Big “D” Toastmasters Club
Overview of President Duties

	Status
	Agenda

	
	Pre-Meeting

	(
	1. Arrive 10-15 minutes early and make an effort to greet any guests and help them feel welcome.  Be sure to get their name for introductions and comments at the end of the meeting.

Guest Names:

_____________________           __________________________

	(
	2. Determine if there are any officer reports to be given?
( Secretary – Minutes of last meeting

( VP-Education  - 
( VP-Membership -
( VP-Public Relations - 
( Treasurer - 
( Sgt-at-arms -  

	
	Start of Meeting

	(
	1. Welcome everyone – make opening comment

	(
	2. If Sgt.-at-arms did not welcome guests, do that now

	(
	3. Open the business meeting

a. Call for reading of the minutes from last meeting

i. Any additions or corrections?

ii. The minutes are approved as read, or as amended/corrected.

b. Call for reports from VP’s

c. Reports from dignitaries (Area or Division Governor, etc.)

d. Bring up any Unfinished Business (only Pres. Can do this)

e. Open the floor to any New Business

i. If Motion is made

1. Repeat the motion for clarity, and call for a second

2. If seconded, 

a. Toastmaster ________, please elaborate on the motion.

b. Is there any further discussion for or against the motion?

3. Say “There is a motion to _______.  All those in favor say “yea”, all those opposed say “nay”.

4. The ______ have it.  

5. Declare the motion passes or failed

ii. Is there any further New Business?

iii. Close business meeting



	(
	4. Make any brief personal remarks

	(
	5. Announce the theme of the evening and introduce the Toastmaster

	
	During the Meeting

	(
	1. Make note of any Toastmasters who do not get an opportunity to speak.

	(
	2. Make note of anything that occurs during the meeting, so you can stretch if necessary while Timer/Vote Counter is counting votes for Toastmaster of the evening.


	Close of the Meeting
	

	(
	1. Call on any Toastmaster who has not had the opportunity to speak. 

	(
	2. Call on guests – ask them about their observations of the meeting. 

	(
	3. Call for awards

	(

	4. Adjourn the meeting

	
	


