YOUR TOASTMASTERS CLUB

Toastmaster’s Checklist

(If you have any questions about this checklist, please feel free to ask any 
of the more experienced members. We are here to grow together.)
For additional information, please refer to the Competent Communicator and Competent Leader manuals.

* Bring your Competent Leadership Manual and ask a member to evaluate you as the Toastmaster. Choose a member who is not a speaker. 

Prior to the Meeting:

· Select a theme for the meeting at least one week in advance and email members the theme for the meeting. This will give everyone time to prepare for the meeting. The theme you select allows others to form their presentations around your theme.

· Email or phone other Toastmasters for assistance if you need help (i.e. for ideas on effective themes).  Members email address or phone numbers can be found on the ASTM website under “Members Only.” Click on “Edit Your Member Profile.”

· Go to the website (http://arthurstorer.freetoasthost.com/). Under “Members only” click on the “Duty Roster” link. Select the duty roster for the correct day. Then, in the comment box at the top of that roster: 

· Type in what the meeting’s theme will be; then

· Ask everyone to confirm their roles, and to provide a brief introduction. (Their introduction can tie into the meeting’s theme – eg. If the theme is “Vacations”, you could ask role players to briefly share their ideal vacation.)
· Ask for help filling any open roles

· Ask for missing speech information, (title, time, project number);

· Toastmaster may eliminate either or both humorist or listeners role in order to fill other priority roles such speaker, general evaluator and evaluator, etc. 

· Include your contact information for people to reach you.

· Prepare the agenda for the meeting. 

· Agenda may be printed directly from the website or a template is available from the “Downloads” section on the website. (AgendaFormat.doc)

· Be prepared for last minute changes

· Print 15-20 copies of the agenda for the meeting

· Prepare introductions for the Speakers, Table Topics Master, and General Evaluator

· Keep introductions short (two or three sentences).

· The General Evaluator should introduce the Evaluators. 

· Prepare remarks to bridge the gaps between program segments (i.e. during ballot collection.) You may not need to use your remarks, but you should be prepared to use them to avoid possible awkward periods of silence.

At the Meeting:

· Arrive at least 15 minutes early in order to finish any last-minute details (including filling roles if necessary.)

· Check with the Speakers for any last-minute changes.

· Shake the President or Presiding Officer’s hand when introduced. 

· Be enthusiastic and have fun. If you are having fun others will also have fun.

· Pay attention to the time during the meeting. 

· The Toastmaster controls the pace of the meeting.

· If necessary you can ask supporting role players to be brief or reduce the number of table topics given.

· Strive to end the meeting on time (at 11:30 am.)
· Introduce each of the role players for the meeting. (Refer to your agenda)

· Remember to stay at the lectern until control of the meeting is passed to the next person with a handshake.

· Likewise, shake their hand when they are finished to resume control of the meeting as the Toastmaster.

· Always lead the applause before and after the role players, each prepared Speaker, Table Topics Master, and the General Evaluator.

· Before introducing each Speaker, ask their Evaluator to give the speech objectives from the speech project the Speaker is presenting.

· After each speech, ask for one minute of silence so that members can write comments to the speaker on the appropriate ballot slot.

· After all the speeches have been delivered, ask the Timekeeper for a timer’s report.

· Ask everyone to vote for best Speaker.

· During this time the Vote Counter will pick up votes and speech comments.

· You may chose to use this time to comment on your Theme.

Table Topics Section

· Introduce the Table Topics Master as you would any Speaker. Shake their hand and sit down.

· After control of the meeting is returned to you as the Toastmaster:

· Ask for a Timekeepers report;

· Ask everyone to vote for best table topic.

General Evaluator Section

· Introduce the General Evaluator as you would any Speaker. Shake their hand.

· The general evaluator will then introduce the evaluators;

· The general evaluator will ask for a Ah counter, Word of the day (WOD), Grammarian and Timer reports;

· The general evaluator will give a general evaluation of the meeting.

Last Part of the Meeting

· When the General Evaluator has returned control of the meeting back to you, ask for a vote for the Most Enthusiastic.
· Ask the Vote Counter to come up and award ribbons for First Timer, Best Speaker, Best Evaluator, Best Table Topics Presenter and Most Enthusiastic.

· Turn the meeting back over to the Presiding Officer. Shake their hand and sit down.

