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YourTown, MA 

A TYPICAL MEETING
Our members start to trickle into the meeting room around 6:45.  People come early to prepare for their roles or help set up the tables and chairs.  At exactly 7:00, the Toastmaster for the day takes the lectern and begins the meeting.  An agenda is available for each member, usually placed in front of each chair.


Take a look at the agenda.  Notice that every segment of the meeting is given a timeframe (our Timer keeps track of the time).  The Toastmaster introduces the Grammarian, who gives us a Word of the Day (a word that we try to include in our speeches).  Each speaker is introduced, and after each speech, we take a minute to write down our thoughts on an evaluation form.  That way, the speaker gets as much feedback as possible.  If you choose to do this, note that the form gives some guidelines.  Try to keep your comments positive, with no more than 1-2 suggestions for improvement.


After the speeches, the Table Topics Master comes up.  It’s his/her job to call up guests and members of the club who don’t have a role for that evening, to give a short, unplanned speech on a given topic.  We also take a short snack break at mid meeting. 


The second half of the meeting is opened by the Toastmaster, who hands the meeting over to the General Evaluator.  The General Evaluator introduces the evaluators, who give a verbal evaluation for each speaker.  Then, we get reports from the Grammarian, the Timer, and the General Evaluator before the Toastmaster closes the meeting.


At the close of the meeting, our President often speaks shortly about club business.  Then, our Vice President of Education will hand out a tentative schedule for the next meeting. Whoever is scheduled to be Toastmaster for that meeting will confirm roles and ask for volunteers if roles need to be filled.  The meeting is over at 8:30. 
