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Who Contacts Whom?

Toastmasters meetings run smoothly when everyone knows their duties ahead of time and prepares properly.  The contact procedure below is a proven way to make sure all roles are covered, without the disorganized fuss that can cause visitors to lose interest. 

AT LEAST 6-8 DAYS BEFORE THE MEETING, the Vice President Education contacts people with roles that require a lot of preparation: the Toastmaster and Speakers.

WITHIN 24-48 HOURS of the conclusion of the weekly meeting, the Vice President Education sends a notice to all members, listing the following week’s roles. 

WITHIN 24 HOURS of the notification from the VPE, the TOASTMASTER contacts all members who have a role in the meeting, giving them the theme of the meeting and helping them understand their responsibilities. 
WITHIN 24 HOURS of the notification from the Toastmaster, ALL MEMBERS with roles respond to confirm their plans to attend, or else find their OWN substitute and notify the Toastmaster who it will be.

WITHIN 24 HOURS of notification from the Toastmaster, the EVALUATORS contact their assigned Speaker to (1) find out which Pathways project the Speaker plans to complete, (2) ask if there is anything particular the Speaker wants the evaluator to watch for in the speech, and (3) offer help with any concerns the Speaker has. 

When all of this is accomplished within the given time frame, all members know their responsibilities several days before the meeting, so they can be better prepared.

LECTERN ETIQUETTE

Please do not leave the lectern unattended during the meeting.  Always wait for the next person to arrive before leaving.  (Participants can move around the “stage” area during their speaking time, but should not leave that area to return to their seat until the next person has assumed control.)

When approaching to assume control of the lectern, shake hands with the person who is already there.  If that person is returning to your own side of the room, pass IN FRONT OF that person when moving to the lectern.

When relinquishing control of the lectern to someone else, shake hands with that person and return to your seat.  If you are moving to the SAME side of the room that the other person is coming from, pass BEHIND that person when returning to your seat.  This way, the person in front is in control of the lectern.

 Grammarian

QUICK TIPS: 
· Use the Grammarian form.

· Listen and report on especially powerful use of language as well as errors.

· Report number of errors only up to a maximum of five TOTAL errors, at which point you say the person “maxed out.”

· Try to give guidance as to where the errors seem to occur most often for each person.

· Suggested Language: “Joe, you maxed out, mostly with ‘uh’ when you were transitioning from one main point to the next.”

PURPOSE: 
Although Grammarian is often seen as a minor role, it is a serious speaking opportunity, which can make an important contribution to the meeting. The Grammarian has two duties: reporting on any interesting, unusual or effective uses of language and also on errors. The reason for this role is that awareness is the first step toward improving our speech patterns. 

PRIOR TO THE MEETING: 
Prepare a brief (less than one minute) but thorough summary of your role as Grammarian that explains your role to visiting guests. 

AS YOU ARRIVE AT THE MEETING: 
Get a copy of the "Grammarian Report” and the meeting agenda.  Use the agenda to fill in the names of the participants on the report. 

DURING THE MEETING: 
Throughout the meeting, listen carefully to all of the speakers and keep track of the types of grammatical errors and filler words using your Grammarian report form. Near the end of the meeting, the Toastmaster of the Day will ask you to report your findings. Most clubs levy a fine of five to ten cents per item, up to a maximum of five errors. Errors fall into four categories:
· Fillers (um, uh, y’know)

· Run-ons (connecting multiple sentences with and, so, but)

· False Starts (Well, double dribble)

· Grammatical errors

Do not attempt to record all errors, as this would take intense concentration and is less important than noting effective uses of language. Be sure to give correct usage of words or phrases that you have noted as incorrect. 

When called upon for your report, you may stand beside your seat or come to the front of the room to the lectern. Before you begin your report, you should precede this by a brief explanation of your role, if there are guests. During your report, if any member has exceeded five (total) errors, simply report that the member has "maxed out" instead of announcing the number of infractions, but give helpful guidance if possible, as to what situations seem to trigger errors, for example: “Joe, you maxed out, mostly with ‘uh’ when you were transitioning from one main point to the next.” 

If you chose to speak at the lectern, return control of the meeting by saying, "Madame or Mr. Toastmaster," remaining at the lectern until she/he arrives, and shaking hands, then return to your seat. 

 
Wordmaster

QUICK TIPS: 
· Choose a word that fits with the theme of the day.  The word should be relatively unusual but should be reasonable for people to use.

· Clearly pronounce the word, give one or more definitions, use it in a sentence, give alternate forms of the word which you will also accept, and repeat the pronunciation.

· Record all successful attempts to use the word.  Also record any attempts that you believe are worthy of credit, even if they were not completely correct.

· Report the total number of uses of the word for each participant who used it.

· Consider also reporting “missed opportunities” – places where a speaker could have used the word easily but did not.

· Suggested language: “Joe used the word of the day, ‘shrubbery,’ once, and he could have used it one other time when describing his blind date’s hairdo.”

PURPOSE: 
To present the members with the opportunity to learn a new word and use it to spice up their daily conversation. 

PRIOR TO THE MEETING: 
Before the meeting, select a "Word of the Day" that relates to the theme chosen by the Toastmaster.  Prepare a sentence as an example of how to use the word.  Consider printing a “poster” with the word in a very large font. You can also place the word in the Teams chat.
Prepare a brief (less than one minute) but thorough summary of your role as Wordmaster that explains your role to guests.

AS YOU ARRIVE AT THE MEETING: 
In letters large enough to be seen from the back of the room, print the word, pronunciation guide, part of speech and a brief definition, or put up your poster. Display the word where it can be seen without being a distraction. 

DURING THE MEETING: 
When called upon by the Toastmaster, stand at your seat and briefly state the purpose of the word of the day for those guests present.  Then give the word for the day with its additional information. 

Keep a list and count the members who use the word or a variation, and how many times they were able to use it.  If the word is not used much in general, note missed opportunities to use it.

Be prepared to present your report near the end of the meeting at the Toastmaster’s request. 


Jokemaster

QUICK TIPS: 
· Choose a joke or humorous story that relates to the theme of the day and is 2 to 3 minutes long.  
· Adapt and personalize the joke to make it your own.

· Practice so you can deliver the joke without notes and with feeling.
PURPOSE: 
Using humor is a great way to establish a bond with your audience and to capture and keep their attention.  The role of Jokemaster is an opportunity to focus on telling a humorous story well, so you will build the skills you need to use humor as part of a larger speech. 

PRIOR TO THE MEETING: 
Contact the Toastmaster to find out the theme of the day.  Come up with your own funny story related to the theme, or find one from a joke book, website, or other source.  The joke should be 2 to 3 minutes long and should be phrased as a story, not a riddle.  Personalize any borrowed material by substituting names of people you know, making it about “my parents” instead of “an elderly couple,” changing the background situation to match something that could reasonably happen in your job, etc.  The idea is to make it sound like your own funny story instead of just some joke you found on the internet.  Practice and internalize the joke so you can deliver it without notes.  Prepare a brief (less than one minute) but thorough summary of your role as Jokemaster that explains your role in the program to visiting guests.  

AS YOU ARRIVE AT THE MEETING: 
Choose a seat that will give you a good position from which to tell your joke, especially if you plan to use large gestures or whole-body movement. 

DURING THE MEETING: 
When called upon by the Toastmaster, stand at your seat and deliver your funny story, then smoothly return control to the Toastmaster. 


Timer

QUICK TIPS: 
· Use the Timer form.

· Before the meeting, ask each speaker at what times he wants the timing signals.  Default is green one minute before target, amber on target, red one minute past target. 
· Do not show any timing signal until it is time for the green signal – cover the colors.

· It is easy to lose yourself in the speech and forget to keep an eye on the stopwatch; make a point of remembering to perform your duty with the timing signals!
· Suggested language: “Joe, on a target of five minutes, you spoke four minutes and twenty-five seconds.”  Or, “All evaluators had a target time of two to three minutes.  Tom spoke three minutes; Pam spoke…”
PURPOSE: 
In an agenda which often includes contributions from 10-15 people, the control of timing is extremely important. The Timer's function is to provide timing signals to Speakers, Table Topic Speakers, and Evaluators and report on their time. 

PRIOR TO THE MEETING: 
Using the agenda as a checklist, review the activities to be timed - speech timings may be printed on the agenda.  Prepare a brief (less than one minute) but thorough summary of your role as Timer that explains your role in the program to visiting guests.  

AS YOU ARRIVE AT THE MEETING: 
Arrive a few minutes early, get the timing signals and stop watch, and ensure you understand how to operate the them. Check with all scheduled Speakers and find out their target time and at what time they want each timing signal.  Get a copy of the meeting agenda and the Timer's Report form, and fill in the names of the participants. 

DURING THE MEETING: 
Start operation of the stopwatch as each Speaker, Table Topics Speaker, or Evaluator begins to speak. Remember to check the stop watch frequently, and give timing signals at the agreed times. Leave the red signal engaged until the speaker finishes. If virtual, give visual timing signs through video if possible or leave timing signals in the group chat.
When called upon by the Toastmaster, stand at your seat and report on the times with humor and compassion. 

AFTER THE MEETING: 
Return the stopwatch and timing signals to the Sergeant at Arms 

Vote Counter

QUICK TIPS: 
· Collect votes three times: after the last prepared speech, after the last Table Topic, and after the last (General) evaluation.

· If the Toastmaster forgets to ask for votes to be passed, walk quietly around the room to collect them.

· Do not vote except in the case of a tie, in which case you break the tie.

· Avoid language that reveals anything about the vote other than who won, for example, avoid saying, “In a very close race…,” “I had to break a tie,” “In a surprising finish…,” etc.

· Suggested language: “The Table Topic Speaker of the Day is Joe.”

PURPOSE: 
As a way to recognize effort and achievement promptly, some Toastmasters clubs award the best Speaker, Evaluator, and Table Topic Speaker of the day. All members and guests are encouraged to cast votes for these awards, and the Vote Counter is responsible for counting them accurately and reporting the results when asked by the Toastmaster of the Day.

PRIOR TO THE MEETING: 
Prepare a brief (less than one minute) but thorough summary of your role as Vote Counter that explains your role to guests. 

AS YOU ARRIVE AT THE MEETING: 
Obtain a copy of the day’s agenda and prepare a tally sheet/Microsoft Forms with the names of the Speakers, Evaluators, and General Evaluator, as well as space for writing the names of Table Topic Speakers.

DURING THE MEETING: 
Collect and record the votes on your tally sheet inconspicuously. In order to avoid anyone else seeing the marks, some Vote Counters keep the results mentally instead. If virtual, send out Microsoft Forms links through the group chat to collect votes.
You yourself do not vote unless there is a tie, in which case you cast the tie-breaking vote.

When called upon by the Toastmaster, announce the winner of Table Topic Speaker of the Day, Evaluator of the Day, and Speaker of the Day. Do not give any indication of the voting results except the name of the winner. 

Specifically, avoid saying any of the following, or similar comments:

· It was a very close race, but …

· It was unanimous; the winner is…

· The very clear winner is…

· There was a tie between…

· There was a tie, but I cast the tie-breaking vote for… 

AFTER THE MEETING: 
Discard the ballots and your tally sheet where other members will not see them in passing.
Table Topics Master

QUICK TIPS:

· Choose questions that relate to the theme of the day.  The questions should allow room for creative thinking and free response, and should not require specific knowledge.

· Call first upon members who have no role, then members with a light role.  Do not call upon evaluators, as they are working.

· Ask the entire question, THEN call upon someone, so all members will think of how they would respond.

· If the responder has an unusual amount of trouble and seems panicked, be prepared to help him or her come up with a way to respond.  (For example, you could say, “If you don’t like the question that was asked, you can tell us something else.  How about telling us why you came to your first Toastmasters meeting?”)
PURPOSE: 
Table Topics allows members to develop their listening, thinking, and impromptu speaking skills.  It also provides speaking opportunities for members without a scheduled role. 

PRIOR TO THE MEETING: 
Prepare table topics questions related to the meeting’s theme. If no theme is scheduled, choose a selection of topics that follow a theme of your own choice.

Prepare a brief (less than one minute) but thorough summary of your role as Table Topics Master that explains your role to guests. 
Prepare sufficient topics to accommodate three to five members as topics speakers unless instructed by the Toastmaster to prepare more topics.

When formulating your questions: 

· Ask questions that allow creativity of response
· Phrase questions so that the speaker will know clearly what they are to talk about 

· Keep your comments short. Your job is to give others a chance to speak, not to give a series of mini-talks yourself. 

· Your questions should not require detailed knowledge, to compose an answer.
AS YOU ARRIVE AT THE MEETING: 
Obtain a copy of the agenda and notice the members who have no role or a small speaking role. Specifically, notice who the evaluators are, so you will not call upon them.

Greet any guests, and if a guest seems confident, describe Table Topics and ask if they might be interested in being called upon.  Do not pressure, just ask.

DURING THE MEETING: 
Follow the Toastmaster‘s guidance as to the number of questions to ask.  If no guidance is given, stop in time to allow enough time for evaluations and wrap-up (about 15 minutes).  For each question, ask the question first, THEN call upon someone to answer it.  Keep things positive, and avoid referring to participants in terms such as “victim” or “target.”  If a guest has indicated that he is willing to try responding to a Table Topics question, call on members for the first couple of questions, and make sure to select a relatively easy question for the guest.  After finishing, return control to the Toastmaster.

Speaker

QUICK TIPS:

· Tailor your speech to achieve the objectives of the Pathways project.

· Communicate with your evaluator to maximize your opportunity to learn how to improve.
· Provide your Toastmaster with an introduction. 
PURPOSE: 
Your purpose in speaking in a Toastmasters meeting is to improve your communication skills through targeted practice. 

PRIOR TO THE MEETING: 
Choose a project in your path, step through the training materials, and understand its objectives.  It is suggested, but not required, that you complete the projects in order.  Choose a topic that lends itself to achieving the project’s objectives.  (For example, if the project calls for you to use gestures, you might want to choose a personal experience that was very dramatic.)
Speak with the club member who will be your evaluator and share which Pathways project you'll be completing. Discuss with the evaluator your speech goals and personal concerns. Emphasize where you feel your speech ability needs strengthening. Send your evaluation form to your evaluator (located at the end of your training curriculum for the specific project). 

Prepare an introduction for the Toastmaster to use.  Include why the topic is important, why you are qualified to speak about the topic, and your Pathways project, objectives, target time, and desired times for green, amber, and red timing signals.

AS YOU ARRIVE AT THE MEETING: 
Arrive early and set up any equipment or props you plan to use. Notice the area where you will stand, and visualize giving your speech before an audience.  
Sit in a location that will give you easy access to the lectern, but not too close.  
DURING THE MEETING: 
Give your full attention to the speakers at the lectern while waiting for your scheduled speech. Try to avoid studying your speech notes while someone else is talking. 

While you are being introduced, stand unobtrusively and flex your legs as needed. Move smoothly to the lectern, shake the Toastmaster's hand, and assume control of the lectern. Wait until the Toastmaster is seated before beginning your presentation (unless this takes an unusual amount of time). 

At the close of your speech, turn toward the Toastmaster and say, "Madame/Mr. Toastmaster". Always wait for him/her at the lectern, shake hands, then return to your seat.  

During the evaluation of your speech, listen intently for helpful hints that will assist in building better future speeches. 
AFTER THE MEETING: 
Retrieve your evaluation form from your evaluator. Discuss any questions you may have concerning your evaluation to clarify any misinterpretations. Log into Pathways and complete your assessment for after the project. 

Speaker Evaluator

QUICK TIPS:

· Communicate with your speaker ahead of time to be able to give the most help.

· Review the Pathways project ahead of time and review the evaluation sheet.

· Follow the CRE formula: Commend, Recommend, Encourage.

 PURPOSE: 
Speech Evaluators have the important responsibility of evaluating individual prepared speakers. Evaluators are usually members who will have completed at least three speeches from their path. 
The purpose of any speech is to convey a message as clearly as possible. If parts of the message are not getting through to the listeners, the evaluator attempts to identify "why" this is happening. Merely stating "well done" is not evaluating a speech, but rather is judging a speech. 

The purpose of the evaluation is to help the speaker learn to focus less on his or her anxiety and more on the audience’s reception of the message. This requires that you become fully aware of the speaker's skill level, habits, mannerisms and progress to date. If you already know the speaker, some reflection on his/her past performances may assist with your evaluation. In addition to your oral evaluation, you will also give the speaker a written evaluation from the manual. The evaluation presented by you can make the difference between a worthwhile or a wasted meeting for your speaker. 

PRIOR TO THE MEETING: 
Talk with the speaker ahead of time to find out the pathways project/title and discuss the objectives of the speech. Ask about the speaker’s personal goals for the speech and what he/she hopes to achieve. Find out exactly which skills or techniques the speaker hopes to strengthen through this objective. 

Study the objectives of the project as well as the evaluation guide. This will enable you to know more of what behaviors or skills to evaluate. Remember, the purpose of evaluation is to help people develop their speaking skills in various situations, including platform presentations, discussions, and meetings. Achievement equals the sum of ability and motivation. By actively listening and gently offering useful advice, you will motivate the speaker to work hard and improve. When you show the way to improvement, you've opened the door to strengthening their ability. 

Prepare a brief (less than one minute) but thorough summary of the purpose, techniques, and benefits of evaluations that explains your role in the program to visiting guests. 

AS YOU ARRIVE AT THE MEETING: 
Confer with the speaker one last time to see if he/she has any specific things for you to watch for during the speech.   
DURING THE MEETING: 
Listen carefully to the speaker and record your immediate impressions - consider the questions set out in the evaluation. Also record any ideas or impressions of the speech as it is being delivered. Complete the written evaluation while the speech is fresh in your mind. Be as objective as possible. 

Do not feel constrained by the items suggested by the manual, if you have an additional comment that would help the speaker.  Take notes in addition to the items suggested by the manual. This will prevent you from forgetting things that you noticed or heard. You may use the margins in the manual for additional note space that will also help provide feedback to the speaker. 

Jot down what you considered to be: 

· Highlights - strengths, what you liked, what to continue 

· Distractions - what you think needs changing, what you found unclear, distracting, what you did not like and why, etc. 

· Improvements - what to try doing differently for the next speech 

When it is your turn to evaluate, smoothly assume control of the lectern. In your oral evaluation, try to begin and end with a note of praise and encouragement. Always include specific methods for improving the speech when possible. 

Begin with your brief talk on your role and responsibility, unless it has already been explained by another evaluator, or there are no guests. 

The spirit of an evaluation is not one of criticism but it is important to make specific recommendations. 

Avoid judgmental statements like, "You should have." Instead, approach your suggestions from the standpoint of: 

· If I were trying to convey the speaker’s message, how would I make things clearer? 

· If the speech was clear and easy to listen to, why did it come across so well? 

· Is it that the subject matter is interesting, the anecdotes amusing, etc.?
Be specific. Avoid using "good" or "could be improved" without anything specific to describe these comments. 

Though you may have written lengthy responses to the manual evaluation questions, don't read the questions or your responses. Your oral evaluation time is limited. Don't try to cover too much in your evaluation; perhaps one point on organization, one on delivery, and one on meeting the objectives of the speech. In addition, be sure to include the deserved praise and tactful suggestions in the manner you would like to receive them when you are a speaker. 
The general format of evaluation used in most Toastmasters clubs has become known as CRE: 

COMMEND - RECOMMEND - ENCOURAGE
Your commendations should be addressed to the audience in general but the recommendations for improvement should be addressed to the speaker personally. Remember, there is no "right" or "wrong" way to deliver a speech, but as an evaluator you can point out how the speech came across to YOU.  End with encouraging words to inspire the speaker to want to speak again.
Praise a successful speech and specifically tell why it was successful. Don't allow the speaker to remain unaware of a valuable asset such as a smile, a sense of humor, a good voice. Don't allow the speaker to remain ignorant of a serious fault or mannerism; if it is personal, write it but don't mention it aloud. Give the speaker the deserved praise and tactful suggestions in the manner you would like to receive them when you are the speaker. Remember that good evaluations may give new life to discouraged members and poor evaluations may dishearten members who tried their best. 

At the conclusion of your evaluation, await the arrival of the next evaluator. If you are the last evaluator, return control of the lectern to the General Evaluator by saying, "Madame or Mr General Evaluator," remaining at the lectern until she/he arrives; shaking hands and then return to your seat. 

Your speech evaluation should fall within the time frame of two to three minutes; the green signal will be shown at two minutes, amber at two minutes thirty seconds, and red at three minutes. 

AFTER THE MEETING: 
Return the evaluation form to the speaker. Add a verbal word of encouragement to the speaker, something that wasn't mentioned in the oral evaluation. 

General Evaluator

QUICK TIPS:

· 
· Observe the entire meeting and comment on things that went well. Offer specific suggestions to improve the next meeting.

· Listen to speakers as if you were their evaluator. Have praise and suggestions in mind, in case the assigned evaluator falls short.

· Use the General Evaluation form.

PURPOSE: 
The General Evaluator is responsible for the evaluation of the entire meeting. This begins with the opening of the meeting, through the business meeting, introduction of the Toastmaster of the day and every participating member, including the speaker evaluators. The exception would be the prepared speakers who have individual evaluators. However, if a speaker evaluator did not give adequate praise or offer specific suggestions for improvement, the General Evaluator fills those gaps. 

PRIOR TO THE MEETING: 
Check with the Toastmaster of the Day to see if there will be any planned deviations from the usual meeting format, and obtain a copy of the agenda.
Using the agenda, familiarize yourself with the structure of the meeting which may vary from time to time by individual Toastmasters of the Day. 


Prepare a brief (less than one minute) but thorough summary of your role as General Evaluator that explains your role in the program to visiting guests. 

AS YOU ARRIVE AT THE MEETING: 
Arrive a few minutes early. 
Obtain a copy of the General Evaluation of the Meeting form from the Sergeant at Arms to use during the meeting. Sit near the back of the room to allow yourself full view of the meeting and its participants. 

DURING THE MEETING: 
Take notes on everything that happens (or fails to happen) at the meeting and pay particular attention to the overall management of the meeting as well as the performance of the individual participants.

Your report should comment on the quality of preparation, organization, delivery and general performance of each individual. Although the General Evaluator does not evaluate prepared speakers or topics speakers, feel free to add something that an individual evaluator may have missed, especially if an evaluator has given an especially harsh (“hatchet”) evaluation or one with no recommendations for improvement (“whitewash”). The General Evaluation should recognize and encourage examples of good performance but we also need fairly positive recommendations on the improvement of inadequate performance. 

When called upon by the Toastmaster of the Day, to give your report, you should precede this by a brief explanation of your role (if there are guests). Upon completion of the last evaluator, you will then proceed to the lectern and deliver your evaluation of the meeting. 

When you have finished with your evaluation, return control of the meeting to the Toastmaster of the Day by saying: "Madame or Mr. Toastmaster", remaining at the lectern until she/he arrives; shaking hands and then return to your seat. 

As General Evaluator, you should also set an example of good time keeping. The general evaluation should fall within the time frame of two to three minutes; the green timing signal will be given at two minutes, amber at two minutes thirty seconds, and red at three minutes. 


Toastmaster of the Day

QUICK TIPS:

· Contact all participants ahead of time and confirm their plans to participate.

· Pay special attention when contacting new members, who may not know their responsibilities.

· Obtain introductions from Speakers and the Table Topics Master.
· Choose a theme and have several BRIEF tidbits of information to share on the topic. Encourage the Wordmaster and Table Topics Master to work with the theme.

· Bring copies of the agenda to the meeting and distribute (optional).

· Keep the meeting running on time.  If it gets behind, be aware of your options to get it back on track and use them.

PURPOSE: 
The primary duty of the Toastmaster is to act as a genial host and conduct the entire program. Program participants should be introduced in such a manner as to prepare the audience to listen with excitement and attention. It is the Toastmaster who creates an atmosphere of interest and expectation. 

The Toastmaster is responsible for everything from the time he/she is introduced to the time he/she returns control to the presiding officer.  Portions led by others, like Table Topics and Evaluations, are just delegated from the Toastmaster, who remains “responsible” for the program.

PRIOR TO THE MEETING: 
Choose a theme for the meeting, which will be carried by many of the other participants of the day.  Plan to weave the theme in throughout the meeting, but only in very brief snatches, so the program will remain on track, with time for Table Topics. 

Using the schedule you received from the Vice President of Education, prepare an agenda as a checklist. Contact all of the relevant participants and prepare a suitable introduction for each. If a participant will be unable to perform his/her assignment, remind that participant to arrange for a substitute and to tell you who it is.  The Vice President of Education can help in this if the participant is unable to find a substitute.

Call all speakers in advance to remind them that they are speaking.  Find out their speech title, manual project number, purpose to be achieved, time target, and something interesting about themselves which you can use when introducing them (job, family, hobbies, education, why this topic to this audience, etc.). 

The meeting is enriched if your introductions are interesting, informative and help us "get to know" the speakers/evaluators a little better. Typically, the speaker introductions should include: 

· Speakers name 

· Summary of Speaker's background as related to the topic
· Speech objectives (as defined in manual and any extra) 

· Title of speech and target time, if not on the printed agenda
· Information about “why this audience” and “why this topic”

· Speakers name once again 

Determine if any of the scheduled speakers need any special requirements for equipment, etc., which should be coordinated with the Sergeant-at-Arms. 

Contact the evaluators to confirm their assignments. 
Call both the Table Topics Master and the Wordmaster next especially if you have a theme for the meeting so they can incorporate or weave it into their responsibility. Lastly, the Timer and the Vote Counter. 

Plan a few remarks which can be used to bridge the gaps between program segments. You may never use them, but you should be prepared to avoid possibly awkward periods of silence. 

Print copies of the agenda, either from the club website or your own creation.

AS YOU ARRIVE AT THE MEETING: 
Arrive a few minutes early and check with the Educational Vice President and the President on any last-minute details. Check with the Speakers for any last minute changes. Ensure that any equipment is set up if required by the Speakers. 

Distribute the agendas and sit near the head of the table. Ask the Speakers to also sit near the front of the room for quick and easy access to the lectern. 

DURING THE MEETING: 
After your introduction by the Presiding Officer, make a brief introductory address for the benefit of guests. Preside with sincerity, energy and decisiveness. 

Always lead the applause after introducing the Speakers, the Table Topics Master and the General Evaluator. Remain standing near the lectern after your introduction and greet them with a handshake. Once the speaker has acknowledged you and assumed control of the meeting, be seated. 

For each Speaker: 

· Give your prepared introduction 

· Greet the speaker 

· Thank the speaker on completion of the speech 

· Ask audience to complete the comment section of the voting slips (allow 30 seconds) 

On completion of the prepared speeches, explain the voting procedure and call for the Timer's report. On completion of the Speakers session, explain the voting procedure and call for the Timer's report. Pass votes to the Vote Counter or complete the voting Microsoft Form.
Next, to give the Speaker Evaluators time to complete their work, give your prepared introduction for the Table Topics Master. Instruct as to how many table topics to deliver, leaving enough time for evaluations and wrap-up. 

On completion of the Table Topics session, explain the voting procedure and call for the Timer's report. Pass votes to the Vote Counter or complete the voting Microsoft Form. 


On completion of the speech evaluations and the general evaluation, explain the voting procedure (the General Evaluator is also eligible) and call for the Timer's report. On completion of the Evaluators session, explain the voting procedure and call for the Timer's report. Pass votes to the Vote Counter or complete the voting Microsoft Form. 
Call upon the Grammarian and Wordmaster to give their reports.  Pass the collection container for grammarian penalties, if your club does this.
Ask the Vote Counter to announce the names of the Evaluator of the Day, Table Topics Speaker of the Day, and the Speaker of the Day. 

Finally, return control of the meeting to the presiding officer that introduced you at the beginning of the meeting. 
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