
TOASTMASTER

Being Toastmaster of the Day is one of the most valuable experiences in our Club. It’s a very 
challenging role, however, the first time you try it, you will simply love it! 

The main duty of the Toastmaster is to act as a genial host and conduct the entire meeting, including 
introducing the participants. For obvious reasons this task is not usually assigned to a member until 
he or she is quite familiar with the Club and its procedures.  If this is your first time being Toastmaster,
please reach out to your mentor or VP Education for assistance.

Remember, this role is not about the Toastmaster.  It is about running a thoughtful, efficient meeting 
for the members and guests.

Program participants should be introduced in a way that engages the audience and motivates them to
listen. The Toastmaster creates an atmosphere of interest, expectation and receptivity. 

Before the Meeting:

The Toastmaster selects the theme of the day. Choose a theme that will let the people’s imagination 
roam.  Prepare a question related to your theme that will help you to introduce your team: Timer, 
Grammarian, Ah Counter (if present), Table Topics Master, Speakers and General Evaluator. During 
the week, you may either call each member of your team OR email your question, using their short 
answer to introduce them. 

As Toastmaster you have the authority to make the agenda flow however you see fit.  You can 
change the order of roles, eliminate roles, change the order, etc.  BE CREATIVE!  Think about how to 
print your agenda to match your theme.  For example a theme of dining might have the agenda look 
like a menu!  Have fun with your Toastmaster role.  It is your responsibility to bring copies of the 
agenda to the meeting.  Bring about 30 copies.

Contact each speaker to remind them they are delivering a speech. Interview them to find out 
something interesting which you can use when introducing them.  Also ask for details on their speech 
and project number.  Conversely, they can and should provide you with a detailed introduction. 

Remind each speaker to get in touch with their respective evaluator to share their personal objectives 
besides the speech objectives. This is greatly appreciated because the speaker often forgets to get in 
touch with her or his speech evaluator prior to meeting.  Remind them to bring their evaluation form.

All the evaluators (topics and speeches) are under the responsibility of the General Evaluator. Provide
the general evaluator with introductions.  

During the Meeting:

Arrive early to help set up and distribute the agenda. 

Check if there are any last minute changes.  Confirm that everyone with a functionary role is present.

Double check that functionaries know how to do their role.  

The Sergeant at Arms will introduce the Presiding Officer; this individual will introduce guests, provide 
achievement awards and any other club business.  Then the meeting will be turned over to you.  



The success of the meeting is now in your hands! 

Preside the meeting with sincerity, energy and decisiveness, taking your audience on a pleasant 
journey and make them feel that all is going well. Use the attached Toastmaster Duties Script for 
guiding the meeting. Make sure that you always maintain control of the podium.  Remember, 
you are in charge!  If someone blurts out something, you may ask if they have a point of 
inquiry.  If someone forgets to do something, handle it with grace.  Never berate a person in 
front of the group.  If there is an issue address it during break, after the meeting, or in a follow 
up email.  Remember, people only know what they know!  Toastmasters is a place to make 
people feel empowered, welcome and able to learn (and fail) in a safe place.  

It is also your job to make sure that the meeting stays on time.  Make sure you use the break or 
introductions to adjust as needed.  Advise Presiding Officer to eliminate the Closing Inspiration if 
necessary.

As Toastmaster, you should try to start the round of clapping before and after people are introduced.

If any guests arrived too late to be introduced by the Presiding Officer, make sure to introduce them at
an appropriate point.

As the Toastmaster, you do not have to keep the speakers and evaluators in the same order as they 
signed up on easy speak. Generally more inexperienced speakers will go first and be paired with less 
experienced evaluators while more experienced speakers will go last and be paired with more 
seasoned evaluators. However, if someone needs to use the projector it is a good idea to have this 
person go first no matter how experienced he is so that he can use the breaktime to make sure that 
everything is all set up and ready to go. 

It is important to refrain from commenting on the speeches that are give.  Be sure to ask the timer for 
a minute on the clock after each speaker to allow for comments to be written.

The general evaluator will turn the meeting over to you.  At this point you need to present the awards. 
It helps to have a list of quotes or interesting facts about your theme prepared so that you can 
entertain the audience in the case that the votes are still being tallied.

After presenting the awards, the Presiding Officer will control the meeting.  

The Toastmaster will return the control to the Presiding Officer by saying : “I now return the control to 
the President” then shake hands and applause. 

It is the responsibility of the Presiding Officer to have the guests speak again and to introduce the 
Closing Inspiration.

You did an awesome job, you were on time! 



TOASTMASTER DUTIES SCRIPT

The meeting begins with the Sergeant at Arms; then the Presiding Officer.  The 
Presiding Officer welcomes everyone, introduces guests, presents any club 
business.  He/she introduces the jokemaster.  Then he/she turns the meeting over to
you.

After being introduced:

The theme tonight is ….briefly explain your theme and why you chose it:  

Our meeting tonight will have three parts.
a. We’ll start with Table Topics. 
b. Then we’ll have three prepared speeches
c. Finally, we will do evaluations.

Explain that you need a team to run the meeting, and that you’re going to introduce
them individually so that they can explain their role in helping you run the meeting. 
Use the introductions given to you or create your own.  One sentence introductions 
are fine.  Introduce:

A. Timer— …
Intro:  
B. “Uh” Counter—…
Intro: 
C. Grammarian—…
Intro: 
D. Videographer— …
Intro: 
E. Educational Tip—…

Intro: 
G. Table Topics Master—…

Intro: 

If for any reason the Table Topics Master does not call for the timer’s report, the 
grammarian’s report or a vote for the best Table Topics speaker, do so yourself 
(without comment)

BREAK—Host …

Say a few words about enjoying the break.  

Introduce the first speaker. 

Make sure to explain which speech he/she is giving.  Explain which book or path the 
speaker is on; the goal of the speech, the time, and any other pertinent information.  
Introduce the speaker by say “speaker name - name of speech - name of speech - 
speaker name”.  You can also use the introduction provided to you by the speaker, 



however the name/speech name/speech name/name is always constant.

After the speech, ask the group to take a minute and write comments for the 
speaker. You can ask the timer to put one minute on the clock to help you keep 
track.
Repeat for each speaker. 

After the last speaker, ask for a timer’s report.

Ask for audience to vote for the best speaker and the most improved. Emphasize 
that most improved is NOT the runner-up speaker. The most improved speaker 
could be anyone at the meeting or even the person who wins best speaker. Only 
speakers who spoke within their given times are eligible to win best speaker.

Introduce the General Evaluator— …
The general evaluator will introduce each evaluator, ask for people vote for best 
evaluator and then give a general evaluation of the meeting.  The meeting will be 
then be turned back to you.

Present awards as they are written on the slip of paper that the Sergeant-at-Arms 
will hand you. It should be in this order:

Enthusiasm Award (you choose who you think should get it).
Best Table Topics
Best Evaluator
Most Improved Speaker
(Ask for a drum roll) Best Speaker.

Explain that your job as Toastmaster is finished.  Thank everyone for participating, 
and turn lectern over to the Presiding Officer … 

The Presiding Officer will offer guests a chance to describe what they thought of the 
meeting (also being given an offer to join) and adjourn the meeting.  The Presiding 
Officer will introduce the Closing Inspiration.
 


