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CONQUERORS GUIDE TO SERVING AS TOASTMASTER OF THE MEETING
Before the Meeting

Tuesday Before the Meeting:

1.
Obtain list of meeting participants from VP-Education

2.
Call or email General Evaluator to: (a) remind that he or she is general evaluator; (b) remind of the need to contact the evaluators and functionaries to remind and confirm their attendance at the meeting; (c) remind of the need for the General Evaluator to prepare an introduction.

3.
Call or email Table Topics Master to confirm attendance at meeting/advise of meeting theme if there  is one, and remind of need to prepare introduction.   
4.
If necessary, send general firm email requesting people to fill empty meeting roles

5.
Call or email all Speakers to confirm their attendance/remind them to prepare introductions

6.
When calling or emailing General Evaluator, Table Topics Speaker, and Speakers, advise them of the theme if there is one so they can incorporate it into their introductions

7.
Call or email person doing Invocation and Pledge to confirm his or her attendance

Thursday/Friday Before The Meeting:

1. 
Check list of people confirmed.

2. 
Re-call or re-email people who have not yet confirmed.

3.
Prepare rough draft of meeting agenda

4.
Get with General Evaluator to get current list of evaluators/functionaries

Monday During the Day Before Leaving For the Meeting: 
1.
Do any last-minute confirmations or substitutions necessary
2.
Last-minute check with General Evaluator to check for any substitutions on the evaluator and functionaries
3.
Finalize the agenda

4.
Prepare the introduction that you will be giving to the Club President so that he or she can introduce you as the Toastmaster

5.
Take notebook paper and pen with you

Monday Just Before the Meeting: 
1.
Give Your Intro to the Club President

2.
Collect Introductions from Speakers, Table Topics Master, and General Evaluator


a.
Make sure you know who you are introducing at each of these positions

b.
Make sure you know how to pronounce their names—if necessary, ask them. 

c.
Review the introductions—make sure you understand them—make sure you can read them—consult with writer of intro if necessary

1.
If necessary, rewrite words—or the whole intro, if necessary—to make sure you can read it and understand it

3.
Consult with General Evaluator on Evaluators/Functionaries: make sure you:
a.
Know who you are introducing as Grammarian, Ah Counter, Timer, and Vote Counter

b.
Know how to pronounce their names—if necessary, ask them!

c.
You don't need intros from these people, you just introduce them

3.
Once all this is straightened out, take your place at the front and have the Sergeant-At-Arms begin the meeting

Initial Phase of Meeting (Invocation/Pledge, President's Opening Remarks)

1.
You will be sitting at the front table

2.
Again, Make Sure You Know Who You Will be Introducing as the Functionaries

3.
For the Persons Who You Get Introductions From (Speakers, Table Topics Master, General Evaluator):


a.
Make Sure You Have It


b.
Make Sure You Can Read It


c.
Rewrite It If Necessary

d.
If you Don't Have One, Write One for that Person (For Speaker, You'll Need their Speech Project and Title)

e.
Place Your Introductions in the Order You Will Have to Give Them

During Dinner Break:

1.
Finalize any issues with introductions (see initial phase of meeting above) 

2.
Review closely the introduction for Speaker # 1—once the Club President introduces you, you will not have a break before having to introduce  Speaker # 1 

3.
Make sure you have the accurate functionaries listed on a meeting agenda

4.
If you need to, write intros for people who have not given you one.

After Dinner Break:

1.
The  Club President Will Introduce you as the  Toastmaster of the Evening.

2.
When you take the lectern, you should take the meeting agenda, with the functionaries listed, with you, and also take with you the introduction for speaker number 1.

3.
You Give Your Introductory Remarks; these should be brief, 1 to 2 minutes at most—if there is a theme introduce it, but remember—you are an emcee, your main job is to facilitate meeting progress and let the speakers shine!


3.
Introduce the Functionaries, in this Order, to let them explain their duties:


a.
Grammarian/Word of Day


b.
Ah Counter


c.
Timer


d.
Vote Counter

4.
Introduce Speaker Number 1:


a.
Shake the speaker's hand before sitting down

While Speaker # 1 is Speaking:

1.
Review the introduction for Speaker # 2 again, make sure you are comfortable with it

Once Speaker # 1 is Finished:

1.
Shake his or her hand.

2.
As you take the lectern, take with you the introduction for Speaker Number 2.

3.
Introduce Speaker Number 2

a.  Shake his or her hand before sitting down

While Speaker # 2 is Speaking:

1.
Review the introduction for the Table Topics Master, to make sure you are comfortable with it.

Once Speaker # 2 is Finished:

1.
Shake his or her hand

2.
As you take the lectern, take with you the introduction for the Table Topics Master

3.
Announce that it is time for Table Topics

4.
Introduce the Table Topics Master:


a.
Shake his or her hand before sitting down

While the Table Topics Master is Conducting the Meeting:

1.
Review the introduction for Speaker Number 3 to make sure you are comfortable with it.

2.
Note any possible time issues—let Table Topics Master know if there are time issues.

3.
As Table Topics Master Concludes, show written reminder to Table Topics Master to call on Timer for Timer's Report, and to have people vote for Best Table Topics 

Once the Table Topics Master Has Finished:

1.
Shake his or her hand.

2.
As you take the lectern, take with you the introduction for Speaker Number 3.

2.
If the Table Topics Master did not call for the Timer's Report, don't point that out, just call for the timer's report yourself and then ask for the vote for best Table Topics.


3.
Introduce Speaker Number 3.


a.  Shake his or her hand before sitting down

While Speaker Number 3 is Speaking:  

1.
Review the introduction for Speaker # 4, to make sure you are comfortable with it.

Once Speaker # 3 is Finished:

1.
Shake his or her hand

2.
As you take the lectern, take with you the introduction for Speaker Number 4

3.
Introduce Speaker Number 4

a.  Shake his or her hand before sitting down.

While Speaker Number 4 is Speaking (if there is a Speaker 5):  

1.
Review the introduction for Speaker # 5 (if there is one), to make sure you are comfortable with it.

Once Speaker # 4 is Finished (if there is a Speaker 5):

1.
Shake his or her hand

2.
As you take the lectern, take with you the introduction for Speaker Number 5

3.
Introduce Speaker Number 5

a.  Shake his or her hand before sitting down.

While Speaker Number 5 (or 4, if there are only 4 speakers) is Speaking:  

1.
Review the introduction for the General Evaluator, to make sure you are comfortable with it.

Once Speaker 5 (or 4, if there are only 4 speakers) is Finished: 

1.
Shake his or her hand

2.
As you take the lectern, take with you the introduction for the General Evaluator

3.
Ask the  Timer to Give the  Timer's Report as to the Speakers

4.
Ask the club members to vote for best speech

5.
Announce that the meeting is moving into the evaluation phase

6
Introduce the General Evaluator

a.  Shake his or her hand before sitting down.

YOU ARE DONE!!!   (EXCEPT FOR LOOKING INTERESTED THROUGHOUT THE ENTIRE REST OF THE MEETING—YOU'RE STILL AT THE HEAD TABLE, AFTER ALL)

{O1082803;1}

