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1. Contact via E-mail all the functionaries in advance of the meeting with the exception of the Toastmaster, Topicmaster and speakers. Ask them to confirm that they will fulfill their responsibilities or find a substitute to do so.

2. Manage the second portion or evaluation segment of the meeting. The Toastmaster for the evening will introduce you.

3. Introduce each evaluator who will evaluate his/her speaker. Mention the title of the speaker’s speech. 

4. After evaluations, ask for a timer’s report.

5. After evaluations have been completed, ask members to vote for the person who they believe did the best job of evaluating. They are to enter their vote on the consolidated ballot containing votes for best table topics presenter and the best speaker of the evening. 

6. Have members pass their ballots to the Topicmaster who will compile the votes and prepare certificates for the winners.

7. Call for a report from each functionary. Use the meeting agenda.  While functionaries are delivering their verbal reports, a joke and a word of wisdom the Topic Master will be counting votes and preparing certificates.

8. When ballots have been counted the Topicmaster will give winning certificates to you. You present the awards to winners in this order: Best Table Topics, Best Evaluator, and Best Speaker. 






9. The GE will present the Vickie Tresiak Spirit Award. The General Evaluator is to select the member who is to receive the Vickie Tresiak Spirit award. Someone who has gone beyond the call of duty to help make the meeting successful. Vickie was an enthusiastic member of Gilbert Toastmasters who passed away. 


 In advance of the meeting have the President sign a copy of Tresiak Spirit Award. 
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10. Give an evaluation of the meeting: Did it start on time. Areas we performed well. Areas which we can improve. What kind of cooperation did you receive from those responsible for a function? 

11. Turn the meeting over to the President.
Some hints and tools

a. Get an e-mail out to functionaries on Sunday after you receive the schedule from the VP Education. Ask for response by Monday.

b. Emphasize that it is the responsibility of the recipient to find a substitute if they can’t make it, and get back to you and the VP of Education with the substitute’s name. 

c. Get on the phone Tuesday night to those who do not respond to e-mail.

d. By Tuesday send out an e-mail to Club members if you are still in need of functionaries and ask for volunteers to fill that position.

e. Send the completed line up to the VP Education who will prepare the agenda. Send a copy to the Toastmaster and Topicmaster to help them with their planning.

f. When you arrive at the meeting huddle with the Toastmaster and Topic Master (about 6:45) to discuss changes, etc. The Topic Master will want to know who is available for table topics.

g. *Are your functionaries all there? If not yell out that you need a substitute for a certain position. By about 6:55 PM your revised schedule should be complete. Pass on the changes to the Toastmaster and Topic Master.  You will be juggling the line up right up until meeting time. 

h. You can also find more information in your Competent Communications manual, and via Google and Youtube. 



*There is nothing more embarrassing for the Toastmaster than he or she calls out for a functionary to explain his/her function and the functionary is not in attendance.
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