When You’re The Toastmaster For Your Club’s Next Meeting
So you’ve volunteered to be your club’s Toastmaster at the next meeting. Being the Toastmaster for a meeting is the most noble and critical role anyone can have. It sets the overall mood of the meeting and also requires communication and co-operation with fellow members who will be on the agenda. Although it may appear overwhelming, it is actually quite simple. 

The following guidelines will help you plan the meeting well in advance, obtain all needed information and fill any vacant roles.

1st Monday = Email all club members with a copy of next week’s agenda, filled with those members’ names who have already taken on a role. Invite members to sign up for roles that are still vacant. Remind them every opportunity to speak at a meeting is one step closer to becoming a better speaker, no matter if it’s an Evaluator, Timer or Grammarian. Be as positive as you can be to have people volunteer
1st Wednesday = Email all speakers to obtain/ confirm information about their speech. This should include correct spelling of their name, Project #, Timing of Speech and Title (all 4 are vital)

2nd Wednesday = Email all speakers with an updated copy of the next day’s agenda. Let them know what roles still need to be filled and how volunteers are needed. Remind them that their participation helps them become better speakers AND it helps them earn the Competent Leadership (CL) designation. ALSO, email those speakers (separately) who have not provided you their information about their speech and share that a response is needed BEFORE the meeting the next day
These guidelines should help you successfully prepare for your meeting and provide you the ease to deliver a stunning performance. During the meeting, use your dynamic personality to: 

- greet the audience and motivate them to have an outstanding meeting

- have members and guests introduce themselves at the beginning of the meeting

- introduce speakers and transition between them
- remind members to vote after each speaker, table topics & evaluation section

If you have any questions, please feel free to ask any of your MOO Executive Committee members: Iqbal, Rose, Bina, Andrew, Greg, Manivanh or Indu. We are looking forward to an outstanding club meeting with you playing the starring role!
