Toastmaster Agenda Template
St. Lawrence Toastmasters – Club 606 – District 61

Theme of the meeting: ______________________________		Date: _______________
INTRODUCTION
· 7:00 PM – Sgt-at-arms introduction and presentation

· 7:05 PM – Welcome  remarks

Intro speech reminder points:

·  _________________________________________________________________

·  _________________________________________________________________

·  _________________________________________________________________

· Call for toast:   _______________________________________	

· Present changes to the program

· Head table officials introduction (hold applause):

· TableTopic Master:   ___________________________________________

· Secretary:                    ___________________________________________

· Sgt-at-arms:                ___________________________________________

· General Evaluator:    ___________________________________________

· Treasurer:                   ___________________________________________

· Time keeper:              ___________________________________________

· Special guest? :          ___________________________________________

· Toastmaster:              Myself  _____________________________________

· Guest introduction  Sgt-at-arms

· Remind them they will be asked for comments at the end of the meeting (on a voluntary basis)
· TM International explanation

· Who? 		Ralph C. Smedley
· When?		1924
· Where?	In the basement of a YMCA in Santa Ana, California
· What ?		The first meeting that would eventually become TM Intl.
· Why?		Because he observed that many young men needed “training in   
                             the art of public speaking and presiding over meetings”
· How?		Training format similar to a social club. Allow the members to 
                             practice speaking skills in a supportive, non-formal atmosphere
· Now?		More than 345,000 members, in more than 15,900 clubs in 142 
                             countries. (Figures from July 2016)

· St-Lawrence Club presentation
· History 		Since 1948, oldest club east of Windsor
· Banners, ribbons
· Special events

· 3 parts of the evening
· Business session
· Educational session (Table Topics and Prepared speeches)
· Evaluations session

BUSINESS SESSION
· 7:10 PM – Declare open

· Ask secretary to summarize minutes from last meeting ___________________________

· Call for errors or omissions 

· Adopt as read or as amended	

· Business arising from minutes?

· Induction of new member (if required)

· Call for new business

· Close business session

· Ask for humorous story __________________________________________


EDUCATIONAL SESSION
7:15 PM – PART 1: TABLETOPICS
· TableTopics Master Introduction
[bookmark: _GoBack]Notes:
·  
·  
·  
______________________________________________
· TABLE TOPICS SESSION
· PAUSE (10 MINUTES)
· ANNOUNCE WINNERS
7:50 PM – PART 2: PREPARED SPEECHES
· Prepared speeches explanations
· Why?
· How?
· What?
· Show books... talk about leadership also.

· Ask for timing procedures ________________________________________

· Explain: 
· Voting procedures

· Best speaker ribbon

· Evaluation forms

· For each speakers:
· Ask to read objectives or demand explanations from evaluator

· Introduce Speaker

· Allow one minute for evaluation
· Speaker #1 Presentation
Notes:
·  
·  
·  

Title: ___________________________________________________

Name: __________________________________________________

· Speaker #2 Presentation
Notes:
·  
·  
·  

Title: ___________________________________________________

Name: __________________________________________________

· Speaker #3 Presentation
Notes:
·  
·  
·  

Title: ___________________________________________________

Name: __________________________________________________

· Extra speaker Presentation (if required)
Notes:
·  
·  
·  

Title: ___________________________________________________

Name: __________________________________________________

· Ask for the vote (Best Speaker)
EVALUATION SESSION

· 8:20 PM – Evaluations explanation

· Why?

· Friendly contest

· Ribbon

· Ask for timing procedures ________________________________________

· Call for Evaluator of Table Topics 	_______________________________________

· Call for 1st speaker’s evaluator	 	_______________________________________

· Call for 2nd speaker’s evaluator		_______________________________________

· Call for 3rd speaker’s evaluator		_______________________________________

· Call for 4th speaker’s evaluator		_______________________________________

· Call for Grammarian		 	_______________________________________

· Call for vote (Best Evaluator)

· 8:45 PM – Introduce General Evaluator
Notes:
·  
·  
·  
______________________________________________


CONCLUSION

· 8:55 PM - Awards
· Best speaker

· Best evaluator

· Spark/Bull shooter __________________________________________

· Call for members and/or president to speak

· Call for guests to speak

· Call for VP Education to speak

· Closing remarks

· Invitation to the post-toast

· 9:05 PM - End of meeting










= Fill in the blank
= Knock the gavel
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