Toastmasters Meeting Protocol
Norm Cook, DTM, PDG

Call to Order

· Sgt-at-Arms may introduce President, but only President can call meeting to order

· Rap gavel once to open (or close) the meeting.

Invocation is

· the act or process of petitioning for help or support

· a call to a higher power for assistance, or 

· a calling upon for authority or justification for one’s cause
· God before Country

· Country before everything else

· i.e., religious invocation before flag salute; otherwise, flag salute first

· invocation and flag salute are optional elements of a TM meeting

Business meeting

· No such thing as “old” business – should be “unfinished” business.

· Try to coordinate officer reports before meeting.

· Parliamentary procedure – one item at a time; majority rules; minority rights are preserved

· Implied second can be used to facilitate discussion, reduce formality

Jokemaster

· Club culture determines what’s in good taste

· When in doubt, avoid anything offensive

Toastmaster of the Day

· Host of the “party”

· Create a theme

· Call speakers/General Evaluator/TT Master a few days before the meeting to verify duties

· Introduce speakers, noting manual objectives and time requirements

· Don’t say “I’d like to introduce…”

· Rather, say something like “It’s my pleasure to introduce…”

Table Topics

· Don’t call on speakers, TM, or evaluators if there are a lot of members at the meeting.

· Don’t call on guests until last, and only if there is time.  Members have priority – they paid for the privilege of speaking.

Speakers

· If TM doesn’t call you – you should call him or her to verify your participation

· If all else fails, have a written introduction to give to TM at the meeting

· Speaking slots are precious; have “hip-pocket” speeches ready

Don’t Leave Lectern Unattended

· Don’t say “Thank You” at end of presentation

· Simply say “Mister (or Madame) Toastmaster”

· Avoid saying “I return control to…”

· Technically, President is in control entire meeting

· Avoid “I now turn the meeting (or lectern) over to…”

Voting

· Best Speaker should be the one who best accomplishes his or her objectives, including time limits

· This way beginner and advanced speakers can be compared evenly

· Try to avoid giving Best Table Topics to guests 

· Sure, it’s a boost, but they may think “if I’m already good enough to win over these practiced members, why do I need to join?”

Evaluators

· Evaluate even if speaker goes over time limit

Ah Counter

· Bell or other noisemaker should be used judiciously, if at all

