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RANCHO BERNARDO TOASTMASTERS 

CLUB MEETING SCHEDULE 
 

(Except for Meeting Start and End times, timing may be adjusted by Toastmaster and Presiding 
Officer as needed) 

STARTING TIME 
7:00  SERGEANT AT ARMS 

-Call meeting to order 
-Introduce presiding officer 

 
 

PRESIDING OFFICER 
-Opening ceremonies:  pledge, inspirational thought (1 minute max) 
-Welcome guests 
-Introduce TOASTMASTER 

 
 
7:05 TOASTMASTER 

-Set meeting theme 
-Introduce Team:  GENERAL EVALUATOR, GRAMMARIAN, TIMER, AH-
COUNTER, VOTE COUNTER, RAPPORTEUR, FARCEUR  
-Announce changes in lineup of Program Speakers 
-Introduce TOPICMASTER 
 
 

7:10  TOPICMASTER 
-Describe format and time limit (30 sec - 1 min.) 
-Review Word of the Day definition, usage. 
-Ask prepared questions on the topic 
-Brief summary (time permitting) 
-TIMER’s REPORT 
-GRAMMARIAN©S REPORT on use of Word of Day 
-VOTE for Best Table Topic 
-Return control to PRESIDING OFFICER 

 
 
7:25  PRESIDING OFFICER - club business and announcements*** 

***Note: If members have an announcement, please arrange for time 
BEFORE the meeting.  Due to time constraints, unexpected 
announcements may not be recognized. 

-VP of Education’s Educational Moment  (~1 minute) 
-VP of Membership’s announcements 

 
 
7:30 BREAK 



Rev C                                      3/2/2008 3 

 
7:40 SERGEANT AT ARMS strikes gavel, returns control to TOASTMASTER 
 

TOASTMASTER 
-Introduce speech manual project, objectives, title, timing.   
 Announce  SPEAKER©S NAME LAST! 
-After speech, invite audience to write comments for a minute 
-TIMER’S report 
-VOTE for Best Speaker 
-Introduce GENERAL EVALUATOR 
 
 

8:10 GENERAL EVALUATOR 
-Introduce speech evaluators (2 min. max.) 
-TIMER©S report on evaluators 
-AH COUNTER©S report  (1 min. max) 
-GRAMMARIAN©S report (1 min. max) 
-VOTE for Best Evaluator 
-Evaluation of the meeting (1-2 minutes) 
-Return control to TOASTMASTER 

 
 
8:20 TOASTMASTER 

-Introduce FARCEUR (1 minute max.) 
-Present awards 
-Return control to PRESIDING OFFICER 

 
 
8:25 PRESIDING OFFICER 

-Invites comments from guests 
-Review Program Assignments for next club meeting 
-Final announcements for the Good of Toastmasters 
 
 

8:30 SHARP    ADJOURN MEETING 
 
 
 
NOTE:  To help ensure the meeting ends on time, every Functionary should be cognizant of 
the time remaining for the meeting segment and use their allotted time in a time-considerate 
manner.  When the program is running late, shortening one’s report to the essentials will be 
appreciated by all.
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THE TOASTMASTER 
 
The Toastmaster has the key role in the success of the meeting.  Only through proper advance 
planning can this assignment be carried out effectively. 
 
The primary duty of the Toastmaster is to insure a well-run meeting and act as a congenial 
host to smooth the transition between program participants.  (This role should be assigned to a 
club member who has completed at least three manual projects.) 
 
BEFORE THE MEETING 
 
At least one week before the meeting, the Club President should contact the scheduled 
Toastmaster as a courtesy reminder to confirm his/her availability.  About 1 week before the 
meeting, the Toastmaster should contact the speakers, program participants and general 
evaluator (who contacts the evaluators) to remind them of their assignments. 
 
NOTE:  Non-manual speeches are limited to a maximum time of 6 – 8 minutes by approval of 
the Club’s Executive Committee.  
 
If any participant is unable to fulfill an assignment, they are responsible to arrange for a 
substitute.  All this should be done in advance, NOT AT THE MEETING. 
 
Obtain the necessary information to properly introduce each speaker (see "How to Introduce a 
Speaker in the C & L manual).  This includes biographical data, speech title, manual project 
number, objectives and speaking time. 
 
AT THE MEETING 
 
Arrive 15 minutes early.  Make sure all program participants are in attendance.   
Optional:  Distribute DUTIES OF FUNCTIONARIES (placed on lectern by Sergeant-At-Arms). 
 

·  Offer a word of thanks to the Presiding Officer when you are presented as Toastmaster.  
 

·  Say a few words about the nature of the forthcoming program to warm up the audience, 
especially guests who may be unfamiliar with Toastmasters.  Mention the theme of the 
meeting.  

 
·  Introduce Functionaries.  (Bring your own updated list of assignments) 

 
·  Introduce Topicmaster 

 
·  At the conclusion of the Table Topics, return control to the PRESIDING OFFICER. 

 
BREAK:  After the break, the Sgt-At-Arms will return the meeting to order and reintroduce 
the Toastmaster. 

 
·  Introduce the Program Speakers. (Refer to Meeting Schedule on lectern for details.) 
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·  AT THE END OF EACH PRESENTATION:   Lead the applause, offer a brief word of 

appreciation and ask the audience to write brief comments to the speaker.  (Wait 1 
minute before proceeding.)  Your function at this step is to bridge the gap between 
presentations, maintaining the interest of the audience.  Never leave the lectern vacant.  

 
·  Segue into introducing the General Evaluator by briefly explaining the value and 

purpose of Evaluations.  Refer to Meeting Schedule for other functionaries.   
 

 
TOPICMASTER 
 
The Topicmaster leads the Table Topics portion of the Club meeting, which can be the liveliest 
and most enjoyable part of the meeting is it is handled right.  
 
Table Topics should strive to involve all those who are not scheduled to speak at length (i.e., 
do not call on the Toastmaster, Speakers, General Evaluator and Evaluators).  Before the 
meeting, verify these speaking functionaries with the Toastmaster.  They will normally be 
excluded from Table Topics unless the meeting attendance is small and time allows. 
 
ARRIVE ABOUT 15 MINUTES EARLY.  Write the Theme and Word of the Day with brief 
definition and pronunciation on the board/flip pad.   
 

·  Describe the format of Table Topics.  
 
·  Announce that use of the Word of the Day and observance of minimum and maximum 

times is essential to qualifying for Best Table Topics award.   
 

·  Invite guests to participate, explaining it is optional for them.  Never embarrass them.  
(Invitation is best done in private before the meeting.) 

 
·  Present scenario or question first, announcing the name of the respondee last.   

 
·  Close with a brief summary if time permits. 
 
·  Call for the Timer’s Report. 

 
·  Call for the Grammarian’s brief report for use of the Word of the Day – who didn’t use it?  
 
·  Call for club to vote for Best Table Topics speaker.  Then proceed to… 

 
·  Return control to the presiding officer on time.  (The presiding officer may be the 

President or the President’s authorized representative -- normally a Club Officer.) 
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GRAMMARIAN 
 
The Grammarian points out obvious and not-so-obvious mistakes in word usage, grammar or 
pronunciation by all meeting participants except guests, to the best of their ability.  (A 
dictionary is available in the meeting supply cabinet.) 
 
The Grammarian LISTENS CAREFULLY and REPORTS on: 
 

·  Use of Word of the Day.  When called upon, report which Table Topics participants did 
NOT use the WOD.  They do not qualify for Best Table Topics. 

 
·  Excellent use of language (colorful phrases, figures of speech, etc.) 

 
·  Misuse of words;  incorrect pronunciation 

 
·  Clichés (overworked phrases or words) 

 
·  Poor sentence construction (e.g., excessively beginning sentences with “And” or ”So”) 

 
 

"AH"  COUNTER 
 
The “AH” Counter helps cure the annoying habit of "VOCALIZED PAUSES" – “Ah”, "Err", 
"Uhh”, “Mmm" and repeated words such as "And, And”. 

 
·  Click the noisemaker to signify these pauses and record frequency per member.  

 
·  NEVER CLICK during a program speech or evaluation, while a Guest is speaking, or 

when a person is obviously having significant difficulty. 
 

·  When called upon by the General Evaluator, report on the individuals’ total Ah’s, if any.  
 
 
VOTE COUNTER 
 
The Vote Counter collects and counts the votes for Best Table Topics, Best Evaluator and 
Best Speaker and collects written “Brief Evaluations” -- comments to the Speakers. 
 

·  To save time, collect the comments only after the last Speaker’s presentation.   
 

·  Vote only when needed to break ties.   
 
·  Hand the clearly written results to the Toastmaster just after the Farceur finishes.  

(Votes for participants who do not reach minimum or exceed maximum time are invalid.) 
 

·  Distribute Comments to the Speakers (after vote results are given to the Toastmaster). 
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TIMER 
One of the skills learned in Toastmasters is how to conduct a program or deliver a speech 
within strict time limits.   
 

·  During the break, check with Toastmaster for Program Speakers’ prescribed time 
ranges. 

 
·  Record times for Table Topics, Program Speakers, and Evaluators.   Start timing when 

speaker begins talking.  Ensure speaker can see the timing lights. 
 
·  Report to the Toastmaster (or General Evaluator) when called upon.  Name those not 

qualified based on time*.   Report individual times for Program Speakers and 
Evaluators. 

 
·  To enforce a well-managed meeting following the agenda, signal the Topicmaster, 

Toastmaster and General Evaluator when their time is up by turning on the Red light. 
 

·  Ensure Rapporteur receives report on Program Speakers’ and Evaluators’ times. 
 

 
* NOTE:  Speakers who do not reach the minimum or exceed the maximum (including grace 
period) do not qualify.  
 

EVENTS    MINIMUM   MAXIMUM  GRACE 
Table Topics    30 seconds   1 minute  15 sec. 
Program Speeches   MIN & MAX per Toastmaster / Spkr  30 sec. 
Evaluators    1 minute   2 minutes  15 sec. 
General Evaluator Report  1 minute   2 minutes  none 
Farceur/Grammarian/AH Cntr none    1 minute  none 
 
NOTE:  Non-manual speeches are limited to a maximum time of 6 – 8 minutes by approval of 
the Club’s Executive Committee.  
 
TIMING LIGHT BASICS: 
 
  1) Turn off Timing lights after each speaker is finished. 

  2)   SHOW ONLY THIS TIMING LIGHT WHEN    

 GREEN LIGHT     MINIMUM TIME until … 

 AMBER LIGHT     MIDWAY (between Min & Max times) until … 

 RED LIGHT      MAXIMUM TIME.   
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GENERAL EVALUATOR 
 
The General Evaluator of a club meeting should be seen as a teacher-by-example.  A fair 
summation of the meeting will have a great influence on members’ attitudes.  The General 
Evaluator should point with enthusiasm to the good in the meeting and show by example and 
helpful suggestion how weak areas could be improved.    
 
BEFORE THE MEETING 
 
Contact the Speech Evaluators.  If you know in advance who they will be evaluating, suggest 
that they read the evaluation information in that project and clearly understand its purpose.  
 
AT THE MEETING 
 

·  Introduce the speech Evaluators individually.  1-2 minutes per evaluation to qualify.  
 

·  Call for the Timer’s report on Evaluators.  Ensure times are recorded by Rapporteur. 
 

·  Call for members to vote for Best Evaluator.  (Without delay, continue to next item) 
 

·  Call for Ah Counter’s report (1 minute maximum). 
 

·  Call for Grammarian’s report on overall meeting usage of grammar (1 minute max). 
 

·  Give an overall evaluation of the meeting, including the business portion and general 
quality of speeches and evaluations.  Comments should include, as appropriate, 
exceptional effectiveness as well as areas for improvement from the functionaries 
including the Presiding Officer, Toastmaster and Topicmaster.  End on time and on a 
positive note. (1 - 2 minutes.  Timer should indicate time as usual.) 

 
·  Return control to the Toastmaster 

 
 
RAPPORTEUR 
 
Record attendance and proceedings of the club meeting using the form provided in the 
Rapporteur’s book.  Record the functionaries, speakers’ names, titles, planned and actual 
speaking times.  Also record Evaluator’s actual evaluation times.  Record winners of Best 
TableTopics, Best Evaluation and Best Speaker awards.  Record names of guests and visitors.   
 
 
FARCEUR (AKA JOKEMASTER) 
 
Prepare and deliver a joke or humorous story of less than 1 minute, to help end the meeting 
with smiles while allowing the Vote Counter time to return the results to the Toastmaster.  The 
joke should be in good taste and preferably relate to the meeting theme.   
Note:  The Farceur’s role is often assigned in combination with the Rapporteur’s role. 
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EVALUATOR 
 
This functionary’s role is critical to the growth of our members, as well as their own.  Do you 
recall how you looked forward to hearing evaluations of your speeches?  Most members want 
objective reviews – those things done well and those not so well.  They do not want just a 
glowing report filled with superlatives.  A “white-wash brush” review may be kind, but it is not 
going to do the speaker any good if it does not identify where improvement is needed and how 
they might do better the next time.  Also, the speaker and audience do not want to hear the 
Evaluator give a rebuttal or recounting of the points made in the speech. 
 
Before the speech, talk with the speaker to identify their objectives, areas they want you to 
focus on, etc.. 
   
Assigned to members with at least 3 completed speech projects, the Evaluation is a short 
speech in of itself.  It has an opening, a body, and a conclusion.  Its main objective:  to give 
your honest opinion of how well the speaker met the project’s objectives.  How well did the 
speaker communicate to the audience using eye contact, vocal variety, gestures and visual 
aids?  What could you suggest they try next time to improve their speech effectiveness?  
Recognize and complement those techniques done well, and provide constructive criticism 
with suggestions for improvement on the weaker areas.   
 
End with a positive note of encouragement.  Be sure to return control to the General Evaluator.  
1 to 2 minutes.  
 
Evaluating Competent Leadership Projects 
The Evaluator’s role also supports members working through the Competent Leadership 
Program.  Upon request by a meeting functionary as they describe their role, an Evaluator will 
be asked to give a brief written feedback on that functionary’s performance in the meeting.  All 
functionaries have opportunity to achieve project credit towards the Competent Leadership 
Award (CL) just by receiving feedback on their roles in the meeting.  These comments are 
written by the Evaluator in the member’s Competent Leadership manual.  After the meeting, a 
verbal assessment may also be given to the individual if desired. 
 
Help Members Achieve Their Goals Quicker 
Ensure the VP of Education signs the project manual for each member as they complete a 
Toastmaster project.   By giving the manual to the VPE after your evaluation, you allow the 
VPE to track the members’ progress and enable award applications to be submitted in a timely 
manner.  This process applies to Speech manuals as well as Leadership manuals. 
 
 


