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The meetings of Toastmasters International must respect some general rules of conduct so as to facilitate the understanding and development of the educational activities. 


Therefore all members and guests should refer for guidance to the procedures below which concern the different meeting roles and the major forms of address to the audience.








How to start and finish addressing the audience ?





The correct format is: 





“Mr. Toastmaster (or Mme. Toastmaster), Fellow Toastmasters, and (very) Welcome Guests”





not: Ladies and gentlemen, Dear friends, Mrs. Toastmaster, Mrs. Toastmistress, Mr. Chairman, Mr. President, etc. 





When finishing an address, don’t say “Thank you”, but rather  the “name” of the next person, “please”, some other transitional word or phrase, or nothing at all.








How to behave at the lectern ?





While a meeting is in progress, someone must be close to the lectern at all times. Don’t leave the lectern alone during a hand-over transition to another person.





When a new speaker takes over the lectern: 


-  the new and previous speakers should shake hands at the lectern, 


-  the previous speaker should not leave the lectern until the new speaker has taken over. 











What should the Ah-Counter keep in mind ?





Listen very carefully and make a note of all Um’s, Ah’s, or other forms of hesitation for each person.


Note how often the “word of the day” is used - in context. 





Take notes for each speaker, including: 


-  the Chairperson


-  the Toastmaster of the Evening


-  the Table Topics Master


-  Table Topics speakers


-  Prepared Speakers


-  Evaluators. 





Report systematically for each of the above speakers. 


Do not omit a speaker because they have not said any Um’s or Ah’s, etc, but state in the report that they have said none.





�How to conduct the timer role ?





Take a seat opposite the lectern, so that speakers can see the timing cards easily. 


Announce the timing rules when asked to do so by the Toastmaster of the Evening. 


Announce them in the following format -  e.g. for a prepared speech: 





“Green card at 5 minutes, yellow card at 6 minutes, red card at 7 minutes. If the speaker has not stopped after a further 30 seconds I shall ring the bell and the speaker will be disqualified from the vote”. 





Hold up each card in turn so that the speaker can see it, before placing it on the table propped against a glass. 


The timing card tells you the timing for each type of speech.  








How to prepare for table topics ?





The table topics master should choose topics that are as simple and understandable as possible. Explain the general subject and each topic clearly and briefly.  





Ask for volunteers before the meeting if possible. If this cannot be done, ask for immediate volunteers during the meeting, or select them by drawing numbers from a glass. 





Announce each topic in turn followed by the selection of the speaker for that topic.





