Chair Preparation Guide for ______________  Done by: ___________________

Your role as Chair

As the Chair for a general club meeting you have the responsibility to ensure the advance preparation for the meeting is completed. You can choose a Theme for the meeting (let at least the key players know what it is in advance.) It will set the tone for the meeting; serious, light, upbeat, etc. You are required to maintain the timely execution of all the varied elements on the agenda and make adjustments as required. Frequently you will hold control of the meeting and in particular during the business meeting formal parliamentary rules may be used. You will be introducing many of the program participants, keeping in mind that the quality of your introductions contributes to their presentation. Good luck in your key role. 

How to prepare ( Remember, this is only a guide. Each Chair will bring their own unique leadership style to the role.)
· You have the opportunity to make opening remarks to start the meeting. As part of your remarks, explain your chosen Theme. 

· Set yourself up for success by knowing and speaking to the participants whom you will be introducing prior to the meeting. As the Chair you should have a complete up-to-date list of the participants. The VP of Education will support this task.

· In reality, substitutions and last minute changes will challenge you to develop some off-the-cuff introductions at the meeting.

· You can gain confidence by preparing in advance for the people who have confirmed attendance. Attend the meeting prior to the week you’re Chair and start interviewing people then. Or, arrange a time to call during the week prior to the next meeting.

· To prepare their introductions, use open-ended questions to interview the participants. (Sample questions provided.) Can the introduction be tied to your Theme?   

· The ‘meeting flow’ does vary from club to club and in particular with special event nights. The Meeting Flow attached is for a general meeting. If you expect the general format to vary, inform the effected participants prior to the meeting.

· Introductions are generally 1 minute for the Table Topics Master, Toastmaster and General Evaluator. Intros for the Timekeeper, Gruntmaster and English Evaluator can be >30 seconds. Set the example as Chair by preparing quality intros. One day those people will be introducing you. Intros are a great way of acknowledging people and their accomplishments.

Determine who you are going to introduce (and who is introducing you)

Table Topics Master:
_____________________

Toastmaster: 

_____________________

General Evaluator:
_____________________

Timer:
 
__________________________

Gruntmaster: 
__________________________

English Eval:
__________________________

Generally the participants for Inspiration and Jokemaster are simply called upon to present their material.

Prepare a theme (optional)

Key points

· Takes less than a minute to explain 

· Key participants are informed in advance

- In particular the Inspiration, TT Master and TM

· Keep the concept clear and direct

Preparation of Introduction interview (for each participant)

What is your level of Toastmaster experience?

Is there anything about this role you really like?

How does the meeting Theme apply to you?

Is there an instance in your life that relates to the theme? 

Do you have any accomplishments related to the theme? 

Is there any other info you’d like me to include?

Prepare for the Business Meeting 

· Contact Club Officers to determine if they have reports to present

· Contact Secretary to determine who will take the minutes and confirm that the previous minutes will be available

· Familiarize yourself with any old-tabled business

· Review the basics of parliamentary procedure (or seek the support of a parliamentarian)

General Meeting Flow

Prior to the meeting

· Confirm participants on the program, especially the major roles

· Prepare an agenda to distribute at the meeting

· Arrive early to confirm the room is set-up and make last minute program adjustments (if any)

· Greet guests personally, support the greeter in their role

· Make sure that a member is preparing to introduce any guest(s)

· Confirm with TT Master they will offer guests the opportunity to participate (preferably prior to meeting)

As the meeting opens

· Accept control from the Sergeant-at-Arms. Accept the gavel and meeting control.

· Welcome the assembly and facilitate member’s introductions of guests

· Present your theme (if one is being used) and set the tone for the meeting

· Announce changes to the agenda (if any)

· Ask for presentation of the Inspiration

· Ask for presentation of the Joke

· Introduce the Timer and ask for a description of their duties

· Introduce the Gruntmaster and ask for a description of their duties

· Introduce the English Evaluator and ask for a description of their duties

· Introduce the General Evaluator and ask for a description of their duties

· Introduce the TT Master (lead the applause till they arrive at the lectern) 

· Thank the TT Master for their service (lead the applause). 

Convene the Business Meeting

· Reading of the last meetings minutes. Call for corrections, errors and omissions. 

· Deal with old business (if any)

· Call for reports from the Exec (if any)

· Open floor for new business

· Open floor for general announcements

· Close the meeting

· Call for a break (from 5 – 10 minutes). Instruct timer to time the break and give a one minute warning

After the break

· Introduce the Toastmaster.

· Thank the Toastmaster for their service (lead the applause). 

After the Toastmaster 

· Call for reports from the Gruntmaster, English Evaluator and Timer. Thank each for their service.

· Welcome the General Evaluator to the lectern for their report (lead the applause)

· Have the Toastmaster assist you in tallying the ballots for Best Speaker and Evaluator 

· Thank the General Evaluator for their service (lead the applause)

· Present the awards for Best Speaker and Best Evaluator. And if you elect to, the Most Improved Speaker

· Offer the guests the opportunity to comment on the meeting (inform them participation is voluntary)

· Confirm participants on the next program

· Adjourn the meeting

DATE





Theme (write idea out in 50 words or less, if not it’s to complex)

















