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My Toastmasters Club Name
My Company, 123 My Ave, Anytown, MA 02000 
  9:30 - 10:30 a.m., Saturday, Month XX, 201X
Welcome & Introduction – Name
Welcome all to the Toastmasters International Sample Meeting and introduce Toastmaster.
Toastmaster – Name
Introduce each role, its purpose, and the person who will perform the role.  
Humorist – Name, 1-3 minutes
Start the meeting on a light-hearted note.

Word Master –Name, 1-3 minutes
Choose a word that is useful in normal language.  Encourage us to use the new word as we serve our role.

Speaker 1 – Name, 5-7 minutes

Speaker 1 – Name, 5-7 minutes 
Give a prepared speech.  Projects are outlined in the CC or Advanced Communicator Manuals.
Topicsmaster – Name, 1-2 minutes per topic speaker
Demonstrate how Toastmasters helps people hone vital skills for impromptu speaking.

General Evaluator – Name
Introduce evaluation team members and evaluate the evaluators and the meeting in general.
Evaluator – Name, 2-3 minutes
Evaluator – Name, 2-3 minutes
Demonstrate the helpful, supportive feedback given in a positive and friendly manner. 
Word of Day Counter/Grammarian – Name, 1-3 minutes 
Report on how many times speakers used the Word of the Day and how we used the English language.
Timer – Name, 1-3 minutes
Demonstrate how members learn to accomplish tasks within set time limits.

Summary / Closing / Club Business  - Name
What’s developing in the club?  Update members on club business, planning for next meeting.
