Sample Toastmasters

Prospective Club #999999 – Area 3? – Metro Division – District 50

Month Day, 2007 - Meeting 

Theme: “________________________”
12:00  Sergeant at Arms




Joe Sergeant, TM
1.
Call the Meeting to Order

2.
Inspiration or Quotation & Pledge (_________________, TM)



3.
Introduce the Toastmaster

12:03  Toastmaster





Jane Toastmaster, TM
1. Introduce the Theme: _____________________


2. Introduce the Duty Holders and have them give short explanations of their duties; grammarian should also introduce the Word of the Day
· Ah Counter  


_________________, TM
· Grammarian


_________________, TM
· Vote Counter


_________________, TM
· Timer



_________________, TM





Word of the Day:


SAMPLE (SAM-pull) 

–noun

1. Definition goes here.

An example of the word of the day used in a sentence goes here.

    3.  
Ask Evaluator #1 (Evaluator #1 Name, TM) to give objectives of the speech

    4.  
Introduce Speaker #1:  
Speaker #1 Name, TM
· C&L Speech Project #1:   Icebreaker
· Title:  ____________________________  

4-6 minutes

· Remind everyone to write comments to Speaker
5.    Ask Evaluator #2 (Evaluator #2 Name, TM to give objectives of the speech
 

6. Introduce Speaker #2: 

Speaker #2 Name, TM
· C&L Speech Project #1:   Icebreaker
· Title:  ____________________________  

4-6 minutes

· Remind everyone to write comments to Speaker 
7. 
Call for a Timer’s Report for the Speeches

8. 
Vote for Better Speaker
Give control to the Table Topics Master

12:22  Table Topics Master




Joseph Tabletopics TM
 

1.
Explain Table Topics    

· Why we have it
· Remind people to use Word of the Day

2.
Conduct Table Topics

3.
Call for a Timer’s Report

4.
Call for a Grammarian’s Report for the Table Topics
5.
Direct Members to Vote for the Best Table Topics Speaker
Give control to the General Evaluator
12:35  General Evaluator




Janette General, TM
1.
Introduce the Speech Evaluators one at a time and have them give evaluations.  

Evaluator #1 Name, TM – Speaker #1 Name, TM
Evaluator #2 Name, TM – Speaker #2 Name, TM
2.
Call for a Timer’s Report for the evaluations

3.
Vote for the Better Evaluator

4.
Evaluate the Evaluations

5.
Ask for Grammarian’s Report for the meeting 

6.
Ask for “Ah” Counter’s Report for the meeting 

7.
General Evaluation of the Meeting

Give control to the President 

12:55  President





Madame Club President, TM
1.  Comments by guests

2.  Club Business

3.  Present the Awards – Best Speaker, Evaluator, Table Topics 

4.  Set agenda for upcoming meeting

5.  Adjourn
1
1

