your evaluation will be a two to three minute presentation. listen carefully to the speech, keeping in mind the goals of the speech. Take notes, but be careful not to start writing the evaluation during the speech. You will have time to do this after the speech is completed.

Before doing your first evaluation, read the Toastmasters manual entitled "Effective Speech Evaluation". This manual has many tips for evaluators both experienced and inexperienced, including:

1. Respond to the speaker in terms of his/her effect on you.

2. Use the speech objectives as a way of organizing your reactions.

3. Emphasize that these are your reactions/opinions and not absolute truths.

4. Do not assume all of the audience reacted the same way. This is your reaction. 5. Do not judge. Avoid "do's" and "don'ts".

6. Give honest feedback, positive or negative. It's your opinion.

7. Emphasize the speaker's strengths.

8. Include at least one specific suggestion to improve for the next speech.

9. Do not retell the speech or argue with the content.

10. Finish your comments with positive remarks.

Also recognize that being an evaluator is as much a benefit to you as it should be to the speaker. You develop an ability to listen carefully. You also gain the experience of speaking in a thoughtful manner with very little preparation time.
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Your job as grammarian is to count non-essential utterances given by anyone that speaks during the meeting. These filler words include urn, er; ah, oh, and uh. Phrases

such as "okay' , "you know", and "you see" are also to be counted.

As grammarian it is also your job to look for grammatical errors, pronunciation errors, and slang words. The extent or depth of this review is up to you, as long as it is done in a manner that will be helpful and encouraging.

By observing and reporting these transgressions. you are helping the speakers

recognize where they can improve. You are also sharpening your listening skills.

Record each inappropriate utterance and grammatical error for each speaking role on the agenda. Each transgression shows room for improvement, so make sure you don't miss any!

At the end of the meeting, the Master Evaluator will ask for your report. Announce your counts and any comments for each person that spoke during the meeting (including yourself). This should be a brief report, usually one to two minutes-

Be careful not to get too engrossed with the speeches. You may forget to count!
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Timekeeper

Your job is to record times (minutes and seconds) for all speakers who presented a Table Topic speech, a prepared speech, an education session, or an evaluation. Begin timing when the speaker first recognizes the audience, verbally or non-verbally. and conclude ¥men control is returned to the Toastmaster, Master Evaluator, or Table

Topics Master. Turn on the timing lights to help the speaker recognize his or her targets.

General timing light rules: Turn the green light on at the minimum time, the yellow light

at the mid point. and The red light at the end time.

Table Topics: The target time is from one to two minutes. Turn the green light on at 1 minute, the  yellow at 1 ½  minutes, and the red at 2 minutes. Leave the red light on until the speaker is finished.

Prepared speeches: The target time is usually from five to seven minutes, but may vary depending on which speech assignment is being done. For example, the Ice-Breaker speech is 1rom four to six minutes, while speeches from advanced manuals are usually over ten minutes. The Toastmaster should announce the speech times, but it's a good idea to find out before the prepared speeches portion of the meeting begins.

For a five to seven minute speech: Turn the green light on at 5 minutes, the yellow at 6 minutes, and the red at 7 minutes. Leave the red light on until the speaker is finished.

Evaluations: The target time is from two to three minutes. Turn the green light on at 2 minutes, the yellow at 2 1/2 minutes, and the red at 3 minutes. Leave the red light on until the speaker is finished.

At the end of the meeting. the Master Evaluator will ask you for the Timer's report announce the target time, then read your recorded time for each speaker.

Ballot Counter
If voting is done for Best Speaker, Evaluator, and/or Table Topic, collect ballots as they are passed to you. Count them discreetly and write your results in a way that can easily get to the Toastmaster of the Day for presentation at the appropriate time.

It may be, wise to not count your own vote unless it is needed to break a tie.

