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Our Mission is to provide a mutually supportive and positive learning Environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.

Meeting Agenda − day, date
Theme  <title>
Word of the Day 

<word>  <pronunciation>
<definition and example of how it is used>
Thought of the Day 
<Quote>
	12:00
Open Meeting

Call to Order

Pledge

Greeter

Introduction of Toastmaster
	<President>
	Call Meeting to order
Deliver today’s invocation

Introduce Honored guests

	12:05
Introduction of Assistants

Grammarian

 

Ah Counter

 

Vote Counter

 

Timer



	<Toastmaster>
	Introductory Remarks-deliver the Theme & Thought of the Day
Explain the role of Grammarian/Introduce the Word of the Day
Explain the role of Ah-Umm Counter
Explain the role of Time Keeper

	12:10   Introduction of speaker     
 

Speaker #1 <title>


Speaker #2 <title>


Speaker #3 <title>

Comments to the Speakers

Vote for Best Speaker
	<Toastmaster>
	Introduce today’s speakers:
Introduce speaker, speech #, title  then introduce Evaluator for speaker

Introduce speaker, speech #, title  then introduce Evaluator for speaker

Members write comments to speakers 
Request Timekeeper’s report

Vote for speech that best met objectives

	12:35
Table Topics 

 


Timer’s Report

  

“Word of Day” Report 
 

Vote for Best Table Topics
	<Table Topics Master>

	Explain the Role of Table Topics Master
Deliver Table Topics Questions

Table Topics Responses (1-2 mins.)

Request Timekeeper’s report

Vote for best table topics 

	12:45
General Evaluator

Evaluator for Speaker #1

Evaluator for Speaker #2

Evaluator for Speaker #3


Comments to the Speakers

Vote for Best Evaluator
	<General Evaluator>
	Explain the Role of General Evaluator
Evaluating speech 

Evaluating speech

Evaluating speech

Call for Timerkeeper’s report

Call for vote for Best Evauation

	12:50
Assistant Reports


Ah Counter’s Report
 

Grammarian’s Report 


Presentation of Awards

	<Toastmaster>
	Call for ah-Umm Counter’s report
Call for Grammarian’s report

Closing and hand-off to President

	12:55
Announcements

Club Business

Next Week’s Agenda

End of the Meeting

	<President>
	Closing Remarks
Discuss club issues

V.P Education reads next week’s agenda

Any final club business

Adjourn meeting


	Club Officers
President

Uma Chintapalli, TM
VP Education


Herman Guzman, TM
VP of Public Relations

 Sherry Macurak, CC
VP of  Membership


Shaun Mitra, CC, CL
Secretary


Christina Zheng, TM
Treasurer


Anita Chu, ATM Silver
Sergeant at Arms

Elli Shollenberger, TM
TIMING

Speakers

Icebreaker:
3:30 
Qualified
4:00 
Green
5:00
Yellow
6:00
Red
6:31 
Disqualified

Basic Manual:
4:30 
Qualified
5:00 
Green
6:00
Yellow
7:00
Red
7:31 
Disqualified

Table Topics

1:00 
Green (Qualified)

1:30
Yellow
2:00
Red
2:31 
Disqualified

Evaluators

1:30
Qualified
2:00
Green
2:30
Yellow
3:00
Red
3:31
Disqualified
	Meeting Roles:
Toastmaster — The main duty of the Toastmaster is to be a genial host and conduct the meeting, including introducing the participants. The Toastmaster creates an atmosphere of interest, expectation, and receptivity. Prepares the agenda.

Speaker — Prepares a speech based on a Toastmasters International manual project objectives. Each speech project timing depends on the project objectives. Most projects in the basic Competent Communication Program manual are 5 to 7 minutes in length. Speech timing is different for each project in the various Advanced Communication and Leadership Program manuals.

Table Topics Master — The purpose of Table Topics is to have members practice “thinking and speaking extemporaneously” for a minimum of 60 seconds on a topic chosen by the Topics Master. The Topics Master typically calls on club members who do not have an assigned role in the meeting

General Evaluator — The General Evaluator evaluates anything and everything that takes place throughout the meeting, but especially the Evaluators.  

Evaluator — After every prepared speech, the speaker receives an evaluation. The speaker’s Evaluator provides an oral and a written evaluation using the guide for that project in the manual. The purpose of the evaluation is to help the speaker become a better communicator. Ideally, the Evaluator should take in to account the speaker’s skill level, habits, mannerisms and progress to date, to give positive and constructive feedback.

Timer — One of the lessons to be practiced in speech training is that of expressing a thought within a specific time.  The Timer is responsible for keeping track of the time for each segment and participant in the meeting. The Timer signals the participant with a green card when minimum time has been reached; then at the mid-point with a yellow card; and a red card will signal when 30 seconds remain. After 30 seconds the participant is disqualified.

Vote Counter — Collects votes and counts them for Best Speaker, Best Evaluator, Best Table Topics (Speaker), Best of Big 3, and Sparkplug. Only votes when there is a tie, and does not announce that there was a tie.  Presents ribbons to the winners at end of meeting.

Ah Counter — The “ah” counter notes the use of words and sounds used as a “crutch” or “pause filler” by anyone who speaks during the meeting, except during the prepared speeches. Words may be inappropriate interjections such as “and, well, but, so, you know;” and sounds may be “ah, uh, um, er,” or other non-words used by the speaker.

Posture Monitor — Monitors the posture of anyone who speaks during the meeting.  Looks for hands clasped in front or back, flipping hair or other behaviors that detract from the speaker’s message. A report will be given during the Evaluation portion of the meeting.

Lexicologist — This person’s duty is to introduce new words to members by presenting a “Word of the Day”—a word that meeting participants can incorporate in their everyday conversations but is different from the way they usually express themselves.  The Word of the Day must be used in a Table Topics Speech.

Grammarian — The Grammarian has the responsibility to comment on the proper use of language during the course of the meeting.

Listener — The Listener listens throughout the meeting for key items to challenge members and guests with questions at the end of the meeting to see if they were listening thoroughly.



Do you have a mentor? Want to be a mentor? Talk to Don Malik, CC, vice president of membership, about our mentoring program!
ROLE HOLDERS: Don’t forget to bring your Competent Leadership books!

Club #9492 - Area#64 -  Town North Divison - District 50

[image: image2.png]MetaToasters

Master sils,
Educate yourself and others,

I \ Touch s,
Acquire confidence and personal growth




[image: image3.png]


[image: image4.png]


[image: image5.png]


_1065946950.bin

_-1315711412.bin

