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T h e  P l a y e r s . . . a  T y p i c a l  T o a s t m a s t e r s  M e e t i n g  
 
TOASTMASTER: Leads the meeting.  Introduces each participant listed on the agenda.  
M aintains an enj oy ab le,  liv ely  pace,  and prov ides smooth transitions throughout the meeting. 
 
I N V OC ATI ON / P L ED G E:  B egins the meeting w ith an inspirational or motiv ational q uote and 
leads in the P ledge of  A llegiance. 
 
TI MER:  U ses timing dev ice and v isual signals to indicate timing f or prepared speak ers,  tab le 
topics participants,  and ev aluators.  G iv es a summary  report of  all timed presentations. 
 
W ORD MASTER/ G RAMMARI AN :   Listens f or errors in grammar,  w ord choice,  or 
pronunciation,  and f or f illers such as ‘ ah’ ,  ‘ um’ ,  ‘ y ou k now ’ .  G iv es summary  report that includes 
correct w ords and alternativ e phrases.  Introduces the w ord of  the ev ening,  its pronunciation 
and meaning so all can try  to use that w ord in their speak ing to increase v ocab ulary  and 
f acilitate b etter speak ing hab its. 
 
SP EAK ER:  P repares and presents a speech to f ulf ill the ob j ectiv es of  an assignment f rom the 
B asic C ommunication and Leadership M anual f or the C ompetent C ommunicator ( C C )  or 
A dv anced C ommunicator M anual f or their A dv anced C ommunicator ( A C ) . 
 
EV AL U ATOR:  O b serv es,  analy z es and prov ides f eedb ack  f or the speak er,  including praise f or 
sk ills used and suggestions f or improv ement.  O f f ers techniq ues that w ill help the speak er and 
the audience improv e their speak ing sk ills. 
 
TAB L E TOP I C S MASTER:  P resents a series of  general-interest q uestions,  and either selects 
or inv ites others to giv e a 1 -2  minute impromptu response.  C reates and maintains a conv iv ial 
atmosphere in w hich all participants f eel f ree to b e creativ e,  spontaneous and ex pressiv e. 
 
G EN ERAL  EV AL U ATOR:  P resents an ov erall ev aluation of  the meeting.  Introduces the 
ev aluators.  C oaches all participants and prov ides insight to enhance and improv e f uture 
meetings. 
 
MEMB ERS:  E v ery  memb er has at least one role at ev ery  meeting:   to support all presenters 
w ith attentiv e listening,  applause and encouragement.  W e learn ‘ b y  doing’  and b y  ob serv ing 
f ellow  memb ers in action. 
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SAMPLE MEETING AGENDA 
 

 
 

Please applaud enthusiastically and have a lot of fun! 
 

BUSINESS MEETING:  5-10  minu tes    Mary  P resident     
P resident condu cts a brief bu siness meeting to bring important annou ncements and issu es before th e 
membersh ip.   O fficers giv e brief  u pdates on E du cational progress, Membersh ip issu es, and progress of 
th e Clu b tow ard its su ccess goals.  

 
INV O C A TIO N/ P L ED GE: 1-2 minu tes    J oe Toastmaster    
O pens th e Meeting w ith  a sh ort inspiration piece, su ch  as a poem, q u ote, sh ort story , or a motiv ational 
th ou gh t, and leads th e grou p in th e P ledge of Allegiance.  
 
TO A STMA STER :  5-7  minu tes    K elly  P articipant 
Introdu ces th e fu nctionaries for th e ev ening’ s meeting.   Calls for th e W ord of th e Day  from th e 
W ordmaster, and ex plains th e th eme of th e ev ening’ s meeting.  
 
W O R D MA STER / GR A MMA R IA N:  1 minu te   J ean W ordmaster  
     
TIMER :   1 minu te    J oh nath an Timer   
 
SP EA K ER  # 1 :  P amela S peak er  5-7  minu tes  “ Toastmasters is F or E v ery one”  
SP EA K ER  # 2 :  S tev e N ew gu y   4-6  minu tes  “ My  L ife so far”  
SP EA K ER  # 3 :  Rich  E x perience  8-10  minu tes  “ Th ere’ s MO RE ! ”  
                 
TA BL E TO P IC S:   10 -15 minu tes    Ann Topicsmaster  
Adj u st nu mber of q u estions to nu mber of av ailable members and time left in th e meeting so meeting w ill 
end on time.  
 
GENER A L  EV A L UA TO R :      Iman E v alu ator   
  
EV A L UA TO R  # 1 : for P amela S peak er  2-3  minu tes  J im  E v alu ator     
EV A L UA TO R  # 2 : for S tev e N ew gu y  2-3  minu tes  Cindy  Mentor 
EV A L UA TO R  # 3 : for Rich  E x perience 2-3  minu tes  L inda Insigh t  
E ach  E v alu ates each  speak er and giv es positiv e feedback  on w h at th e speak er did w ell and w h at th e 
speak er can improv e u pon for fu tu re speech es.  
  
R e p o r t s  o f  t h e  Ti m e r ,  Gr a m m a r i a n ,  a n d  Ge n e r a l  Ev a l u a t i o n  o f  t h e  m e e t i n g    
      10  minu tes         
 
F INA L  W O R D S &  A D J O UR N MEETING    Mary  P resident  
  


