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	Dupont Circle of Speakers

Toastmaster of the Day Cheat Sheet


Thank you for serving as Toastmaster of the Day.  Your primary role is to facilitate the meeting and keep it running smoothly.  Consult the Communications and Leadership Manual for more detailed information on what to do as Toastmaster of the Day.

Several days before the meeting:

· Contact the speakers (via phone or email) to confirm that they still plan on speaking. The VPE will provide you with an updated roster and schedule 

· Get the speakers to give you the title of their speech, which speech from the manual they are giving, and what manual they are using. If they don't have the title when you email them, just ask them to give it to you at the meeting. 

· Part of your role as Toastmaster is to introduce the speakers. When you email them to confirm that they are speaking, you can ask them to provide you with a few words to introduce them. Another tip is to ask them a question and use the answers as part of your introduction (i.e. where would you like to visit in the US and why?). The manual has other tips for being Toastmaster. Let me know if you have any questions.

· If speakers do not confirm, contact the VPE to work on finding a replacement.  

Before the start of the meeting:

· Get the titles of speeches from speakers you were not able to contact in advance

· Meet with the VPE if there are speakers missing

· Get a copy of the agenda if you didn’t bring one with you.

During the meeting:

· You will be introduced by the President of presiding officer.

· Give opening comments based on the week’s theme or whatever your heart desires.  Try to keep this under 3-4 minutes (otherwise, it might as well be a speech!).

· Introduce the Timer and have them explain their role

· Introduce the Grammarian, have them explain their role and read the word of the week.

· Introduce each speaker.  Don’t forget to shake their hand before and after their speech.

· Introduce the Table Topics Master.  Still shake hands before and after.

· Introduce each evaluator.  More hand shaking.

· Call for the Timer’s report (they can just stand, they don’t need to come to the lectern)

· Call for the Grammarian’s report (they can just stand, they don’t need to come to the lectern)

· Return control of the meeting to the President or presiding officer.

Thank You.

