Finalizing a new FreeToast Host meeting Agenda as Gene Toasters Toastmaster-of-the-Day (TMOD)
Gene Toasters Toastmasters #3941Meets on the Second and Fourth Fridays of each Month

Please Direct Questions/Suggestions to Nina Chace at NinaTM@comcast.net
March 23, 2013
A. Preliminary Information
1. Assignment of Meeting Duties.  The Vice President of Education (VPE) usually circulates a sign-up sheet during the meeting to solicit volunteers for the various meeting roles for the next few upcoming meetings.  If you have volunteered to be the Toastmaster-of-the-Day (TMOD), you need to get a copy of the latest list of volunteers for your meeting date from the VPE after the meeting.  Alternatively, the VPE can e-mail you a copy of the list of volunteers, or the VPE can enter the volunteers onto the website after the meeting.
2. Assignment as TMOD. When you are signed in on the website to be the Toastmaster-of-the-Day (TMOD) for a meeting date, you will find that you have access to editing and assigning roles for your meeting agenda (only).  You can either sign yourself up as TMOD on the new FreeToast Host website, or the VPE can enter your name into this meeting role.

a. Log into the club  website as a club member 
b. Click on “Meeting Agendas” under “Members Only”located on the left-hand side of the webpage.
c. The agenda for the next  meeting should appear.  Check the date.  
d. If you are not signed in as TMOD, assign yourself to this role by clicking on “Sign Up”

e. Once you are signed up to be the TMOD, you can enter the role volunteers from the sign-up sheet into the meeting agenda of your meeting date.
3.
Meeting Theme. One of the first duties of the TMOD is to choose a theme for the meeting. Below are several useful websites to help think of a theme. The sooner you e-mail the theme out to the members, the sooner the speakers might consider incorporating it into their speech to make the meeting more interesting.

http://www.historyorb.com/today/
http://learning.blogs.nytimes.com/on-this-day/#june
http://www.datesinhistory.com/
http://learning.blogs.nytimes.com/on-this-day/#june
http://writersalmanac.publicradio.org/
or anything else you would like to have as your theme.  During the meeting the TMOD might add a thought for the day about the theme, if he/she believes that the invocator’s piece is insufficient to set the theme of the meeting, and it looks like there is time on the agenda. The theme can be added to the message sent in the first e-mail to the members inviting them to fill in empty meeting roles.
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B. Count-Down to the Meeting.

1.
Day 14. First E-mail to the Members. Two weeks before the meeting (at the latest by Friday a week before the meeting), the assigned TMOD e-mails an invitation for club members to fill in empty meeting roles.  This may be accomplished in one of two ways: 

1) By clicking on the “E-mail” icon that is the left-most of the icon choices, you can send an e-mail. (If you hover the mouse over the e-mail icon you will see its description “E-mail this Meeting Agenda”)

Click on “Send e-mail to all Members”.  Fill in the message space with a message to invite members to fill in the empty roles. They can be encouraged to consult their Competent Leader manuals for the roles they need to complete.  Here is a sample invitational e-mail message from Craig Culp.

“Hi all!

We have lots of opportunities left to participate in our next meeting on Friday, July 13th. It would be bad luck not to sign up for a role! Please visit the agenda page to choose your exciting role now.

Be well!

Craig”

2) The second way to send an e-mail to all members is rather than e-mailing the whole agenda to all members using the e-mail icon, you can e-mail any message to “members-4818@toastmastersclubs.org” containing a link to the agenda page of the website. 

2.
Four days before the Meeting Send Second e-mail to Members. Monday of the week before the meeting, the assigned TMOD fills in the assignments for the remaining roles that are still unassigned on the website. The TMOD then e-mails the proposed agenda to all club members by clicking on the left-most icon (a letter) at the top of the agenda (If you hover the mouse over the e-mail icon you will see its description “E-mail this Meeting Agenda”) and e-mailing it to all members. Don’t forget to add a reminder as to the theme of the meeting in the message box of the e-mail. This emailing of the preliminary assignments will give members plenty of time to notify the TMOD if they cannot attend the meeting and fill their assigned role. When this occurs the TMOD sends a regular e-mail to an alternative member to ask them to fill that vacant role.  The TMOD may want to send the first draft of the agenda to the Educational Vice President for comment.  You can do this by clicking on 'Send the e-mail to': "TMOD" and "Educational Vice President" only, rather than to all members. 
a. How to assign members to roles. The TMOD can make role assignments and changes to assignments by clicking on the little pencil icon to the far right at the top of the agenda next to the ”plus” icon. (If you hover the mouse over the pencil icon you will see its description “Edit this Meeting Agenda”)
After clicking on the pencil icon, an administrator console window appears. Scroll down the agenda until you come to the role you want to assign or change.

Click on the down arrow on the right hand side of the select member choice box.  The entire list of club members will appear for you to choose from. The number in parenthesis before each name indicates how many times after the new website was launched that that member has performed that role.
If a member continually volunteers for the same meeting role multiple times, the TMOD should make an effort to assign another member, who has not filled this meeting role many times, to this meeting role.  If no one else can be found to accept this role, then the original volunteer can be assigned this meeting role.

b. Tips for assigning meeting roles to members. The new website helps to assure that one person does not fill a role too many times.  The number in parentheses before the person's name indicates how many times they have already performed a role since the new website began in February, 2012. The only problem is the evaluators.  The numbers pertain to how many times they have been evaluator #1, #2, or #3 -not the sum of all evaluator slots.  To see the sum of all evaluator slots, as well as all of the other roles, one can go to the “Role Report” which appears when you click on the head icon, which is the third icon from the left above the agenda roles. (If you hover the mouse over the head icon you will see its description “Download Role Report”.)  
· The roles of Word Master, Invocator (Thought for the Day) and Jokester are good roles for new members, especially those that appear fearful of giving their first speeches.  These meeting roles get new members in front of the audience with material that is easy to quote or read.  Hopefully this experience gets them started on the path towards becoming less fearful of public speaking and to giving their Ice Breaker speeches.  Ah Counter and Timer are also good roles for less experienced members.
· It is best to have an experienced member be the General Evaluator, so they can give an effective evaluation of the meeting as a whole and the evaluators in particular.  I think the Toastmaster manuals recommend that a person should not be assigned to be an evaluator until they have given a couple of speeches.  I think this caution would hold for the General Evaluator also.  Most new members will not be able to provide valuable feedback on the meeting as a whole.
3.
Role rejections. After the second e-mail containing the meeting role assignments is sent to members, the TMOD may receive several cancellation e-mails from members who already know that their schedule does not permit attendance at the upcoming meeting.  The TMOD must now send e-mails or place calls to find alternative members to fill in the vacant roles.  Often there will be no more members with no meeting role and members must double up on duties at the meeting.

Tips for doubling up on roles.  First look at those persons with short roles at the beginning of the meeting that will be finished with their duty after the beginning of the meeting, like INVOCATOR and JOKESTER.  You have a good idea that they will be present and they will be free to perform a meeting evaluation role after they finish their brief response at the beginning of the meeting.  The WORD MASTER must keep track of who uses the word during the meeting, so they may not be good candidates for two roles unless it is absolutely necessary.
Often the AH COUNTER is combined with the GRAMMARIAN duty. It is easy for one person to cover both of these roles.  
It is difficult for a speech evaluator to fill a second role.  After the speeches are finished, the evaluator must think about their notes, prepare and present an oral evaluation and also write the evaluation in the speaker’s manual. This usually keeps the speech evaluator occupied through the end of the meeting.
It helps to imagine yourself as the member to whom you are assigning several roles.  Put yourself into their shoes.  How many other tasks must they manage in the same meeting?
4.
Day 3, 2, 1 Before the Meeting.  The TMOD Finalizes the Agenda by Thursday before the Meeting on Friday. The TMOD needs to send e-mails to the newly substituted members to notify them of changes to the agenda and all of the roles for which they will be responsible at the meeting.  Make all changes to the agenda on the website by Thursday morning before the meeting at the latest, so the Vice President of Membership can forward the e-mailed agenda to Guests-4818@toastmastersclubs.org to invite potential visitors to attend the Gene Toaster meeting the next day. This may start a flurry of more cancellation e-mails as members’ schedules for Friday become firm.  The TMOD should try to get as many roles as possible confirmed before the meeting.
Meeting Notes: It is suggested that the TMOD enter the names of all members who say they cannot attend the meeting into the “Meeting Notes” box at the bottom of the agenda. This keeps all members appraised of who will and will not be attending the meeting, especially the Human Genome Sciences security contact who must notify the security desk of whose badges to prepare by 9:00AM the day of the meeting.  After the message is typed into the “Meeting Notes” box, click on the “Update Meeting Notes” button. You can add other announcements to the “Meeting Notes” at the very bottom of the agenda, e.g., the meeting theme.  These meeting notes are included in the e-mails to the members, but are not included in the final printed agenda.

C. Day 0

1.
Finalizing the Agenda for Printing. As the morning before the meeting approaches, it becomes obvious which roles will be filled at the meeting. If the agenda needs to be edited, click on the pencil icon second from the right at the top of the agenda.
a. Deleting a Role. A speaker may cancel.  Someone may notify the TMOD that they are unable to attend and fill their role assignment.  It may be too late to find a substitute.  The only alternative may be to delete the role before printing the final agenda.  To delete a role (for example, if we only have two speakers) after clicking on the pencil icon at the top of the agenda, click on the “trash can” icon on the far right beside the third speaker role in the administrative console window that pops up. [To see the trash can and the edit symbol, you may need to expand the administrator console window to the right by clicking and dragging the edge of the administrator console farther to the right.]
ALERT:  You need to “Save” any previous changes made before clicking on the “trash can” or you will have to repeat all previous changes made.
b. Adding Speaker Details. To add information about the speaker’s project number and speech title, you must close the administrative console, scroll down to the speaker in the agenda, click on the down arrow to the left of the “Manual/Speech/Time”, select the project number and key in the title.  Don’t forget to click on the “Update Speech Details” Button.  This must be done for each speaker individually. Also, the speaker can go to the website and add this information for themselves, plus introductory information for the TMOD.
c. Other Agenda Changes. If you want to make any other changes like edit the wording under the name of the role, click on the “pencil” icon to the left of the ”trash can” icon for that role.  A red box outlines the role that you have selected to edit, and you are kicked to the bottom of the administrator console window.  Here you can change the description of the “Role/Agenda Item” and/or change the duration time of the role. 
d. Creating a new role to add into the agenda. Click on the pencil icon second from the right at the top of the agenda. After entering the administrative console that pops up, scroll to the bottom of the administrative console where you can type in the title line of the new agenda item and fill in its description.  Select the duration of the new role. Click on the correct boxes at the end of the administrative console for your new role.  Then click on the “Save” button.  You will find yourself back in the administrative console of the agenda with the new role at the bottom of the agenda. Now you must click and drag the new role up to its correct location within the agenda.  Since the administrative window does not cover all of the agenda, this may need to be done in several stages to get the role to the top of the agenda.

e. Help! Further help regarding how to edit the agenda may be found by clicking on “FTH (Club Website) Support” tab located right above where you click to log in and out as a member on the left hand side of the screen. There are tabs across the top of the website that appears. Place the cursor over the “DOCS” tab.  Click on the “User Guide” choice that appears. Then click on “Being Toastmaster or VPED (having full access to the agenda)”.  There are further detailed instructions with pictures about how to edit the agenda at http://support.toastmastersclubs.org/docs/user-guide/item/being-toastmaster-or-vped-having-full-access-to-the-agenda?category_id=5   This web address will take you to those instructions.

2.
Printing the Final Agenda. It is best to get the final agenda edited with the correct times on the web site before you click the ”print” icon to print the final agenda.  The “print” icon is the second icon from the left next to the “e-mail” icon at the top of the agenda page.  When you click on the print icon, a screen pops up containing the agenda.  Your computer’s print box pops up also.  I recommend X-ing out of your computers print box and clicking somewhere on the agenda and then key in “Control A” for selecting all.  Then copy and paste the entire agenda into a blank WORD document. This allows the agenda to be further manipulated, if wanted, and saved to your computer in case it is needed for a future example.
a. Finalizing the WORD Agenda for printing. I like to grab a corner of the Toastmaster icon image and shrink it down some.  This helps to fit everything on two pages for a single front and back duplex printing.  The Toastmaster icon can be made as small as necessary to accommodate everything.

b. Center and divide the two website addresses.
c. The theme needs to be added and centered somewhere in the header, e.g., after the website addresses and above the date of the meeting.

d. The agenda is present as a table without lines of demarcation. The edges of the columns may need to be moved to make an adequate right margin.  The role names column can be shrunken accordingly.  The column titles may need to be moved accordingly.

e. I like to clean up the speaker information as follows: Erase the Competent Leader project numbers as they can be confused with the Competent Communicator project numbers. Add the project number to the Competent Communicator project title.  Add the speech objectives. I have typed up a copy of the objectives of all of the speeches and placed it on the website under the tab, “Club Meeting Resources”.  Each speech objective can be found therein and cut and pasted into the final WORD agenda. For example:
‘Speaker #1 (5 to 7 min) Speech Title: "Finishing Touches!" 

COMPETENT COMMUNICATION (CC) MANUAL, Project #4 “How to Say It” Objectives: To use words and arrangements of words that effectively communicates the message to the audience.  Select clear, accurate, descriptive and short words and choose verbs that convey action.’
f. Then I add the table of officers from a previous agenda to the bottom of the agenda.  See an example agenda on the Gene Toaster website under the “Club Meeting Resources” tab under “Members Only” http://gene.toastmastersclubs.org/jdownload.cgi?action=download&path=Agenda_for_7_27_12_Gene_Toasters.doc
g. If after you have finalized the agenda, a major change occurs, e.g., someone cancels their speech, the easiest and quickest way to edit the agenda is to go back and make all necessary corrections to the agenda on the website. This is because the times are automatically adjusted on the website.  Then rather than try and edit your first WORD document and times already given, repeat the printing instructions into a new document and cut and paste the speaker adjustments into the new WORD version.  Sometimes I have had success with dropping the agenda below the header into the first document I created. This saves the header and theme adjustments and officer table at the end. You only have to adjust the agenda table features and the speech information.  But sometimes this doesn’t work.
h. Now you are ready to print the necessary number of copies and bring them to the meeting, if you are able. If not, notify the Sergeant-at-Arms, Nina Chace, to print and bring the agendas to the meeting.   You may want to e-mail the latest draft agenda to everyone from the website before the meeting to remind them of their duties. Click on the e-mail icon at the top of the agenda to e-mail the agenda to all.
D. TMOD duties during the meeting. 
1.
The main duties of the TMOD during the meeting are to act as the Master of Ceremonies and keep the meeting running on time. Introduce each participant in turn.  Create transitions between each speaker. Check the meeting agenda for a brief description of each role.  At the beginning of the meeting welcome any guests and begin the round robin of attendee introductions.  To limit the time taken by each person’s response, state specifically what each person should address.  Perhaps have them give a QUICK answer to a question that pertains to the theme.  Try to have the Table Topics Master start and end at times that will keep the meeting on time.  There are several references for the TMOD duties during the meeting.  Read the several Competent Leader projects about being the TMOD, especially the project on which you are working.  (Before the meeting starts, remember to hand your Competent Leader (CL) manual to a fellow Toastmaster to evaluate your TMOD CL role.)  Our Gene Toaster website contains TMODing instructions under the “Club Meeting Resources” tab under “Members Only”.  http://gene.toastmastersclubs.org/jdownload.cgi?action=download&path=TMOD.pdf  If you have any questions, you can ask the Vice President of Education.
2.
Suggestions for Ending the Meeting. Thank everyone for attending the meeting, for participation in their roles, for giving speeches, for new information imparted, and for any special effort that anyone made for the meeting, e.g., bringing refreshments, etc.  

3.
Conclude the meeting. Try to conclude the meeting on time.  Ask any guests for their impressions of the meeting or to offer feedback about the meeting.  Call on the Presiding Officer for announcements. 
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