















• 

• 



• 

• 



• 



• 







• 







 




 




 







• 



• 

• 

 
 
 
 
 
 


• 



• 




• 

• 



• 





 




 







• 
• 


• 
• 


 

During the meeting: 
 
You will be called on four (4) times during the meeting 
 
1. By the General Evaluator 

Explain your duties.  Demonstrate the timing signals and explain the rules for table 
topics, speeches and evaluations. 
 

2. By the Table Topics Master 
Report the timing results of the Table Topics Speakers.  Name those who do not 
qualify (Describe the topic of each speaker when you announce their name) 
 

3. By the Toastmaster 
Report the timing results of the prepared speeches.  Name those who do not qualify. 
 

4. By the General Evaluator 
Report the timing results of the evaluations.  Name those who do not qualify




   
   
 


 

   






 












• 




• 

• 








• 
• 
• 






• 



• 

• 



• 





• 

• 

 










 


• 





• 
• 
• 


• 











 
 
 







• 
• 
• 
• 
• 

























• 




• 



• 



• 







• 



• 



• 

• 



















• 

• 

• 

• 

• 













• 

 

•  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 















 
Prior to the meeting: 
 
• Topic Theme: What is the meeting Theme? Can you work with it? 
• There is no limit to what you can select as a theme for your Table Topics, however work with 

the Toastmaster on the direction they plan to use the week’s theme. 
• Avoid a string of unrelated topics. 
• Prepare a (1) minute talk on the Why-What-How of Table Topics.  
• Speak with the Toastmaster to find out how long the scheduled speakers are so you know 

approx how many Table Topics to plan for.  
• Always have a few extra TT  for the “Just in case” situation 
 
During the meeting: 
  

• Check in with the Toastmaster and Gen. Evaluator to see if all the speakers are present 
and final times so you know how many approx TT you’ll be able to do. 

• Check with the Club President/EVP to see if there is going to be additional time needed 
at the beginning of the meeting for club business that may require you to reduce the 
number of Table Topics.  

• Note the names of all Guests 
• Note the members who have functionary roles or speaking roles – TRY NOT TO CALL 

ON THEM FOR TABLE TOPICS. 
 
When you’re at the Lectern for Table Topics: 
  

• Offer one or two (if possible) to Guests,  
• “REMEMBER – TO INFORM THE GUESTS THAT THEY CAN EITHER TAKE THE 

CHALLENGE OF THE QUESTION OR TALK ABOUT THEMSELVES.  
• State your topic, then call on someone to respond (this keeps them LISTENING and 

Thinking)!  
• Select members or guests randomly, rather then around the room in a definite order. 
• Watch the Time!!!  Check with either the Toastmaster or General Evaluator for direction 

to either stop or continue for time. 
 
At the end of Table Topic Section of Meeting: 
 

• Call for a Timers Report 
• Call for Vote on Best Table Topics. 
• Return Control back to the Toastmaster 
• Always – stay at the Lectern until the Toastmaster has reached it and you have 

shaken hands.  
 

 
 










 
Prior to the meeting: 
• Review the speech project and objectives of your speaker.  Determine what criteria are required for this 

presentation:  visual aids, gestures, vocal variety, etc . . . Talk with the speaker in person (at the latest 
the night before) to discuss the project: 

1. What are the objectives for this speech? 
2. What are the Speaker’s personal goals? 
3. Which skills or techniques does the Speaker hope to strengthen and/or improve 

 
• Review the Evaluation Guide at the end of the manual speech section:  (Speech #1, #7, etc) 
 
• Contact the General Evaluator to reconfirm the evaluation session format 
 

Before Meeting Begins: 
(Day of the meeting) 
 
• BE ON TIME!  Find your speaker and get his/her manual before the meeting is called to order. 
 
• Check for any last minute details – any specific things you may want to watch for during the speech. 
 
• Find a place to sit that will be of most benefit to you and the speaker.  (Do not sit in the front row-this 

may be distracting to the speaker.  Sit in the back of the room or on the side.  Do not stand during the 
speech. 

 

During the meeting: 
  
• Listen actively; take notes on a separate sheet of paper during the presentation.  Transfer the key points 

into the Speaker’s manual prior to giving your oral evaluation. 
 
• Prepare!  You will have approx. 15 minutes before you present your evaluation. 
 
• Give your evaluations of the presentation, not the person.  Do not express your opinions regarding the 

topic. 
 
• Offer useful advice using the “sandwich technique.”  Be supportive 
 
• Focus on only three main points 
 
• When called upon by the General Evaluator, come to the lectern, shake hands with the GE and give your 

oral evaluation.   
 

After the Meeting: 
• Meet with your Speaker and present any additional feedback not mentioned in your oral evaluation.  

Encourage him/her to read and keep all the audience comments. 
 
• Return the Speaker’s Manual.  The Speaker should immediately get the Educational Vice President to 

initial the manual. 
 










 
Prior to the meeting: 

 
Contact and confirm attendance - General Evaluator, Table Topics Master, Speakers. 
Request those participants unable to attend find replacements. 
 
PRESIDENT:  -Anything special happening at the meeting? 
 
MEETING THEME:  -Review schedule for meeting theme.   

• Prepare appropriate word-of-the-day.   
• Prepare opening remarks to introduce meeting theme.   
• Prepare transition remarks to introduce GE, TT, and Speakers. 

 
GENERAL EVALUATOR:  -Calls TM and confirms presence of evaluation team. 

• Information for introduction of GE. 
 
SPEAKERS:   

• Confirm they will be speaking.   
• Information for Introduction & Title of Speech.   
• Manual #.  Encourage speaker to talk to evaluator.   
• Bring Manual. 

 
TABLE TOPICS:   

• Confirm will be at meeting.   
• Information for introduction.   
• Plan for Approximate time for Table Topics based on speech lengths and/or club business. 
• Remind TT Master to include guests (but not first!) 

 
VP EDUCATION:  - Provide updates to prepare meeting agenda.  
 
During Meeting: 

 
-Read the meeting agenda.  Any errors or changes?  Discuss with VPE. 
-See that all participants are present and check on GE for the evaluation team. 
-Check agenda to identify any available members for last minute substitutions. 
 
-Pay attention! Be ready when introduced by the Club President.   
-Follow the meeting agenda. 

• Use your notes for the speaker introductions.  Set the stage for their presentation. 
• If you have no formal introduction from the speaker; state the a) Speech number;  b) Time; c) 

Objectives; d) Title; e) Speakers name. 
• Be confident and smooth.  This is your plan.  Execute it. 
• Adjust to bumps and opportunities.  This is where the greatest growth comes. 
• Watch the clock.  Make time adjustments with the Table Topics Master. 

 
Return control to the President. 

 












 
Prior to the Meeting:  
  

• Call the Sgt-in-arms to see if  they need you to be early to assist in setting up the 
room  

• Or – if the Sgt-in-arms are not able to be at the meeting, you’ll assume the duties. 
Make sure you notify both, the President and the Educational VP.  

 
Before Meeting Starts: 
 

• Assist with the set up of room 
• Assist with passing out the weekly agenda’s, ballots and any additional flyers or 

handouts that have been requested placed. 
• Sit in the seat either next to or across from the Sgt-in-arms 

 
During the Meeting:  
 

• Assist with the counting of ballots and sorting of Evaluations ships during the 
meeting. 

• Assist with any additional requests from Sgt-in-arms.  
 
After Meeting Adjourns:   
 

• Assist with gathering the equipment and place in Storage 
 
  


