
Tips when you’re the Toastmaster 

 

Friday before 
meeting 

Make sure all the roles for the meeting are filled 

 Reach out to any club officer for the list of who’s doing which role 

 Reach out to any club officer for help filling vacant roles 
o Some roles it is easy to fill right when you get to the meeting, e.g. 

timer, ah-counter, and evaluators; don’t worry if you go into the 
meeting without these roles filled 
 

Friday before 
meeting 

Decide if there will be a theme for the meeting 

 If so, start  collecting quotes / tidbits related to theme 
 

Friday before 
meeting 

Reach out to everyone with a role at the meeting confirming that they plan to 
attend and perform their role 

 Send a draft of the agenda 
o Reach out to any club officer for a meeting agenda template, find it 

on NYUiLearn as a resource attached to PRO 001: NYU 
Toastmasters, or create your own, if you wish 

 If there will be a meeting theme, share that with those who have roles and 
ask them to send you some information related to the theme for your 
introduction of them during the meeting 

o Make sure the Table Topics Master knows the theme, in case s/he 
wants to tie some of his/her questions to the theme 

 

Tuesday before 
meeting 

Reach out again to anyone with a role at the meeting who you haven’t heard back 
from yet 
 

Wednesday or 
Thursday 

Copy agenda to bring to the meeting 

 About 20 copies should do it 
 

Thursday – 
Meeting day! 

Get to meeting a few minutes early, if at all possible, and: 

 Distribute agendas 

 Check that everyone with a role is there 

 Fill any vacant last-minute roles 

 Fill any roles for which the person who is supposed to do it isn’t there 

 Check in with an officer at the meeting so you know whether there are any 
announcements and who will make them 

 Breathe, smile & begin  

 Enjoy! 
 

 


