Hi Glen,

Thank you for volunteering to be the “Toastmaster of the Day” for Tuesday, Jan 17, 2006 @ 7 pm.
It is hoped that the following steps will help guide you through your adventure.  You are encouraged to do some improvising but the steps outlined have worked well for other Toastmasters:

STEP #1: Start Now (Wednesday, if possible. Do NOT wait until the weekend!). 
STEP #2: Go to the Website (www.tm191.org).

STEP #3: Review the Current Month’s Schedule.

STEP #4: Go to the Current Roster (http://www.tm191.org/roster.htm).

STEP #5: Contact the Speakers to obtain the following information:

· Speech Title

· Speech Time

· Education Level - Speech # & Manual (i.e. CTM, ATM, etc.) 
· Introduction Material (personal update, hobbies, could be tied to a theme, etc)

STEP #6: Contact the Table Topics Master and coordinate the meeting's theme - if you have a Theme - so their material can match or complement the theme. (Please note, you are not required to have a theme).  Brief the Table Topics Master on use of the Hit Sheet (see web site, middle of Education Section, When you are the TTMstr). 
STEP #7: Obtain / Create Proper Introductions for the Speakers, Table Topics Master, and General Evaluator.

STEP #8: Request the General Evaluator to assist you in locating and confirming volunteers to be Evaluators for specific Speakers.

STEP #9: Contact meeting participants and confirm all of the other roles (Ah Counter, Grammarian, Timer, etc).  If possible, have a confirmed participant for each role on the agenda.
STEP #10: Timing is everything!  The goal is to start the meeting at 7:00pm and end the meeting at 9:00pm.  
The following should help you schedule your meeting:

SPEAKERS:

· 1 min. Intro. + 1 min. Speech Objective + 1 min. for unknown factors.
· 2 Minutes for Comments + Speech Time (Max. Time).

· Example: 5 – 7 min. Speech = 1 + 1 + 1 + 2 + 7 = 12 min.

EVALUATIONS: 
· 1 min. Intro. + Evaluation Time (Max. Time)

· Example: 1.5 – 3.5 min. Evaluation = 1 + 3.5 = 4.5 min.

STEP #11: Review the following four attached documents:

· TMChecklist

· TMSampleAgenda_3Spkrs

· TMSampleAgenda_4Spkrs

· Table Topics Hit Sheet

STEP #12: (Optional) Email the Agenda to club members before the meeting. 
Hopefully this preview will get members interested in the meeting.
Thanks again for agreeing to be the "Toastmaster of the Evening" for next Tuesday.  If you start preparing the meeting today – right now – you should have a great meeting.  We’re looking forward to it!
If you have any problems\questions\suggestions feel free to contact me (or anyone else) for answers.   

Thanks!

Shannon Baker
Vice President of Education

TM 191

Cell:  707-225-7565

