TOASTMASTER'S CHECKLIST

Mame Date of Meeting

loastmaster
BEFORE THE MEETING: It is vouwr duty 1o CONTACT YOLUIR SPEAKERS AND HELPERS BY PHONE 10 make certain they are aware
of their respansibilities,

AT THE MEETING: Before the mesting starts, make certain each of the following is present and understands his duties.

1. TABLE TOPICS CHAIRMAM

2. TIMAER

2 CRAMMARIAN

4. VOITE COLUMNTER

5. "AH COUNTER"

b, Check with General Evaluator 1o make cerain he has assigned his evaluators and has the
names of all speakers.

WHEN INTRODUCED:

1. Adknowledge President's introduction and recognize your audience.

2. Introduce the helpers listed above

3. Call on TABLE TOPICS CHAIRMARN 1o conduct Table Topics.

4. Presant the speakers inturn. Try to give a linle background or comment on each speaker. Be a genal host,

SPEAKER TITLE TIME EVALUATOR

The General Cvaluator will call on the following helpers, However if they forget, then it will be your duty 1o call on them,

g, Instruct members o fill out ballots and pass them o the VOTE COUNTER

A, Inroduce GENERAL EVALUATOR who will conduct the evaluation period
—— 7. Ak TIMER for hisMer repst
- &, AskTAHCOUNTER” fowr hisfeer repaorl.
o 9. Ask GRAMMARIAN for hisher repaort
T 10, Ak Joke ! Word Master for his'ner reporL.

11 Call an VOTE COUNTER.



