Toastmasters Check List

Before the meeting

( Arrive at least 10 minutes early )

-  Review Program. Make sure someone is assigned to each Role.
Opening

· Review Program and announce all last minute additions/changes.
· Introduce Jokemaster (If Sgt at Arms has not introduced Jokemaster), Wordmaster, Grammarian, Ah counter and Timer.

· Introduce Tutorial  (If on Program)
· Introduce Table Topics Master.
Table Topics

· Make a list of those with speaking rolls (Table Topics Hit Sheet)

· Ask for Wordmaster report

· Ask for Timers report

· Names those Qualified;  ask for Vote for best Table Topics

Before Break

· Call for break – announce time to start 2nd half of Meeting.
Prepared Speeches
· Call on timer for timing of speech

· Call on Evaluator for Objective of Speech

· Proper introduction of speaker

· Speech title

· Call on timer for two minutes for written comments

· Call for Timer’s report, Vote for Best Speaker

· Introduce General Evaluator

Evaluation

· Ask for Timing of evaluations

· Introduce evaluators

· Ask for timing reports and Vote for the Best Evaluation

· Evaluate the meeting 

Finale

· Ask for Grammarian Report

· Awards

· Point out envelopes for speaker comments

· Ask for Guest Comments, Ah Counter Report and Closing Comments.  
· Return control of meeting to the President 

Hints

· Never leave the lectern unattended.

· Lead applause for each participant.

· Give eye contact and total attention to each participant

