A Guide to being the Toastmaster 

To read more about being Toastmaster, see the back of the Communications and Leadership Program Manual or the booklet “A Toastmaster Wears Many Hats.”
Here is the phone tree for each meeting:

1. President calls the Toastmaster, Opening and Closing Remarks

2. Toastmaster confirms Speakers (Gets Speech Information)

3. Toastmaster confirms Chief Evaluator, Vote Counter & Timer

4. Chief Evaluator confirms Evaluators (Matches Evaluators to Speakers)

5. Chief Evaluator confirms Ah Counter & Grammarian

6. Toastmaster confirms Table Topics Master

7. Table Topics Master calls Word Watcher

8. Table Topics Master calls Toastmaster to Confirm/Update

9. Chief Evaluator calls Toastmaster to Confirm/Update

10. Toastmaster calls President to Confirm/Update.

Before the meeting:

· Make phone calls as indicated above; get speech info and enough personal information to properly introduce each speaker, the chief evaluator and the table topics master.

· Encourage people that can’t fulfill a role to find their own replacement and let you know ASAP.

· Create the agenda (see template for agenda in “resources” section of web site) and bring 25 copies to the meeting 

At the meeting:

Confirm that everyone that has a role is present.  Make any last minute adjustments to the agenda and notify the President.

The following was written by Lena Berg to prepare for her role as TOASTMASTER of the June 3, 2004 Rochester High Noon Toastmasters Meeting, as modified by 2007-2008 President Jared Kronenberg
Thank you, Clayton, for that nice introduction.

Fellow Toastmasters and Special Guests:

Our theme for today’s meeting is “Simplicity”.  To me, “Simplicity” is all about streamlining, focusing on the right things in the right way in order to enjoy life in a complex, fast-paced, time-constrained, information-overloaded world.  Slowing down to smell the roses.  It’s not always easy.  I’m the type that easily gets caught up in the moment, when I let my ‘Type A’ personality kick in.  I have a sign in our family room that says “Simplify”.  It serves as a reminder to do so.

Toastmasters meetings provide a supportive and safe environment for us to groom and hone our Public Speaking skills.  I’d like to explain the format of the meetings for our guests and newer members.

Each Toastmasters meeting has 3 segments:

1. The Speaking Program – Members present prepared speeches, based on projects from the Toastmaster manual they are working from.  Today, we will have 2 speakers.

2.  The Evaluation Program – during this segment of the meeting, a fellow member evaluates each speaker in a helpful, constructive manner, using specific evaluation criteria from the manual, as well as from goals and/or feedback requested by the speaker.  All members and guests are also invited to submit written comments to the speakers.  Please use the slip of paper in front of you for this purpose.  (Show paper)
3. Table Topics – This is the portion of the meeting when members and guests not otherwise scheduled as program participants will have an opportunity to practice their extemporaneous speaking skills.  Our Table Topics Master has prepared meeting-theme- related questions and will pick a participant to speak on the topic for a short impromptu speech.

Meeting Roles

In addition to roles for each of the 3 segments I just described, we have other tasks that our members perform during each meeting.

· Grammarian:  The correct use of the English language is important in effective communications.  The Grammarian listens for everyone’s word usage and, at the end of the meeting, reports on the misuse of language and/or incomplete sentences.  Our Grammarian today is David Kaye.
· Ah Counter:  The role of Ah Counter is to track occurrences of words and sounds used as a ‘crutch’ or a ‘pause filler’.  David Kaye will also serve as Ah Counter today.

· Vote Counter: It is the role of the Vote Counter to collect and tally the votes for each of 3 awards that will be presented at the conclusion of the meeting:

1. Best Speaker

2. ‘Best Evaluator

3. Best Table Topics Speaker

Mary Ann Fuller will serve as today’s Vote Counter.  At the appropriate times, please pass your vote to Mary Ann  (Show paper)
· Timer: One of the lessons to be practiced in speech training is that of expressing a thought within a specific time.  (Something I have some difficulty with!) Each of the program segments has specific timing requirements.  The role of the timer is to keep track of time.  Today’s timer Cat DeDios.
Speaking Program

Now, we start with the Speaking Program segment of our meeting.  Each speech will be timed and evaluated.

Cat, please describe the timing requirement for our 2 speeches.  (Cat describes) . . . 

Thank you.
First Speaker

Our first speaker is Dan Fletcher.   He joined our club within the past 6 months or so.  Dan is with ITi Productions.  The firm produces film, video, and multimedia presentations.

Dan is giving speech #2 from the basic manual, ‘Speak with Sincerity’.  The purpose of this speech is to convince the audience of the your earnestness, sincerity and conviction on a subject you thoroughly understand.  

The title of Dan’s speech today is “Simple Gifts”.

Please help me to welcome Dan to the lectern.  (Lead clapping)
(Dan’s Speech)

At conclusion of Dan’s speech:

Thanks, Dan, for a great speech.  

You . . . .  

I especially liked . . .

Second Speaker

Our second speaker today is Gordon Penniston.   Gordon has been a toastmaster for ~6 years and is one of the most enthusiastic and active Toastmasters I know.  He is a member of several local clubs: founding member of Rochester High Noon, a member of Lyceum and Life Learners.  He is a DTM (Distinguished Toastmaster), the highest accomplishment one can attain as a Toastmaster; he was Central Division Governor and Area Governor of the Year in 2002.   He is currently Lt. Gov. of Marketing for District 65.  He is always glad to help out his ‘home club’, as he is doing today, as a last minute speaker. 
When I asked Gordon about “Simplicity”, he indicated that he likes to keep things as simple as possible.  Doing this enables quick decisions and good judgment. 

Gordon is going for another ‘Competent Toastmaster’ designation and today is giving his Ice Breaker speech from the basic manual.  

The title of the speech is “So You Think You Know Me?”

Please help me to welcome to the lecturn, Distinguished Toastmaster, Gordon Penniston.  (Lead clapping)
(Gordon’s Speech)

At conclusion of Gordon’s speech:

Thanks, Gordon, for a (adjective) speech.  You . . . .  I especially liked . . .

Wow, two terrific speakers and speeches…

Cat, Could I please have the ‘Timer’s Report’? 

Thank you.

Does each speaker qualify? (Yes/No)

Members please cast your vote and pass your ballot over to Mary Ann.

Table Topics

We have now come to the portion of the meeting that I know many of you have been looking forward to! Table Topics!  Now is when we get to hone our impromptu speaking.

We have a Table Topics Master for this third segment of the meeting.

Noreen Connolly is our Table Topics Master for today’s meeting.  

Noreen has been a toastmaster for ~ 4 years and achieved her CTM last year.  She is a Patent Attorney with Nixon Peabody.

When I asked Noreen what ‘Simplicity’ means to her, she responded that . . . 

Please help me to welcome Noreen to the lectern.  (Lead clapping)
. . . 

(If needed: reminder for Timer’s Report and Voting for ‘Best Table Topics Speaker’)

Thanks, Noreen, Karen (Word Watcher) and our Table Topics participants.

Evaluation Program

We now have come to the Evaluation segment of our meeting. 

Our Chief Evaluator for today is Cindy Clauss.  Cindy has been a toastmaster for almost 3 years.  She completed the requirements for her Competent Communicator achievement at our last meeting.
For Cindy ‘Simplicity’ means finding a way to do something easily without compromising quality; such as finding a shortcut that leads to a better route, or a shorter distance.  From my experience in knowing and working with Cindy, I know she is a role model for simplicity in terms of getting things done effectively and efficiently.

Please help me to welcome Cindy to the lectern.  (Lead clapping)
. . . 

(If needed: reminder for Timer’s Report and Voting for ‘Best Evaluator’)

At conclusion of Evaluation Program:
Thank you Cindy, Clayton, and Juls for participating in today’s Evaluation Program.

For me, evaluating speeches is the one of the most difficult roles to perform at toastmasters…  It takes a lot of concentration and effort to listen to a speech, quickly gather your thoughts relating to the Evaluation Criteria, to develop and deliver what is essentially an impromptu speech.  Congratulations on this accomplishment!

. . .

Now, it’s to announce the winner for each of the three segments of our program:

· The Winner of ‘Table Topics Speaker’ is: __________

· The ‘Best Evaluator’: __________

· The ‘Best Speaker’ is: __________

Again, thanks to all who participated today.  You contribute to the success of today’s meeting, as well as in keeping our club active and growing. 

I will now turn the meeting back over to our club President.

(Lead clapping)
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