(CLUB NAME) TOASTMASTERS CLUB #____

Meeting Guide for Guests (SAMPLE)

Welcome to the (club name) Toastmasters Club.  We are honored to have you as our guest.  We hope that your evening with us will be an interesting, educational, and fun experience.  Please don’t hesitate to ask questions, and we encourage you to participate.  Following is a brief overview of the major activities at a typical meeting:

The Business Meeting

The President calls the meeting to order and then conducts club business.  Officers give reports pertaining to club activities and action is taken if necessary.  This portion of the meeting is part of our leadership training.

The Educational Session

TOASTMASTER – The Toastmaster is the host for this portion of the program.  He or she is responsible for introducing the various program participants and keeping the meeting on track.  

FUNCTIONARIES – Each of these duties are designed to help us improve upon specific aspects of communication and leadership.  Each functionary will begin by describing his or her duty and then give a report toward the end of the educational session.  

TABLE TOPICS – This is one of the most popular portions of our meeting.  The Table Topics Master arrives prepared with a series of topics known only to him or her.  He or she calls upon individuals to stand and give an impromptu response within a one to two minute time period.  The object is to learn how to gather one’s thoughts quickly and give a coherent, well-organized response.  Guests are invited to participate.

PREPARED SPEECHES – Members are scheduled well in advance of meetings to give a speech.  This gives them time to prepare.  Each speaker follows the criteria outlined in the Toastmasters Competent Communicator Manual or one of the sixteen Advanced Manuals.  Typically, we schedule three or four prepared speeches.  The average speech length is from five to seven minutes.

EVALUATION – The last part of the Educational Session is one of the most valuable.  The General Evaluator serves as host for this portion of the program.  Each of the Prepared Speakers is given a written and oral evaluation by a fellow club member.  The purpose of Evaluation is to provide the speaker with immediate feedback about the effectiveness of the speech in a positive and helpful manner.  This is how we improve as public speakers.  

AWARDS – We believe in recognizing improvement and achievement.  During various parts of the program, members and guests are invited to cast a vote.  Toward the end of each meeting a ribbon is handed out for the best Table Topics, Prepared Speech, and Evaluation.  
We are a group of individuals from diverse backgrounds and with diverse interests who share a commitment to work on improving our leadership and communication skills.  

For information about joining the __________________Club, 
please see our Membership Chair, _________________________
THANK YOU FOR ATTENDING OUR MEETING!
