Sergeant-At-Arms

Before the Meeting Starts:

· Take out sidewalk sign and set up room (guest book, banner, etc)

· Distribute agenda, ballot and speech chits

· Everyone listed as participant has been reminded of his/her role that he/she has confirmed.

· Check your list as people (participants) come in.

· Personally welcome any guests.

Begin the Meeting on Time:

You only have five (5) minutes when you are starting the meeting:

12:00  (only five minutes to do this in)

· Rapping with gavel, say: 

 
“The meeting will please come to order”

· Greetings

· Introduce yourself (in case there is a guest)

· Introduce new guests, if any.

· Welcome back returning guests, if any.

· Encourage guest to make any comments or questions, at the end of the meeting.

· Review and announce last minute changes in the agenda, if any. 

· Call on participants to do the following:

· Invocation

· Toast

· Joke 

12:05

· Introduce the day's Toastmaster and turn meeting over to him/her 

· Give a good introduction of the Toastmaster

12:55

· Ask people to fill-up ballots (note: the GE might do this also)

· Thank all participants

· Ask guests of any questions, comments or reactions.

· Ask new guests to sign our “guest book” on their way out if they haven’t done so.

· Announcements

· The next meeting will be Tuesday __________

13:00

THIS MEETING IS ADJOURNED!! – GAVEL -

