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WATERMEISTERS TOASTMASTERS

CELEBRATING MORE THAN 20 YEARS OF SUCCESSFUL SPEAKING

A “President’s Distinguished” Club 
                                                                                            July 2, 2014


Welcome To Toastmasters!

As a member of Toastmasters, you will be tasked with performing roles in weekly meetings to help you become a confident and more effective leader and speaker.  To help you gauge your progress in improving your leadership skills as well as your speaking skills, Toastmasters will give you two manuals.   Leadership Development is documented in one manual and Public Speaking development will be documented in the other.  When you perform a meeting or speaking role, you should have another member evaluate your performance and sign your manual.  Meeting roles include Humormaster, Inspiration/Flag Salute, Grammarian/Ah-Counter, Balloter (you will not receive credit in your Competent Leadership manual for this), Timer, Speaker, Table Topicsmaster, Speech Evaluator, General Evaluator, and Toastmaster.   

The Toastmaster

So you’re biting the bullet and tackling one of the most challenging duties of any meeting—Toastmaster!  (The other would be speaking of course.)  It’s okay to be nervous about performing this task and it’s also important to realize that everyone has some difficulty being Toastmaster, (even after multiple attempts!)

Before The Meeting:

Once you know you are going to be Toastmaster, there are some steps you need to take before the day of the meeting.   The week before the meeting, you should email all members with the list of assignments.  (One blanket-email with all the duties listed will be sufficient.)  Give them a date and time to reply to you and confirm that they will be present and able to perform their duties that week.  
Note:  It never hurts to have a backup if a member is having trouble responding to you.  If a member has not contacted you by the date/time you have given, you may need to try and contact them via phone rather than email.  If you fail to hear back from them by phone, you will have to email the remaining members and ask for a volunteer to perform the unmanned duty.  Usually, there is at least one person more than willing to fill in.

Request a short bio from the Speaker(s), General Evaluator, and Table Topicsmaster to introduce them.  Ask the Speaker(s) to also supply the following speech information for the agenda:  Speech Title, Manual and Project#, and the time frame for the speech.  Also, contact the Ah Counter/Grammarian to email you the Word of the Day for the agenda.  You should also make a short bio for yourself and send it to the President to use for your introduction.

The Day Of The Meeting Checklist: 
· Print out this document as well as bios for Speaker(s), General Evaluator, and Table Topicsmaster to take with you.  
· Make any last minute agenda changes.  Email the finalized agenda ~OR~ Print 25 copies and take them with you to the meeting.

· Take your Competent Leadership manual & have the General Evaluator sign off on your Toastmaster duty!
Once the meeting begins, take a deep breath and follow the agenda.    If you mess up, members will (gently) help you get back on track.  Make sure to shake hands with folks as you exchange the floor with them. Try to make light of your mistakes; just enjoy the meeting…with any luck, you’ll be enjoying the meeting so much, you’ll forget about being nervous!

Agenda Notes:  
Insert the names of members or officers performing a duty or officers on the agenda where () are located.  Notes to help you with the transition between roles are in red.  These notes should be removed before printing out the agendas for the meeting.
In the event that 2 or more speakers are scheduled, Table Topics are usually skipped due to time constraints.  Make sure the Table Topicsmaster is prepared regardless (Prior to meeting).  If only 1 person is scheduled to speak, then remove the portion of the agenda with the 2nd speaker and proceed to Table Topics.  
Good luck!
1.
CALL TO ORDER







(Officer: Sergeant at Arms)
2.
PLEDGE / INSPIRATION






(Duty: Flag Salute/Inspiration)
3.
CLUB BUSINESS







(Officer: President)


The President will introduce you with the short bio you sent prior to the meeting.
SHAKE HANDS.  














4.
TOASTMASTER







(Duty: Toastmaster)


Once you have been introduced, welcome the group and call up the Humormaster. SHAKE HANDS.  
5.
HUMORMASTER







(Duty: Humormaster)


The Humormaster will finish and return the floor to you. SHAKE HANDS.  Call on the assistants one by one.  Ask each to explain their duties as they are called upon.  (He/she will usually stand where they are and explain their duties.  You do not need to shake their hand.)
6.
ASSISTANT INTRODUCTIONS
a. Ah Counter / Grammarian / Word-of-the-Day



(Duty: Grammarian)

(Word of the Day)   [Pronunciation]

  category: definition
  “(Example of word usage)”
b. Timer








(Duty: Timer)
c. General Evaluator







(Duty: General Evaluator) 

d. Balloter








(Duty: Balloter)
Next you will introduce the Evaluator for the 1st speech.  Ask the Evaluator to describe the objectives that the 1st speaker will strive to achieve in their speech. (He/she will do this from their seat and not come up to the front.  You do not need to shake their hand.)
7.
a. Description of speech #1 objectives (Manual Obj # – Speech Task)
(Duty: Evaluator 1)
The Evaluator will return the floor to you.

b. Speaker #1 Introduction






(Duty: Toastmaster)
 Introduce the 1st speaker using the short bio he/she sent to you prior to the meeting. SHAKE HANDS.  

c. SPEECH #1 – “(Title of Speech)” (time frame given in manual)

(Duty: Speaker 1)


The speaker will return the floor to you. SHAKE HANDS.  Ask the Timer for a Timer’s Report and request a minute on the clock to allow for speech evaluations. 


Timer report / 1 minute for speech evaluation



(Duty: Timer)
Next you will introduce the Evaluator for the 2nd speech.  Ask the Evaluator to describe the objectives that the 2nd speaker will strive to achieve in their speech. (He/she will do this from their seat and not come up to the front.  You do not need to shake their hand.)
8.
a. Description of speech #2 objectives (Manual Obj # – Speech Task)
(Duty: Evaluator 2)

The Evaluator will return the floor to you. 

b. Speaker #2 Introduction






(Duty: Toastmaster)

 Introduce the 2nd speaker using the short bio he/she sent to you prior to the meeting. SHAKE HANDS.  

c. SPEECH #2 – “(Title of Speech)” (time frame given in manual)

(Duty: Speaker 2)



The speaker will return the floor to you. SHAKE HANDS.  Ask the Timer for a Timer’s Report and request a minute on the clock to allow for speech evaluations as well as voting for best speech.  Announce that voting for best evaluation will take place immediately after 2nd evaluation.  (While the General Evaluator gives their evaluation.)


Timer’s Report / 1 minute for speech evaluation



(Duty: Timer)

Once the minute is up, introduce the Table Topicsmaster with the short bio he/she sent prior to the meeting. SHAKE HANDS.  
9.
TABLE TOPICS (1-2 min)






(Duty: Table Topics Master)
Once the Table Topicsmaster has concluded he/she will return the floor to you. SHAKE HANDS.  Ask the timer whether all the participants qualified, (did they adhere to the 1-2 minute time frame given).  Ask for a minute on the clock to vote for the best Table Topics speech by the qualifying participants.


Timer’s Report







(Duty: Timer)
Introduce the General Evaluator to lead the evaluation portion of the meeting.  Use the short bio sent to you prior to the meeting.  SHAKE HANDS.  
10.
EVALUATION PORTION






(Duty: General Evaluator)
a. SPEECH #1 EVALUATION (2-3 min)





(Duty: Evaluator 1)
Timer report







(Duty: Timer)
b. SPEECH #2 EVALUATION (2-3 min)





(Duty: Evaluator 2)
Timer report







(Duty: Timer)
b. GENERAL EVALUATION (2-3 min)





(Duty: General Evaluator)
Timer “lights only” / no report





(Duty: Timer)

c. AH COUNTER / GRAMMARIAN REPORT




(Duty: Grammarian)
 
(General Evaluator returns control to Toastmaster)
The General Evaluator will return the floor to you.  SHAKE HANDS.  Ask for the balloter to give the results of the voting.  This will usually be done from their seat.  You do not need to shake their hand.
11.
BALLOTER’S REPORT






(Duty: Balloter)
(Toastmaster returns control to President)
Return control of the floor over to the President.  SHAKE HANDS.  
12.
ANNOUNCEMENTS / ADJOURNMENT





(Officer: President)
Watermeisters is a friendly, fun, and nurturing club that fosters personal growth for leadership and public speaking through practice in a supportive and encouraging environment.  We are always professional in our conduct, and we do not use profanity or make abusive statements.  We comply with the standards set by the Orange County Sanitation District which so kindly has provided us a place to meet.

1.
CALL TO ORDER







Lilia Kovac
2.
PLEDGE / INSPIRATION






Michelle Hetherington

3.
CLUB BUSINESS







Randy Kleinman















4.
TOASTMASTER







Marlene Merchain

5.
HUMORMASTER







Shelly Moore

6.
ASSISTANT INTRODUCTIONS
a. Ah Counter / Grammarian / Word-of-the-Day



Laura Hoover


Apoplectic   [ap-uh-plek-tik]

  adj: marked by extreme anger or fury
  “Due to Carmeggedon, it took 4 hours to get to LA on Sunday and by the time I arrived I was apoplectic with rage.”
b. Timer








Randy Kleinman

c. General Evaluator







Jeremy Davis 

d. Balloter








Elaine Hill

7.
a. Description of speech #1 objectives (CC#1 – Ice Breaker)


Lisa Rothbart

b. Speaker #1 Introduction






Marlene Merchain

c. SPEECH #1 – “Important Steps Of My Education & Work” (5-7 min)
Nikolay Nezlin


Timer report / 1 minute for speech evaluation



Randy Kleinman

8.
a. Description of speech #2 objectives (CC#3 – Get To The Point)

Lisa Haney

b. Speaker #2 Introduction






Marlene Merchain

c. SPEECH #2 – “It Does Get Easier!” (5-7 min)



Sandy Clark


Timer report / 1 minute for speech evaluation



Randy Kleinman
8.
TABLE TOPICS (1-2 min)






Barbara Collins



Timer report







Randy Kleinman

9.
EVALUATION








Jeremy Davis

a. SPEECH #1 EVALUATION (2-3 min)





Lisa Rothbart

Timer report







Randy Kleinman

b. SPEECH #2 EVALUATION (2-3 min)





Lisa Haney

Timer report







Randy Kleinman

b. GENERAL EVALUATION (2-3 min)





Jeremy Davis

Timer “lights only” / no report





Randy Kleinman

c. AH COUNTER / GRAMMARIAN REPORT




Laura Hoover
 
(General Evaluator returns control to Toastmaster)

10.
BALLOTER’S REPORT






Elaine Hill

(Toastmaster returns control to President)

11.
ANNOUNCEMENTS / ADJOURNMENT





Randy Kleinman
Watermeisters is a friendly, fun, and nurturing club that fosters personal growth for leadership and public speaking through practice in a supportive and encouraging environment.  We are always professional in our conduct, and we do not use profanity or make abusive statements.  We comply with the standards set by the Orange County Sanitation District which so kindly has provided us a place to meet.

