TOASTMASTERS AGENDA

The section below in light gray is the President’s portion of the meeting:

7:00pm – Introduction of the President (or presiding officer)

                    Intros, Flag Salute, Joke, Opening Thought, Business, 
                    Education Brief, etc.
  President conducts all of the above and then introduces the
  Toastmaster:
7:20pm – Educational Session; Toastmaster is Introduced

   Be positive and enthusiastic throughout the meeting.  Keep it

 flowing and on time. Note - timing and break may be altered due to the number of speakers or other program changes.
                Announce the meeting theme and warm up the audience (about 
                     one minute.)
Introduction of Functionaries - Explain: that we assign these
                      functions for the purpose of:
1. Providing more speaking opportunities to members

2. Improving our listening skills

3. Improving our communication and leadership skills

Next: Go down the line and ask each of the Functionaries to                 explain what their duty entails and why we incorporate this function into our meeting:

                     General Evaluator__________________________________​​_
    Timer______________________________________________
                     Ah-Counter_________________________________________
                     Grammarian________________________________________
   Vote Counter_____________________________________
                     Introduce Table Topics Master________________________ 


   Watch the time - if necessary, tell T.T. Master when to wrap up.                 



   If the T.T. Master forgets, call for timer’s report and the vote.
7:45pm – Break; call for a recess (do not say “adjourn”; that means the 

            meeting is over).
Instruct the Timer to time the break - reconvene on time.

8:55pm – Reconvene; settle down the audience before you introduce the first
                     speaker:

                Introduction of Prepared Speakers (Refer to your notes for 

                     introductions).    





       1. _________________________________Time:_____________
                2. _________________________________Time:_____________
                3. _________________________________Time:_____________

                4. _________________________________Time:_____________
After the speeches, make some positive comments about the Speakers.  Encourage everyone, including guests, to write comments about the speeches on their ballot forms. 

                Call for Timer’s report


       Call for the vote for Best Speaker 
8:30pm – Introduce the General Evaluator


  (General Evaluator conducts Evaluation portion.)
8:50pm – Re-Introduction of Toastmaster
                Thank the General Evaluator
                Place the ribbons upon the lectern and…
       Call upon the Vote Counter to proceed to the lectern.  (The Vote    
                Counter announces the winners for Best Table Topics, Evaluator,    
                and Speaker – plus First Timer if relevant.  He/she calls upon the    

       winners to come forward and hands them their ribbons).         

                Final Comments (don’t forget to thank the participants)
8:55pm – Return control to the President (you are done!)



