Toastmaster Preparation Guide for ______________  Done by: __________

Your role as Toastmaster

As the Toastmaster for a general club meeting you have the opportunity to assure the smooth operation of the formal speech portion of the meeting. You are responsible for setting the tone for that part of the meeting and to set the stage for each speaker and Evaluator. Your introductions of participants can go a long way in preparing the audience for their presentations. Is the speech serious, lighter, factual – you can build that quality into your introduction. Good luck in your key role.

How to prepare ( Remember this is only a guide, other meeting styles and introduction formats can be used instead.)
· Set yourself up for success by knowing and speaking to as many of the participants you will have to introduce before arriving at the meeting. The Chair should have an up-to-date list of the participants for the meeting.

· 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 TM and start interviewing people then. Or, arrange a time to call them during the week prior to the meeting.

· Your Toast for the evening is another form of a prepared speech. Practice it like you would any other project.

· Use the open-ended questions to interview Speakers about their speech project. What other questions could you ask? 

· Prepare intros for each Evaluator – use open-ended questions to interview them. Can their introduction be tied to the Theme?   

· The ‘meeting flow’ varies from club to club. Confirm the flow with the Chair prior to your preparation.

· Introductions are generally 1 – 2 minutes for Speakers and 30 seconds to 1 minute for Evaluators. If you are unsure, ask the Chair if these times can be accommodated in the time allotted to the Toastmaster on the program

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

TT Evaluator: 
__________________________

Speaker 1: 
__________________________

Speaker 2: 
__________________________

Speaker 3: 
__________________________

                                                                            Evaluator 1: 
__________________________

Evaluator 2: 
__________________________

Evaluator 3: 
__________________________

Who is introducing you? Chair? ________________   Do they have a theme? ____________________

Have you prepared an intro for yourself to give to Chair? Or, are they going to prepare one about you? 

Prepare a toast

Key points

· 2-3 minutes long 

· Relate to meeting theme (if possible)

· Have a clear message

· Keep the Toast phrase short and simple

Preparation of introduction interview (for each participant)

To Speaker: What speech are you working on? _______________  What is the timing of the speech? ______

           (Remind speaker to bring their speech manual for the Evaluator’s use )
To Evaluator: 
Will you read the objectives of the speech during the introduction?  
Would you like to prepare your own introduction? (if they are preparing ask to get it 2 days prior to meeting)

Or Can I ask you some questions to prepare an introduction for you? (sample questions on next page)


Sample interview questions for Speakers

What’s your topic/content?

Do you want this alluded to during your introduction?

Why did you pick this topic?

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

How are you qualified to speak on the topic? 

How did you come to be interested in the topic? 

Do you have any accomplishments in this field? 

Do you work in the field?  In the past / currently?

What motivates you to stay interested?  

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

General Meeting Flow

Prior to accepting control (complete these activities before the meeting or during the break)

· Confirm that the speakers and evaluators are present and prepared

· Support the speakers and evaluators with encouragement 

· Confirm they have arranged any set-up requirements with the Sgt. At Arms, i.e., move flipchart to stage

· Speak to the Sgt. At Arms about the timing of the set-ups (during the evaluation feedback period)

· Tally the best table topic votes 

· Develop any introductions required as a result of schedule changes

As the Toastmaster portion of the meeting begins

· Accept control of the meeting

· Describe purpose of this part of the meeting (for the benefit of our guests)

· Give your Toast

· Introduce the Table Topics Evaluator

· Welcome Table Topics Evaluator to the front (lead the applause)

· Thank the Table Topics Evaluator for their service (lead the applause)

· Award the Best Table Topics ribbon and trophy

For each Speaker

· Introduce the Speaker as part of the introduction
· have the Evaluator read objectives of speech OR do it yourself. Let the audience know the objectives!

· Welcome Speaker to the front (lead the applause)

After the Speech 

· Thank the Speaker (lead applause till they reach their seat)

· Use bridging comments to smooth transition between speakers 

· Offer the audience 1 minute to write comments for the speaker

(use this time to review your next introduction) 

· Ask people to place comments for Speakers in the container as it comes around

· After the last Speaker call for vote on the Best Speaker (remind to exclude speakers who were clapped down)

For each Evaluator

· Introduce the Evaluator 

· Welcome Evaluator to the front (lead the applause)

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

· After the last Evaluator ask people to vote for the Best Evaluator 
(Remind people to include the Table Topics Evaluator)

Return control of the meeting to the Chair. If they gave you gavel at your introduction return it to them.
DATE





How to give the Toast


Ask people to charge their glasses


Ask people to rise and join in toasting 


Give your Toast, i.e., “To Communicating Effectively”


Repeat the Toast along with the Assembly








Sample interview questions for Evaluators


How does the meeting (theme) apply to you?


Have you given evaluations previously?


What level are you at in the CTM/ATM program?


What motivates you to give evaluations?


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








