[image: image1.wmf][image: image2.wmf]SAMPLE Toastmasters Agenda – DATE
Sergeant-at-Arms opens meeting and introduces President.  President calls upon member to lead invocation and pledge.  President makes any announcements then introduces the Toastmaster who will lead the rest of the meeting.

Invocation & Pledge:       
Toastmaster:       
Theme:       
Sets the meeting tone, keeps the meeting on schedule, fills in any gaps, contacts membership before the meeting to ensure attendance and leads the meeting.  This person talks about the theme during transition phases.  Before moving forward with the meeting, this person reviews the meeting agenda and describes all the roles.

Joke Master:        
Prepares a jest or a joke to set a fun tone for the meeting.  Joke should be in good taste and not derogatory towards any individual or group.
Word Master announces Word of the Day:        
Word:       
Defines the word, gives its proper pronunciation, usage and demonstrates in a sentence.  All members should try to use the word during the meeting.

Speakers:       


     


     
These people give prepared speeches they have written based on a manual.  Speakers prepare an introduction in advance for the Toastmaster to read.  All members vote for favorite speaker and pass to ballot counter.

Topicmaster:  

Creates stimulating questions prior to the meeting to ask of the membership.  Questions should be open-ended and directed toward more experienced members who do not have a key speaking role.  Then others are asked questions and finally guests have the option to answer if they’d like.  All members vote for favorite Table Topic response and pass to ballot counter.

______________
______________
________________
     ________________

_______________

General Evaluator:       
This person leads the evaluation section of the meeting and comments on anything and everything about the meeting.

Evaluators:       


     


     
The evaluators use the manual evaluation form as a guide to give feedback on the speech they’re evaluating.  They give encouraging comments and suggestions for improvement.  All members vote for the best evaluation and pass to ballot counter.

Timer:       
Times table topics, speeches and speech evaluations per the guidelines and notifies speakers when they reach a timing milestone.  [image: image3.jpg]


A person is within time from 30 seconds before until 30 seconds after requested time.

	
	Length
	Blue
	Yellow
	Red

	Table Topics
	1-2 minutes
	1 minute
	1½ minutes
	2 minutes

	Speech
	4-6 minutes

5-7 minutes

8-10 minutes
	4 minutes

5 minutes

8 minutes
	5 minutes

6 minutes

9 minutes
	6 minutes

7 minutes

10 minutes

	Evaluations
	2-3 minutes
	2 minutes
	2½ minutes
	3 minutes


Grammarian, Ah Counter & Word Master:       
Listens for good word usage, identifies poor grammar, recommends corrections, and counts unnecessary pauses and interjections.  Identifies those who used the word of the day.

Awards:       
General Evaluator presents ribbons and other awards to speakers of the day.  Returns control to President.

Additional Announcements / Comments:  President finishes announcements and asks each member and any guests who did not have an opportunity to speak during the meeting to make any comments about the meeting or another subject.

GENERAL GUIDELINES TO AN ORGANIZED TOASTMASTERS MEETING

SERGEANT AT ARMS:  Ensure room is set up with ballots, lectern, timer and chairs.  See Sergeant at Arms checklist.

ALL MEMBERS:  Greet guest(s), ask to sign guest book, give a copy of the Visitor Handbook.

TOASTMASTER:  Usually an experienced Toastmaster (3-4 speeches).  Contacts members with roles at the beginning of the week to organize meeting.  Prepare the agenda and make copies for distribution at meeting.  Prepare introduction of speaker (30 seconds maximum).  Review agenda and explain Toastmaster purpose and participant roles.  Provide transitions between segments of the meeting.

SPEAKER:  Ice Breaker speakers are always first and never receive verbal grammarian report.  Prepare and practice speech; give title, time and purpose of speech to Toastmaster of the day.  BRING MANUAL TO THE MEETING AND GIVE TO EVALUATOR.  Have VP-E sign manual for certification of speech completion (page 78 of basic manual).

SPEECH EVALUATOR:  Evaluators should be more advanced than speakers being evaluated.  Contact speaker prior to meeting to discuss specific evaluation points.  Evaluate orally at meeting and written comments in manual.

TABLE TOPICS MASTER:  Prepare 8-10 open-ended questions in advance of the meeting.  Feel free to experiment with the format.  Guests may be asked but are not obligated to participate.

GRAMMARIAN:  Prepare display with word, pronunciation and definition; should be visible from back of the room or distribute copies.  Listen for grammatical errors and recommend suggestions for improvement.  Comment on strong word usage.  Count use of the word of the day.  Listen for uhs, ahs and lengthy pauses during the entire meeting and keep a tally.  Report on word of the day usage, grammatical errors, strong vocabulary and filler phrases.

TIMER:  Keep time of speakers, speech evaluators, table topic respondents and grammarian’s report.  Indicate time segments to table topics respondents, speakers and evaluators per the chart below.  Give brief report during General Evaluation portion of the meeting.

	TIME:

	Length
	Green
	Yellow
	Red

(hold card until finished)

	Table Topics
	1-2 minutes
	1 minute
	1½ minutes
	2 minutes

	Speech
	4-6 minutes

5-7 minutes

8-10 minutes
	4 minutes

5 minutes

8 minutes
	5 minutes

6 minutes

9 minutes
	6 minutes

7 minutes

10 minutes

	Evaluations
	2-3 minutes
	2 minutes
	2½ minutes
	3 minutes


Timer should be advised of speaker's requested time.  A person is within time from 30 seconds before until 30 seconds after requested time.

GENERAL EVALUATOR:
  Comment on speech evaluator's techniques as well as progress of meeting and preparation by Toastmaster, Table Topic Master, Grammarian and Timer.  May include quality of table topics responses as well.

