    [image: Description: stationary_headr_4Word.doc.jpg]
President
Name
VP Education
Name
VP Membership
Name
VP Public Relations
Name
Secretary
Name
Treasurer
Name
Sergeant-At-Arms
Name

_____________________

When:
We meet every 1st and 3rd 
Day of the Month
From 0:00 to 0:00 PM
Meeting Begins at 0:00 PM 

Location: 
Address


Website/ Facebook:





The mission of a Toastmaster Club: is to provide a mutually supportive and positive learning environment in which every member
has the opportunity 
to develop communication and leadership skills, which in turn foster self-confidence and personal growth.


 Toastmasters Club
[bookmark: _GoBack]Date: 00/00/2013                 Club #                  Theme: 
1. President Calls Meeting to Order	                                  	              Name
2. Reflection/Pledge (From SEAT- 1:30 mins Max)                              Name
3. President’s Welcome 						   
1) Conducts Business Meeting (officer updates, membership & club goals)
2) Introduces The TOASTMASTER                                             Name

4. Toastmaster Reminds of Voting Process, Lights, and BALLOTS             
5. Toastmaster Introduces the WAG Master	         Name
1) *WAG Master FROM LECTERN  Describes the WAG Duties 
2)  Shares the Word of the day :      depone    (You heard correctly, depone.)

6. Toastmaster Introduces Speakers	
1) Title ?   (Manual ?, Proj #?, time ?)                                              Speaker 1
2) Title ?   (Manual ?, Proj #?, time ?)                                              Speaker 2
3) Title ?   (Manual ?, Proj #?, time ?)                                              Speaker 3
4)  Title ?   (Manual ?, Proj #?, time ?)                                             Speaker 4
5) Title ?   (Manual ?, Proj #?, time ?)                                              Speaker 5

7. VOTE FOR BEST SPEAKER
1) TM Introduces TABLE TOPICS MASTER to Conduct Session  Name Topics Master asks guests about willingness to participate 
2) Topics Master reminds of time “expectation” (1-2 mins)
3) Returns control to the TOASTMASTER	  Name
8. VOTE FOR BEST TABLE TOPIC SPEAKER
9. Toastmaster Introduces The GENERAL EVALUATOR	Evaluator Name
1) GE Introduces Evaluator 1 for Speaker 1 (2-3 mins)	Evaluator Name
2) GE Introduces Evaluator 2 for Speaker 2 (2-3 mins)                Evaluator Name
3) GE Introduces Evaluator 3 for Speaker 3 (2-3 mins)                Evaluator Name
4) GE Introduces Evaluator 3 for Speaker 4 (2-3 mins)                Evaluator Name
5) GE Introduces Evaluator 3 for Speaker 5 (2-3 mins)                Evaluator Name

10. General Evaluator Calls for VOTE FOR BEST EVALUATOR
11. General Evaluator calls for reports (which are shared FROM SEAT!): 
1) Timer:	         Name
2) Word of Day, Ah-Counter & Grammarian:	         Name
12. General Evaluator provides meeting & Leadership Evaluations   Name
   Returns control to the Toastmaster
13. Toastmaster asks for volunteers for next meeting’s agenda	        Name
	   Returns control to the PRESIDENT                                        
14. Presents awards:   (Best Evaluator, Best Speaker, Best Table Topics)
15. President Makes Closing Remarks and Adjourns Meeting.            Name
Dr. Ralph C. Smedley, “Real communication is impossible without listening”
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