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Welcome to Toastmasters!

Lee lacoca, when he was the head of Chrysler Corporation, required all his top managers to join
Toastmasters. Although you probably were unaware of Lee lacoca's advice, you have inquired about
Toastmasters - Thank you.

We are awarm friendly support group dedicated to helping each other overcome the fear of
public speaking, and to improve our communication skills.

We meet every first and third Wednesday of the month at the Chatterbox Restaurant (except in
the summer), 9th and Central Avenue, Ocean City. Mestings start at 6:30 pm and usually last until
8:30. They are dinner meetings and we order off the menu, but it's not required.

If you are looking for a place where you can hone your communication skills, where you get to
learn by doing, not just reading about it from some book, then thisis your group.

Even if the thought of speaking before a group terrifies you...it did me before | joined, you can
overcome it. Realize your destiny. Become the person you are meant to be. AsFDR said, “The only
thing you have to fear, is fear itself.”

Now, you may not want to develop the skill to hold an audience speechless, as they hang on your
every word. You may not want the total respect that comes to those who speak with eloquence.

But why go through life never realizing your full potentiad? Why not be the very best you can
be? Y ou have nothing to lose but your limitations.

Dues are $56 per year with a one time new member fee of $21. They are renewed each October.
Should you join in a different month, however, they are prorated.

My hope is that you will enjoy Toastmasters as much as | have.

Warmly,

%

Ted Armstrong
Ed. V.P.



A Brief History of Toastmasters International

Since the Toastmasters organization began in 1924,more than three million men and
women have benefited from its the communication and leadership programs.

The first club was formed in October 1924, when a group of men assembled by Dr. Ralph
C. Smedley met in the basement of the Santa Ana, California YMCA to form a club "to afford
practice and training in the art of public speaking and in presiding over meetings, and to promote
sociability and good fellowship among its members.”

The group took the name "Toastmasters.”

A year later, a second club was started in Anaheim, California, followed by athird in Los
Angeles. By 1930, it was apparent that a federation was necessary to coordinate activities of the
clubs and to provide standard methods. After formation of a club in New Westminster, British
Columbia, Canada, the group became known as Toastmasters International.

Growth was dow during the early years, but the number of clubs increased steadily. The
forerunner of today's Communication and Leadership program, Basic Training, was introduced
in 1942 and has been expanded and updated many times since then to keep abreast of the times
and members' needs.

Membership in Toastmasters International increased rapidly after the end of World War
I1, and by 1954 the number of Toastmasters clubs had approached 1,500.

Gavel clubs were formed in 1958 to accommodate groups wanting Toastmasters training
but not qualified for Toastmasters membership. These clubs provide communication and
leadership training in correctional ingtitutions, hospitals and schools. In 1966, the Youth
Leadership Program, for young people in junior and senior high school, was added to the list of
established community programs being present by Toastmasters.

In 1962, World Headquarters offices were moved to a new building in Santa Ana,
Cdlifornia, not far from where the first club began.

In 1973, Toastmasters club membership was opened to women, enabling them to benefit
aso from sdlf-development in communication and leadership. In the same year, a comprehensive
listening program was introduced to further help members develop their communication skills.
The following year saw a celebration of the organization's first 50 years and the promise of an
even more successful second half-century.

New programs, including the Advanced Communication and Leadership Program,
Success/Leadership Series, and self-study cassette tape programs, were added to augment the
Communication and Leadership program. Growth in new club, especialy in the corporate sector,
reached new highs in the late 1970s with the number of clubs approaching the 4,000 mark.

Throughout the '80s, Toastmasters International established itself as the undisputed world
leader in public speaking training. In 1990, World Headquarters moved to Rancho Santa
Margarita, California, to accommodate rapidly expanding operations. With approximately 8,300
clubs in 70 countries, Toastmasters International is continuing its drive to make effective
communication a worldwide reality.



What to expect at Our Toastmasters Meetings

Our Toastmasters meetings are very highly structured. These meetings are not ad hoc,
but are designed to give as many people as possible a chance to participate. They are classes on
communication. Here's how they proceed.

The Sergeant at Arms opens the meeting. He also recognizes and introduces any guests
that are present. He then turns control of the meeting over to the...

Toastmaster of the Evening. The Toastmasters job is to see that the meeting runs both
on time and smoothly. He is the Master of Ceremonies. The Toastmaster will have
previoudy called all the members and guests so that he run the meeting professionally.
The Toastmaster then introduces the...

Invocation and pledge. The person doing the invocation and pledge will give an
appropriate nondenominational invocation. After that, they will ask al present to rise
and the lead the group in the Pledge of Allegiance to the Flag of the United State.
Control is given back to the Toastmaster and he introduces the...

Thought for the Evening. A member will deliver a 23 minute speech. The topic will
be current events, some aspect of Toastmastering, or even an anecdote, but will serve as
“food for thought" for the group. This short speech is timed by the timer. Control is
given back to the Toastmaster and he introduces the...

Wordmaster/Jokemaster. The Wordmaster/Jokemaster will select and discuss a word,
which will help to build the members vocabularies. Throughout the evening, the group
will use the word as much as possible — for practice. The Wordmaster/Jokemaster will
then deliver a joke or humorous story of 23 minutes in length. Control is given back to
the Toastmaster and he introduces the...

Table Topics Master. The Table Topics Master will call members up, one a atime.
They will be given a subject and will speak on that subject for one to two minutes
without preparation. These short mini-speeches will be timed. This gives member
practice in speaking off-the-cuff. Usually two to four Table Topics are given. Guests are
never caled on. Only those members that feel experienced enough to do this, are
selected. Control is given back to the Toastmaster and he introduces. ..

The President for the business meeting. The President presides over a short meeting to
conduct club business. The meeting is then adjourned for...

The Diner break. This is when dinner is served and members are free to converse with
each other. The Dinner break is typicaly 15 to 20 minutes. At the end the Toastmaster
resumes the meeting schedule and one-by-one introduces the...



Prepared Speakers. Here's where members present prepared speeches from the
Toastmasters Manual. Each speaker will have been previoudy assigned an evaluator that
takes careful notes through the speaker’s performance. Up to four speeches are given
with the Toastmaster moderating between them. After the last speech the Toastmaster
introduces the...

General Evaluator. The General Evaluator conducts the evaluation portion of the
meeting. One-by-one he introduces the...

Evaluators. The evaluators give an ora evaluation of the speaker to which they had
been assigned. The evauations are two to three minutes and are timed. Speakers also
receive written evaluations. All evaluations emphasize the positive. The last Evaluator
re-introduces the....

General Evaluator. He comments on the evaluators performance as well as the meeting
asawhole. Hethen callson the...

Timer. The time briefly explains the importance of timing and then gives the times for
the Thought for the Day, the Table Topics participants, the Prepared Speakers, and the
Evaluators. Control is then given back to the General Evaluator and he introduces the...

Grammarian. The Grammarian has been keeping track of the members use of grammar,
uh’s, and other verbal miscues. He gives a short presentation on his findings. Control is
then given back to the General Evaluator and the re-introduces. ..

The Presiding Officer. The Presiding Officers now takes brief comments from anyone
in the meeting. When complete, the meeting is adjourned for the night.



Communication and L eader ship Manual

Below are listed the ten assignments in the basic Communication and Leadership
Manual. Upon completion of these ten assignments, the member will be awarded his CTM.

The Ice Breaker

- To begin speaking before an audience.

- To help you understand what areas require
particular emphasisin your speaking
development.

- To introduce yourself to your fellow Club
members.

- Time: Four to six minutes.

Speak with Sincerity
- To convince the audience of your
earnestness, sincerity, and conviction on a
subject you thoroughly understand.

- To confront and control and nervousness
you may have.

- Time: Five to seven minutes.

Organize Your Speech

- To organize your thoughts into a logical
sequence that |eads the audience to a clearly
defined god.

- To build a speech outline that includes an
opening, body, and conclusion.

- Time: Five to seven minutes.

Show What You Mean
- To learn the value of gestures and body
movements as part of a speech.

- To explore the different ways of using body
language.

- To develop a sense of timing and natural,
smooth body movement.

- Time: Five to seven minutes.

Vocal Variety
- To explore the use of voice volume, pitch
rate, and quality as assess to your speaking.

- To achieve a pleasing natura voice quality
when speaking.

- Time: Five to seven minutes.

Work With Words
- To select precisely the right words required
to communicate your ideas.

- To avoid lengthy words and sentences and
jargon.

- Time: Five to seven minutes.

Apply Your Skills
- To bring together and apply the
communication skills you have learned in
the preceding project.

- To organize your speech in alogical
manner, following one of the suggested
outlines.

- To research the facts needed to support your
speech.

- To make a personal evaluation of your
progress.

- Time: Five to seven minutes.

Add Impact to Your Speech

-To learn the value of props in speaking.

- To learn how to use props effectively in
your presentations.

- Time: Five to seven minutes.

Per suade with Power

- To present atalk that persuades the audience
to accept your proposal or viewpoint.

- To achieve this persuasive effect by
appealing to the audience' s self-interest,
building a logical foundation for agreement,
and arousing emotional commitment to your
cause.

- Time: Five to seven minutes.

Inspire Your Audience

- To understand the mood and feelings of
your audience on a particular occasion.

- To put those feelings into words and inspire
the audience, using all the techniques you
have learned so far.

- Time: Eight to 10 minutes.



Sergeant-At-Arms

You are responsible for...
Making sure the meeting room is set up properly.
Setting up flag and banner.
Keeping track of timing device and gavel.
Introducing meeting guests.

Starting the meeting and introducing the Toastmaster of the evening.

Guest Name:

Guest Information:

Guest Name:

Guest Information:

Guest Name:

Guest Information:

Guest Name:

Guest Information:

Guest Name:

Guest Information:




Toastmaster

Y ou have a key role in the success of the meeting. It is vital that several days prior to the
meeting, you call all other members and guests to confirm their appearances, gather information
for proper introductions, obtain speech titles, and arrange any necessary substitutions with the
Educationa Vice-President. You are the Master of Ceremonies, and have the responsibility for
keeping the meeting on schedule and running smoothly. Y our second in command for the
meeting is the General Evaluator. Check before the meeting that he or she has lined up his
portion of the meeting.

Call person doing the thought for the evening prior to the meeting. Use their speech to set the
tone for the meeting and carry that tone through.

Never apologize to the group. It is important to present the program to the group asif it has gone
off perfectly, even if every position has been filled with a different person rather than the one
scheduled. Whatever happens, carry on the meeting as if the events were planned from the start.

If you've ever seen the Ed Sullivan show and how he was the master of ceremonies, that is the
role you are playing.

Note: If Ted Armstrong is not at the meeting, please retrieve a sign-up sheet from the gray case
and passit around. You can then FAX it to Ted at (856) 696-1121.



Below is a sampling of introductions you can use when introducing a speaker:

_et'swelcome. . .
_et'sgiveabighandto. ..

t gives me great pleasure to bring you . . .

We've spared no expenseto bring you . . .

Let'sall greet . ..
Tonight we bringyou . . .

needs no introduction.
Let'ssay helloto. ..
We have with usthisevening. . .
Welcome. ..
Herels. ..
-ere'sssssssss. . .
tisaddight to bringyou. . .
tisaddight to present . ..
Welcometo the lectern . . .




Invocation

Y ou will give a short (1-2 minutes) and appropriate nondenominational invocation. There are a
set of cards of suggested invocations stored in the lectern. See the Toastmaster of the evening, if
you wish to take advantage of them.

Pledge

Ask the group to stand and lead the members in the Pledge of Allegiance

Thought for the Day

You are to prepare, practice, and deliver a 2-3 minute speech. The topic can be current events,
some aspect of Toastmastering, or even an anecdote, but should serve as "food for thought™ for
the group. Thisisaformal prepared speech. It will be timed. Y our thought for the evening will
set the tone for the evening. It is preferred that your speech be upbeat and motivational. Call the
Toastmaster a couple of days prior to the meeting and tell them what your speech will be about.
Thiswill allow him or her to use your speech as a springboard to carry the tone through the
whole mesting.



Wordmaster

Y ou must select and discuss a word which will help to build the members vocabularies. The
word should not be obscure, but one which is not used as often as it might be. Y ou should define
it, spell it, explain its origin, and discuss its proper use, giving examples of how it could be used

in a sentence.

When you write the word on a piece of paper, write it so that when the paper is folded over the
top of the lecturn, both the audience and the speaker can see the word for the day. An exampleis
shown below:

d4dOM
WORD

Note: There are cards with words specifically for Toasmasters meetings in the grey box.

Jokemaster

You will prepare and deliver ajoke or humorous story of 2-3 minutesin length. Remember that
your delivery, pacing, gestures, intonations, and facial expressions are just as important as the
joke itsalf. It isimportant to strictly avoid any kind of off-color humor. A toastmaster is always
careful to avoid anything that might offend anyone in the audience. The Reader=s Digest is an
excellent source of humor.



Table Topics Master

Y ou should have five or six impromptu topics prepared. Explain the purpose of the Table Topics
and timing procedure, especially if guests are present. Each topic should last for 1-2 minutes.
The idedl isto try to speak for exactly 2:00. You should not call upon prepared speakers,
evaluators, or members who already extensive duties on the program. Do not call on guests.

The subject should be interesting, sometimes controversial and fairly well-known. The subject
should not be so esoteric that members are confounded or overwhelmed. It should be
challenging, but not impossible. Also, the subjects and ideas should be fresh and new. A little
"spice" and some variety will add excitement to the meeting. Some idesas:

. Improvisational skits. These call for participation by two Toastmasters at atime. One
member plays the role of a particular person, for example arude sales clerk. The other
member is given adip of paper which tells him or her what he or she is supposed to do -
for example, be a customer who is undaunted by the rudeness of the salesclerk and who
eventually befriends the salesclerk.

. Telephone conversations. This also involves two members. One member is assigned a
specific role, perhaps a"loan shark™ asking for delinquent payment of aloan secured to
pay gambling debts. The other member plays the respondent, in the example a
remorseful gambler.

. Gripe sessions. Everyone has pet peeve. Ask membersto air their complaints.

. News or sports shows. Have members act as newscasters, sportscasters or even call a
horse race, just like on television.

. Talk shows. Two members seat themselves at the front of the room. One acts as the
host, the other as the guest. The host is then told the guest's name (rea or fictional) and
the occupation. The host then attempts to conduct an interesting interview.

Y ou should ask new members, before the meeting, if they wish to be included in table topics
before you call upon them. Some new members are very shy.

Ask the Toastmaster of the evening, how many table topics to present.

Enclosed isalist of al members to help you decide who to call on.



Prepared Speaker

Usualy, you will be giving a 57 minute speech from the Basic or Advanced manuals.

Successful completion of your assignment will result in credit towards you CTM, ATM, or DTM
degrees. Remember to bring your manual to the meeting so that your evaluator can enter his
commentsin it. Pleasefill out the attached and gve it to the Toastmaster of the evening.

Speaker:

I ntroduction:

Which Manual:

Which Assignment:

Speech Objective:

Timing:

Speech Title:

If you want your speech recorded so that you may review it, please remember to bring your
audio tape to the meeting.

Note: You may not have sufficient time to prepare your speech. Please don't use that as an
excuse to not attend. Simply let the Toastmaster know you cannot speak and at least come to the
meeting.




Define Your Objectives

The firg priority is to define the
objectives of your speech. It is not
only the firg thing to be donelit is
dso the mogt important.  Everything
else you doldthe content, the level of
detail, the duration, and so forthDwill
dgem from your daement of the
objectives.

Your objectives answer the
quettion, "Why ae you doing this
speech?' When it's dl over, what is it

that you want the audience:
e  Toremember?

e  Toundergtand?

e Tobdieve?

[ ]

Or what action do you want them

to take?

Take out a pencil and write a very
specific and precise statement of the
objective of your speech.

You want your audience to clearly
understand what you expect of them
when it's dl over. Jug the fact tha
they understand your expectetions
increases the probability that it will
happen.

Design Your Close

You should think of the close
fird. The mogt important part of your
speech is the dose.  This is the acid
tes. At the close ether you did or
you didnt. They will, or they wont.
They are sold, or they arent.

The cloe is where you either
accomplish your objective, or you
dont. The close is the bull's eye. So,
if you focus on the bull's eye firg,
then back up to the opening and the
body, you will find that your entire
speech is more likely to focus on your
objectives. What you say and what
you present throughout your speech
will be desgned to reinforce and
enhance the close.

Create Your Opening

The opening is the second most
important part of your speech. Having
designed the close, you now have the
opportunity for the opening to be a
setup for the close.

Speech Creation Recipe

Plagiarized from:
"Presentations Plus' by David A. Peoples

Outline the Body

In the process of designing the
body of your speech, you need to
bresk down the magor subjects into
their component parts.  You need a
detailed outline.

There are many approaches to the
desgn of the outline and the body.
For example:

Chronologica

Topicd

Categorica

Problem/Solution
Comparison/Contrast

Ideal versus Redlity
Feature/Benefits

Old way/New way
Advantages/Disadvantages
Goa/Road map
ObjectiongAnswers

As you go through this process,
have the objectives clearly displayed
so0 that each step can be evauated
rddive to its contribution to the
objective. There is just one test. If it
doesnt contribute to the objective,
don't useit.

Add Spice

At this point, you have a wdl-
sructured, logica speech. There's just
one problem. It's dry, dull, and
boring.

Your next misson is to bregsthe
life, fun, and human interest into your
speech by adding spicee.  What are
spices? They ae war dories,
examples, anadogies, gimmicks, jokes,
and preplanned quettions. Be sure
they are related to the subject, and use
them to illustrate or punctuate a point.
You need a touch of spice every six to
eght minutes.

If you reate the spice to a key
point, people will remember the key
point. If you dont, they wont,
because people forget 75 percent or
more of wha they hear within 24
hours or less.

Design Your Visual Aids

Go back over your outline with
this quesion in mind for each key
point. "Would a visud ad help to
explain, understand, or punctuate this

thought?' If the answer is "yes" then
you need a visud ad for that point. If
the answer is "No,” then you dont.
There is jus one rule with visud
aideskeep them smple.

Tailor to Your Audience
In a very large measure, a key to

the success of your speech will be the

perception by the audience tha this
speech was designed specificdly for
them.

It is of criticd importance that
you have some understanding of your
audience. 'Y ou would like to know:

e |[s the audience young or old?
They have different objectives.

e |s the audience technicd or
generd? They want different
levels of detall.

e Are they blue callar, white collar,
adminidrative, engineers, or
sdes. They have different
interests.

e Do they have some knowledge or
no knowledge of the subject?
You may bore them or mydify
them.

It should not be the responshility
of your audience to sort through a
generd purpose speech to find those
pats that gpply to them. It is your
respongbility to talor the speech to
your audience.

Create Cheat Sheets (notes)

Go back over your outline and
decide what notes you will need. You
should need just three to five words
for each key point. Your cheat sheets
ae a shorthand script of the entire
speech.  Nothing is left to chance
Everything that happens should be
planned in advance, with key words
and phrases noted on you chesat sheets.

As you become more
experienced, you should need notes
less and less, until you can speak
entirdy without them.

Rehear se, Rehear se, Rehear se

Do not play it by ear. Everybody
who is good a anything got that way
by working, doing, practicing, and
rehearsng. There are no short cuts.
S0 just make up your mind to do what
you know you have to do.



Generd Evauator

Y ou are responsible for conducting the evaluation portion of the meeting. Several days
prior to the meeting, you should call the grammarian, timer, and al the evaluators who are listed
on the program to confirm their appearances, and arrange any necessary substitutions. Although
the Toastmaster leads the meeting, you lead the evaluation portion of the meeting. In a sense
you are the Toastmaster of the evaluation portion of the meeting. It isyour responsibility to
check before the meeting to be sure you have lined up evaluators for all prepared speakers,
have a timer, and have a grammarian. You should generally try to follow the following
schedule.

1 Give a brief description to the club of what your function is.

2. Call for the speech evaluators

1% Speaker 1% Evaluator
2" Speaker 2" Evaluator
3" Speaker 34 Evaluator
4™ Speaker 4™ Evaluator

3. Evaluate the evaluators, did they follow the evaluation format of:
1. Listing the four to eight specific things they liked about the speech.
2. Limiting themselves to one or two items that would have improved the speech.
3. End their evaluation by saying what they liked about the speaker.

4. Mention one thing you like about each of the evaluators as people.

5. Introduce the timer:

6. Introduce the grammarian:

7. Give an overall evaluation of the meeting, and offer suggestions for improvement. Try to

avoid the common mistake of re-evaluating the speakers.



Evaluator
Y ou will evaluate a prepared speech, using the guidelines set forth in the speaker's
manual. Your duty iscrucia. You are, in effect, mentoring the speaker. You want to provide
honest reaction to the speaker's presentation in a positive manner. Y ou must recognize the fact
that you are not a professional authority, but capable of giving your own reaction to the material
presented. The speakers rely on you to give them feedback. You goalsare. . .

Meet with the speaker before his or her speech to see if they have any special items they want
you to look for.

Make the speaker feel good about giving the speech. The club will only grow if members get
positive emotional rewards from participating. With new members go out of your way to say
specific positive things about the speech.

List a minimum of four (preferably eight) specific things about the speech that were good.
Even if the only good thing you can say is to congratulate them on having the courage to get
up and speak. It isvery important that you be as specific as possible. Rather than say, "I
liked your speech.” Y ou could say something like, "I felt your chart showing yearly sales
was very effective in demonstrating the effectiveness of the new ad campaign.”

Limit yourself only one or two things that would have improved the speech. Be as specific as
possible and be brief. You are giving the speaker advice on how to improve. With new
members limit yourself to just one thing.

End your evaluation by affirming the person. Y ou can say something like, "I'm really pleased
you joined our club. You enthusiasm warms us al."

Do not comment upon or rebut the contents of the speech. Y ou will be analyzing the speaker's
organization and delivery, not his opinions. Y our evaluation should take 2-3 minutes.

Remember: Sudies have shown that organizations where people get feedback in a ratio of four
praisings for every criticism are considered to have a positive atmosphere.

Something to think about: In an experiment, adults were given ten puzzlesto solve. All subjects
received the same ten puzzles. The subjects worked on the puzzles, turned them in, and were
given the results at the end. The researchers, when they gave the subjects the results of their
puzzle solving, gave them fictitious results. Half of the exam takers were told that they had done
well, with seven out of ten correct. The other half were told they had done poorly, with seven
out of ten wrong. Then all were given another ten puzzles (the same for each person). The half
who had been told that they had done well in the first round really did better in the second, and
the other half really did do worse.



Speech Evaluation Form

Speaker:
Things| liked about the speech
Avoid generalities. Be as specific as possible and list at least four items
If you can spot them, list eight or more.Here are some suggestions.
Opening — how was it effective? Was speaker prepared? Use notes? Body motions/gestures?
What was speech objective? How was the closing? Eye contact?
What was organization/flow? How was stage persona? Any distracting mannerisms?
What part was particularly effective? Speakers voice — strong, audible, clear? Professional appearance?
Visud aids — effective? Voca variety/pacing? Language appropriate to speech/audience?
Speech tailored to audience? Speaker move away from lectern? Audience reaction?

Things, | feel, would have improved the speech
Be as specific as possible and limit yoursdlf to no more than two items. Limit this part of your evaluation to 30 - 45
seconds.

Why I’'m glad the speaker isa member of our Toastmasters Club
Share your fedlings




Timer
Y ou must carefully time each participant on the program:

* Meeting start time

® Thought for the evening

* Each table topic participant
* Each Speaker

* Each evauator

In addition to providing valuable practice for contest speeches, you will help to keep each
speaker within time, and to keep the meeting on schedule. Y ou should have a form to make
recording time easier.

Y our report is an impromptu speech. Y ou should briefly explain the purpose and importance of
timing and of staying within time. Announce the time for each participant as well as what their
goa was and whether or not they were within time.

® Thethought for the day iswithin timeif it is between 2:00 and 3:30.

* Tabletopics are within time if they are between 1:00 and 2:30.

* Evauators are within time if they are between 1:30 and 3:30.

® Speakersdoing a5 to 7 minute speech are within time if they are between 4:30 and 7:30. An
8 to 10 minute speech iswithin time if it is between 7:30 and 10:30, etc.



Timing

Person

Actua Time

Meeting Start Time

6:45

Thought for the evening

2-3Min

Table Topics - Green at 1:00

, Amber at 1:30, Red at 2:00

First Table Topic

Second Table Topic

Third Table Topic

Fourth Table Topic

Fifth Table Topic

Sixth Table Topic

Speakers - Timing from Toasmaster of the Evening

First Speaker

Second Speaker

Third Speaker

Fourth Speaker

Evaluators - Green at 2:00, Amber at 2:30, Red at 3:00

First Evaluator

Second Evaluator

Third Evaluator

Fourth Evaluator




Grammarian

Y ou should listen carefully during the meeting for grammatical errors, improper sentence
construction, mispronunciations, and other violations of the King's English. You will also be
counting every speaker's"Ah's’, "You Know", "I would like to", running words together,
dropping the "g" on "ing" words, and similar verba crutches.

Other items to look for would be run-on sentences, taboo language, redundant words or
phrases, factua errors, jargon and acronyms, and clichés. This will be part of your report as well.
It is important to be as precise as possible.

Person Grammatical Errors

Toastmaster

Innvocation/Pledge

Thought for the evening

Wordmaster/Jokemaster

Table Topics Master

First Table Topic

Second Table Topic

Third Table Topic

Fourth Table Topic

Fifth Table Topic

President

First Speaker

Second Speaker

Third Spesker

Fourth Speaker

Generd Evaluator

First Evauator

Second Evauator

Third Evauator

Fourth Evauator

Timer




Toastmaster s Advanced Manuals

The Entertaining Speaker

Thismanud indudes vaueble informetion on
how to give an entertaining or dramatic speech,
whereto find materid, how to make an audience
laugh, and what to do when you're asked to
Speak after dinner.

Speaking To Inform

The projects in this manud will hdp you give
informative and interesting gpeeches Topics
covered indude the demondration talk, the fact-
finding report, the aostract concept and resources
for infarming.

Public Relations

This complete guide to preparing and ddivering
the public rdations gpeech will hdp you deveop
resources and techniques, “ gpesk under firg” and
handle the mediatak.

The Discussion L eader

Thismanud offers guidance in presanting
workshop and corference presentations. Role-
playing and problem solving sessons are dso
covered. Thismanud isamug for managars,
trainers, teechers and adminigtrators.

Specialty Speeches

Speskers mugt be able to spesk in many
stuationsand this manud will help. Types of
gpeeches covered include impromptu speeches,
sdes presentations, introductions, inspiretiond
speeches, and ord interpretations.

Speeches by Management

Thismanud will hdp you successully handlea
vaiety of gpesking Stuaions managers
encounter in their work environment. Subjects
covered indude briefings, technical speeches,
moativationd talks and confrontations.

The Professional Speaker

Thismanud is acomplete guide to becoming a
professiona gpesker. Subjects covered include
pesking as acompany representative and
gpeeking for pay.

Technical Presentations

The prgjectsin this manud will help you prepare
and present briefings, proposals, technica papers
and technica team presentetions.

Per suasive Speaking

The dality to influence and persuade othersto
acoept your idess, products, or servicesisvitd.
Theprojectsin thismanud are dl designed to
help you devel op excdlent persuasive techniques
and expand your presentation skills

Communicating on Television
Tdevidon presntaions differ from other
presentations, and they reguire goecid
condderations. With thismanud, you'll learn to
present editorids, appear asaguest on a“tak”
show, conduct a press conference, and use
tdevisontotran.

Storytelling

Eveyonelovesagory. Types of dories covered
in thismanud indude the folk tde, the persond
gory, sorieswith moras, the touching sory, and
the higoricd dory.

I nter pretive Reading

Thismanud will hdp you devdap your
interpretive reading skills The projectsindude
presenting Sories, poetry, monodrameas, plays
and oratorica peeches.

I nter per sonal Communications
Topics covered indude converang with ease,
negatiating, hendling aritidsm, coaching
someone to improved performance, and
expressng disstidaction effectively.

Special Occasion Speeches
Providesingruction in giving toagts, oegking in
prase, “ roasting” someone, and presenting and
acoepting awards.

Humorously Speaking
Audiencesloveto laugh. Thismanud showsyou
how to use humorous gories and jokes
throughout your gpesch to grab and keep
ligeners dtention and illudtrate your points. You
a0 learn how to give an entirdy humorous

Soeech.
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Toastmasters Recognition Requirements

Distinguished Toastmaster

(DTM)
Advanced Toastmaster Gold
(ATM-G)
¢ Complete two new Advanced Advanced Leader
Communications and Leadership Manuals (AL)
¢ Conduct a registered Succees/Leadership

Program, Success/Communication Program

O or Youth Leadership Program ) (]

S ¢ Coach a new member with the first E

|‘: three speech projects -
¢ Serve as District officer

c * Complete the High Performance 9‘

9 Leadership program <

E Advanced Toastmaster Silver * Serve as Club Sponsor, Mentor, 2

O (ATM-S) or Specialist (D]

= ©

c @©

> T [4})

E ¢ Complete two new Advanced —

E Communications and Leadership Manuals

(@] ¢ Conduct two programs from the Better Competent Leader

O Speaker Series and/or The Successful (CL)

Club Series

Advanced Toastmaster Bronze

Serve as club officer

(ATM-B) * Participate in District-sponsored
7\ club officer training program
* Conduct two Successful Club
Complete two Advanced Series Programs
Communications
and Leadership Manuals
~N

Competent Toastmaster
(CTM)

?

Complete the Communication
and Leadership Manual

New Member




Club Officers

The dub officers comprise the executive committee. They consst the President, Vice Presdent of Education,
Vice Presdent of Membership, Vice President of Public Reations, Secretary, Tressurer, Sergeant & Arms, and the
Immediate Pagt Presdent. Club officers are dected each year. The dub president cannot succeed himsdf. Here arethe

officars duties and reponghilities

President
1. Providesthe leadership and guidance
the club needs to be successful.

2. Seesthat the club provides the
positive, supportive environment its
members need to fulfill their self-
development goals.

3. Seesthat members participate in and
benefit from the Toastmasters
educational program.

4. Seesthat the club activity recruits
new members and retains current
ones.

5. Analyzes and evaluate club's strong
and weak areas. Helpstheclub
become the best it can be.

6. Developsand practices leadership
skills that can be used in al areas of
life.

7. Setgods, plan, develop strategies,
delegate, coach and recognize people
for their efforts.

8. Leadsthe executive committee,
which consists of the Vice President
of Education, Vice President
Membership, Vice President Public
Relations, Secretary, treasurer,
Sergeant at Arms, and Immediate
Past President. Executive committee
is responsible for making the club
dynamic and enjoyable for dl
members. This can be accomplished
through regular, productive
committee meetings and through
careful goa setting, planning, and
monitoring of progress.

9. Attendsand votesin Areaand
District council meetings.

10. Votesat Regiona and International
business meetings.

Vice President Education

1 Pansdynamic club meetings.

2. Promotes the Toastmasters
educationa program to club
members.

3. Orients new membersto the
Toastmasters program and to the
club.

4. Makes sure al members understand
the importance of excellent
evauations and know how to
evaluate.

5. Arranges Speechcraft and other
Success/Leadership Programs to be
conducted inside or outside the Club.

6. Arrangesthe Club to conduct Y outh
Leadership Programs.

8.
9.
10.
11

12.

13.

14.

Encourages members to participate
in other Toastmasters activities and
programs.

Administers speech contests.
Organizes a Speakers Bureau.
Chairs the Educations Committee.
Attends and participates in Executive
Committee meetings.

Presides in the absence of the
President.

Attends and votesin Areaand
District council meetings.

Votes a Regiona and Internationa
business mesetings.

Vice President Member ship

Builds Club membership.

Increases member satisfaction.
Prepares the Semiannual
Membership Report.

Chairs the Membership Committee.
Attends and participates in Executive
Committee meetings.

Attends and votes in Area council
meetings.

Vice President Public Relations

arwnNE

o

Plans a public relations program.
Prepares publicity materials.
Produces a Club Bulletin.

Writes for the company publication.
Chairs the Public Relations
Committee.

Attends and participates in Executive
Committee meetings.

Attends and votesin Area council
meetings.

Secretary

Maintains an accurate membership
roster.

Records and reads meeting minutes.
Assists with the Semiannual
Membership Report.

Reports new officers to World
Headquarters.

Prepares and mails orders for
Toastmasters supplies.

Circulates TIPS, the Supply Catalog
and The Toastmaster magazine.
Keeps the club congtitution and
Bylaws.

Maintains general Club
correspondence.

Attends and participates in Executive
Committee meetings.

Treasurer

1

2.

3

11.

Prepares an annual budget for the
Club.

Provides the bank with a new
signature card.

Notifies each Club member in
writing of dues payable.

Collects payable dues and fees.
Issues check to World Headquarters
for semiannua membership
dues/New Member Fees.

Pays dl hills promptly.

K eeps complete and accurate records
of all financial transactions.

Presents a verbal and written
financia report monthly.

Submits Club accounts for audit.
Responds to Internal Revenue
Service or other government agency
inquiries and make sure the Club has
an Employer's |dentification
Number.

Attends and participates in Executive
Committee meetings.

Sergeant at Arms

Arranges room and equipment for
each meeting.

Greets al guests and members at
each meeting.

arranges for food service at meal
meetings.

Collects balots and tallies votes for
awards.

Maintains dl Club equipment and
materials.

Chairs the Social and Reception
Committee.

Attends and participates in Executive
Committee meetings.

Immediate Past President

1
2.

3.

Chairs the Nominating Committee.
Helps with the Distinguished Club
Program/Club Success Plan.
Promotes the Club's efforts to
become a Distinguished Club.
Provides guidance and serves as a
resource to Club officers and
members.

Attends and participates in Executive
Committee meetings.



