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Here is some Toastmaster function stuff that may help you with your assignment as Toastmaster; you probably need about an hour of prep time to do the following.
IN ADVANCE OF THE MEETING

· Contact the Topicmaster and General Evaluator to make sure that they will be in attendance or are providing a substitute.
· Contact the speakers and get them to commit to their assignment; ask for the time of their speech and let them know that you will need a brief introduction the day of the meeting which should include, the speech title, manual being used, speech in the manual and a bit about themselves if they care to give it to you.
· If speakers plan to use PowerPoint slides, keep in mind that other speakers have had problems using Macintosh equipment.  

· In the event a speaker cannot make it; it is his/her responsibility is to find a replacement and get back to you. 
· You may have to call and e-mail the speaker a few times. Start working on this part of your assignment by the weekend prior to the meeting over which you will preside. 
· Remind the speakers to get their information to the VP of education who prepares the agenda. Manual, project, objectives. 
· When you get to the meeting huddle with General Evaluator and Topicmaster to make changes to the lineup like a football coach does when adjusting for injuries before a game. Are all functionaries there? If not the GE needs to start recruiting a fill-in before the start of the meeting. 
· You will run the first half of the meeting and the General Evaluator the next portion.
· Follow the agenda: The president will introduce you. Make a few comments about the meeting theme; however, you are the manager and it is your job to move the meeting along. To do so you need to limit your comments to allow as much to others to speak (i.e.: Table Topics). The Topicmaster should wrap up by about 7:30 PM

·  After your comments introduce the functionaries, the Topicmaster, each evaluator and each speaker.
· .Follow the agenda 
· After each speaker completes his or her speech, ask the timer for one timed minute so members can complete evaluations.

· After the Icebreaker speech lead the club in a standing ovation for the speaker.

· When all speakers have completed their speeches ask for a timer’s report.

· After the timer’s report, ask members to vote and hold their ballots.
· After the vote turn the meeting over to the General Evaluator, and you are finished for the evening.

You can find other information in your Communications Manual and on our website under functionaries. 
Have fun and contact any experienced member for clarification. 
First time Toastmasters usually stumble on the following:

Not following the agenda

· Not communicating in advance with speakers so we have three speakers.
· Taking up too much meeting time with their comments (the guiding principle of any Toastmasters Club is to give everyone a chance to talk in some manner).
· Not communicating with the GE and Topicmaster for a few minutes before the meeting starts to be sure they all have the same players in place on the agenda.

