New Member Cheatsheet for Mentors/Mentees
[This is a collection of Best Practices observed over several decades in Toastmasters, as club president, Area Gov'r, and District Gov'r. It may differ from your club practices.]
This is your quick description of each job at each meeting, in the order it appears on the agenda. Consult each when you're assigned that job, then enhance it even more with your own creativity... Regardless of assigned job, try to at least mention/give a nod to that day's theme if possible. 


Sergeant at Arms (elected job, does not rotate weekly): Schedules venue, arrives early to prepare the meeting room and arrange for the specific needs of speakers. (Speakers: Call SAA the week before if you need any help with projections, notepads, visuals, audio, etc.) Hands out ballots. Gets meeting started at 6:59 by playing a minute of Soundcloud “Fanfare” songs, for a driving tune to signal everyone to sit down, and to create starting energy level. At 7:00 shuts off music and says “Ladies and gentlemen, our (presiding officer),      (full name)     !!” (Encouraging applause...) Route tips jar, if you have one (if at a restaurant).

*******************************
Presiding Officer: Gavel meeting to order, with a couple memorized lines that help brand the club...  Ask everyone to silence their phones. Get everything started with possible reference to meeting theme. Prior to business matters, introduce next 3 players, which rotate jobs weekly:

Pledge/Invocation: Normal order: God-Country-Self  A prayer is optional, but if you have one, this should go first; otherwise it's pledge then inspirational thought. Ask everyone to stand and you start them off for their pledge...to the flag, the constitution, etc., followed by an inspirational thought (if no prayer), and ideally related to the meeting Theme. 

Mission Statement:  It's helpful to very briefly tell everyone what WE want to accomplish in this club, and also how we might be different from any other TM club. This can be read/spoken by the Presiding Officer.  If a large club, this could be a rotating assignment, but if it's really brief it might not warrant person taking the lecturn, and perhaps simply standing in place.  
Official Greeter: Arrives early, and just outside the room welcomes all members with a big smile/handshake so they feel the fellowship and are happy to be there.  Also give a big welcome to guests, finding who invited them, and into the Guest Book write their precise name, phone, email. (You're responsible for maintaining that Guest Book during the meeting.) When introduced by Presiding Officer:

     Have each guest stand, and introduce each with full name, and who invited them, each followed with enthusiastic applause. To avoid burning time, discourage them from telling about themselves now, but quickly say “At the end of the meeting I'll ask each of you to first share something about yourself, and secondly, what you thought about the meeting.” At meeting end, do so, followed by thunderous applause by members. Make sure guests receive a Guest Checklist, preferably copied on reverse of generic meeting agenda, and an application. Some members bring their unneeded Toastmasters magazines, that you can give to guests.  

Presiding Officer: Conducts any VERY BRIEF old/new business. PO introduces Toastmaster (who might have provided you with an Intro). The Toastmaster and all jobs that follow rotate each meeting.                                       
*****************************
Toastmaster: (At the mtg prior, during announcements at the end, QUICKLY make sure most jobs are filled for your meeting...check them off. Then next day send out notice to all to confirm who needs to be replaced (using website to mail/add your personal note).  In days past, a professional Toastmaster used to quickly call each speaker to prepare a classy intro for each. Most today ask each speaker to give you a prepared intro for their speech. (To bring with them or enter on web page.)  Hands out agenda copies before starting meeting.
     When introduced, set stage for that day's theme. Hopefully with some theme segue you prepare for each, introduce each of your helpers:
Jokemaster: If don't have a zinger, Google jokes about theme.   Try your best to NOT use notes. Extra animation is preferred.
Educational Minute: Your brief ideas or reminders on how to improve upon  A) one of the rotating jobs, or B) about speaking or evaluating. Note: Anything worthwhile can be quickly summarized. If longer than a minute, schedule in as a speech instead or be sure and discuss with TM in advance regarding time. The Timer will keep an eye on your time, but not report it.
Wizard of Ah's: When asked about job, tell guests that we try to avoid filler words or stalling for time with such things as ….ah's.... and's....so's....uncomfortable pauses...  A clicker is used to bring this to our attention at the exact moment (BUT NEVER FOR SPEECHES).  Generally click/count how many infractions up to 5 for each person to report later. Some clubs announce charge of 5 cents per faux pas, maximum a quarter. Also 25 cent fine for not wearing nametag. After GEval asks for your report later, start pass-around money bag, for collecting ah's and nametag fines.   
VoteCounter: Job rotates weekly, wave hand when introduced by TM so everyone knows where to pass votes/notes. When asked for by GEval, everyone tears off 3 bottom vote sections and passes to you. If they've also completed their notes, you will get the complete votesheet. Usually getting help from a neighbor, quickly count votes and give winners list to TM. Separate love notes for each speaker and the daily TM/GE/TT, and give to each individual at meeting end. This avoids the musical chairs of everyone running around personally delivering each love note. If a member isn't finished with notes when handing in votes, they give to VC as soon as they can, but rarely directly to the person after the gavel.
Timer: To describe your job explain that some people need to be encouraged to talk longer, some to talk less. By not taking too much time, others don't have to cut their times short to keep the meeting on time. The timer helps us do that. Table Topics speakers, prepared speeches, and evaluations are timed.  The minimum speaking time for competition is when the green light appears (hold high so both speaker/audience can see), the yellow signals halfway time to the speaker, and when the red light appears (hold high) you have 30 seconds to finish.   
Grammarian:  When asked about job, explain to guests that the grammarian watches for 2 things: First, the use of clever words and phrases. And secondly, clumsy use of the language. Grammarian keeps track of both for later reporting, when asked by GEval.  You also introduce the Word of the Day, which MUST be used during TableTopics (you'll be asked who used it), to qualify for the trophy. Post your word before the meeting starts so everyone can potentially use AND BIG ENOUGH TO SEE...no need to keep secret for half the meeting. 

                                               _____________Toastmaster then properly introduces TableTopics____________
Table Topics Master:  About 7:15 you'll be intro'd by TM. Set tone for job (preferably with some segue about the theme), and explain your objectives: 1) To give people practice at extemporaneous speeches and thinking on your feet, and 2) To involve as many of the members in mtg as possible (first picking respondents without jobs, and then those with minor jobs). Without calling on timer, instruct Timer that competitors must speak for 1 minute minimum (green light), will see the yellow light halfway through, and the red light comes on at 2 minutes. Speakers then have 30 seconds to finish before disqualification. Very clearly remind everyone that they must use the Word of Day to win the best TT trophy.  To build suspense, it's usually best to say “Prepare yourself. Here is your first question:” State the question before naming player, so anyone might think they could be asked & keep energy/suspense level high. After a pause to increase everyone's adrenalin, invite the player you've chosen. After it's clear how the game is played, after the third question...ask guests if one (only) of them would like to volunteer. Preferably based on theme du jour, prepare 6 topic questions (in case a speaker is no-show/but always do at least 4). Keep an eye on TM (who's watching the clock), and they will indicate when no more time for TT's. After everyone speaks, determine who has qualified by asking for Timer's Report, then ask for Grammarian's report.  Repeat names of those eligible for Best TT's (not disqualified by Timer/Grammarian), and tell people to vote for best TableTopics.  Return meeting to TM. [Note, Table Topics may be after the speeches, at the discretion of the TM. This is particularly appropriate if TT are dependent on speech topics/education.]

                                                 ___________Toastmaster comments on TT, shifts gears to Prepared Speeches___________
Speeches: With various segues and references to the Theme, the Toastmaster next uses intro's collected from each speaker to introduce each speech. Intro must always include 3 things: 1) Which manual/speech/objective it represents, 2) How many minutes (e.g. 5-7), and 3) The remaining personal intro provided to TM by speaker. Right after each speech encourage members to write LOVE NOTES to speaker (15 seconds of silence is usually plenty). When ALL have spoken, ask Timer if everyone qualified time-wise. Repeat the names of qualifiers, and have everyone vote for best speaker. 

                                                  _________Toastmaster shifts gears and introduces General Evaluator___________
General Evaluator:  Preferably with some segue about the Theme, explain you'll be 1) Introducing the individual evaluators for each of the prepared speeches, and 2) Making comments about your reaction to other parts of the meeting. Next set the tone for evaluations. Without calling on timer, instruct Timer that the minimum time for evaluations is 2 minutes (green light), yellow at 2:30, and the red will appear at 3 minutes. Speakers then have 30 seconds to finish before disqualification.


Introduce each evaluator and whose speech they are discussing. When all are finished, ask Timer if everyone qualified time-wise.  Ask people to vote for the best evaluator/repeating names of qualifiers.  Have people hand in at least their 3 bottom voting sections to VoteCounter. (Along with other love notes if finished.) Next ask for report from Wizard of Ah's.  Ask for report from Grammarian. Then give your comments on each evaluation and the general meeting:  A few things that were exceptional...and a few ways to make our next meeting even better.


VERY QUICKLY get fast nominations for ___________ FIG LEAF (major illegal use of hands) and quick vote for this and other Fun Awards with show of hands (presenting fun award to winners). Same for ____________ BONE AWARD (most egregious error for jobs at this mtg). ____________ SUNSHINE AWARD (for most improved/best humor/or best job-well-done). Return meeting to TM.
Toastmaster concludes with any general comments about meeting.  Finally, TM presents ribbons to First Timers____________ 

and trophies for the best:  Table Topics ________   Evaluator ________   Speaker __________

After the meeting, trophies are turned back in, in exchange for ribbons they keep. Returns control to Presiding Officer.
Presiding Officer: Any brief comments on job done by Toastmaster. 

· Again calls on the Official Greeter, who reintroduces each guest, to thunderous applause, to tell something about themselves and what they thought of the meeting.

· Ask for any final announcements. If time, entertain “Quickies,” fast questions that can be answered with fast answers...
· Quickly announces TM/Theme for next meeting, and fills empty jobs from the routing sheet. Makes sure job signups are immediately recorded on Online Agenda. 

· Adjourn the meeting on time, reminding phones back on. Gavel the close. SAA hits a closing fanfare song...
General newbie suggestions: Get an 8 1/2-11 spiral notebook and bring it to each meeting for comments...your “ideas” notes on: 1) How to do each assigned job even better, 2) Ideas for upcoming speeches, and 3) Personal notes to remember things about speeches or other members. This becomes your diary for better understanding and growth, and fellowship. List your speeches on one page for quick reference, make notes on important things others present, make another page of things to work on or things you're great at. Use for your speech evaluation notes. Tape inside a sample agenda and perhaps a printout of personal notes from Member Directory. (Always helpful when you're introducing people and they don't give you an intro, and for quick reference of emails/phone numbers for use at home.) 
If the club is specialized and focuses on a series of planned, related subjects, monthly calendars can be periodically routed...to make longer term planning/special dates understood by members.  
Speeches and Evaluations
Individual Evaluators:  It's usually best to email or call the speaker you're assigned before the meeting, to find out if they would like you to watch out for anything in particular.  Also REMIND SPEAKERS to bring the evaluation form for that speech, for you to fill out for their and club credit. Here are Evaluations for Dummies minimums, in 4 parts, for you to grow and perfect on your own:

1) Segue into your comments with something in your speech, something about the speaker, or the theme

2) Mention 2 things they did really well, that all of us could learn from (they become the teacher)

3) Mention 2 things only to improve, to make their next speech even better 

4) Segue out with personal or speech comment

(If you run too short, mention a couple more things from your written evaluation, but NEVER use this as a checklist for your verbal evaluation. You still have your written evaluations on their form, and all the time in the world to go into specifics personally with speaker after the meeting, or email/phone later...not for the rest of the members.)  Evaluators must be full members of a TMI club so speaker can receive TMI credit.
Speeches:  Minimums, as in Speeches for Dummies, in 3 parts for you to grow on:

1) First write your conclusion, and memorize that sentence 

2) Write something impacting, like a 2x4 over their head for your intro, memorize that sentence/visualize your starting demeanor.

3) Write about 3 key words for the body, listing major points to make your case, that you will describe/practice in your own words (like 3 Table Topics you already know the subject for ahead of time!).

(Writing the conclusion first assures a snappy, clear closing, and reminds you of what you're trying to prove/develop...the “ask.” Then, like a mule, you sometimes need a memorized 2x4 to get their initial attention, and visualize yourself at the start. Put key words on a little card, even if you never refer to it, because anyone can forget their train of thought. Between key words/items, use a good pause for people to soak in that point, and let them know you're changing gears to something else.)

Elected Officers
     Major duties of officers (incomplete). Note each officer arranges for an assistant, for meeting backup coordination, and possibly as next officer in training for that job:
President: Provides the leadership. Arranges deputy president, who oversees communications with TMI, area, district, and club overlap with Pathways. 
VP Education: Tries to assure speaker and club gets credit for all speeches. Responsible for filling agenda jobs in advance, and assures job sheets are routed during meeting and they or the president QUICKLY fills any upcoming empty jobs for next mtg during Announcements. Routes monthly: Long-term calendar, monthly subjects and weekly themes du jour, and maintains Pocket Speech list. A big job, an assistant is important.
VP Membership: In charge of service marketing, assuring minimum membership to conduct meetings, by pushing for guests and the enrollment of guests into members. Responsible for filling all chairs. Assures each guest gets signed in with contact information...and each always receives Agenda/Guest Checklist before meeting....and gets membership application after meeting. Also helps encourage/maximize attendance at meetings by regular members. Arranges for assistant/possible future VPM. F/up between meetings with prior guests. 
VP Public Relations: Responsible for maximizing club visibility, to support VPM in getting guests to the meeting. This includes regular newspaper articles/media coverage, website, etc. Responsible for club website and filling and maintaining member Profiles, to help assure excellent communications/transparency between members. Arranges for assistant VPR.
Sergeant at Arms: Responsible for meeting place at future dates. Arrives early to prepare the meeting room and prepare for the specific needs of speakers. Gets meeting started at 6:59 with Soundcloud “Fanfare”/bluetooth driving tune to signal everyone to sit down and to create starting energy level. At 7:00 shuts off music and says “Ladies and gentlemen, our (presiding officer),      (full name)     !!” Arranges for assistant. A really tough job, membership paid for by club?
Treasurer: Handles all money, collects dues, makes TMI payments. Reports periodically on club balance, and sets the stage for achieving agreed-to dreams of members for perfecting meeting location and material availability. Arranges assistant, primarily for collecting dues when senior officer is absent, and maybe for routed money bag or tip jar. Maintains exact payment amount list for new member apps/depending on month they join. 
Secretary: Creates KISS summaries of meetings via emails, quickly telling people what they missed in email (also include very brief info, phone and email of a new member; list members who drop out, or 'news' of prior alumni).  Records officer meetings, that are kept to absolute minimum with the heavy use of email. Arranges assistant.
Miscellaneous Ideas: 
- Money bag for fines, 5 cent/25 cents max for ahs, 25 cents no nametag, for misc costs including trophies & misc club materials & wishlist.

- Buy/inscribe 3 trophies for displaying up front and awarding with ribbons to 3 winners. Can keep ribbons, trophies don't leave SAA custody. 

- Suggest each officer has an assistant (who might even do most of the work). With such 2-person teams, it avoids problems when an officer is absent from a meeting, and also allows training by doing for perhaps becoming the next office-holder.

- Route next meeting agenda for people to check off (confirm) that job. Or cross off their name. To be quickly used to fill jobs at every mtg end.

- On same agenda routing, show jobs/Theme for other future mtgs, for job sign-ups. Entries quickly added to website agenda that nite/next am.

- On opposite side of agendas/jobs, provide input for members to indicate meetings they will not attend. Also to list Pocket Speech volunteers.

- Once a month route listing of events calendar for several months out, for monthly Subjects and any indiv mtg Themes, special contests, area events.

- Use email to vote on new members, once app and money submitted. Swear in new members quickly at a meeting, once a month. 
