Toastmaster Quick Reference Guide
Park City Toastmasters

Before the meeting:

· Contact the speakers to make sure they are prepared to speak, and ask them for some introductory information about themselves.  
· You can email them through TurboBase.

· Contact all members who have a role and confirm that they will be attending

· Prepare a brief introduction for the speakers

· Create an agenda using the template.  Fill in the roles with the names in TurboBase

· Purchase snack/drink for the club. (we usually get cookies and water, or something small)

· Arrive early – generally by 7:15 to set up the room.  The officers usually bring the equipment, and any members who arrive early can help set up.  This includes:
· setting up tables/chairs

· handing out agenda, voting ballots and evaluation forms  

· setting up the podium

· hanging the banner

· displaying the American Flag 

During the meeting:
· Call meeting to order and welcome members and guests.
· Ask any guests to introduce themselves so they feel welcome.

· Read the Toastmasters pledge, on page 2 of your Competent Communicator Manual.

· Follow your agenda, calling on members to explain/perform their role.  
· If you forget anything, the members will usually help you out, so don’t worry about memorizing everything.

· Call a 10 minute break, and be mindful of the time so you can invite the group back and resume the meeting.
· Introduce the speakers, and then thank them afterward.

· Allow 2-3 minutes for members to evaluate each speaker

· Before we wrap up, call on the VP Education for next week’s roles

· Ask guests, if present, what they thought of the meeting.

· Ask if there is any new business – for example, upcoming events at the club or regionally.
· Make a motion to adjourn the meeting.
After the meeting:

· Login to TurboBase and email all members with minutes from the meeting.  Include:

· Members and guests in attendance

· A recap of how the meeting went

· Award winners

· Any news/updates

Things to keep in mind:

· As Toastmaster, you’re responsible for setting the tone.  Welcome members and guests, and make the meeting a warm, friendly atmosphere for sharing stories and learning from one another.

· You control the pace of the meeting, and you may wish to share thoughts, open the floor to members, or move on to the next piece.

