WHEN YOU ARE THE TABLE TOPICS MASTER

Compiled by: Linda Martin – Big “D” Toastmasters

Helpful Hints:  

1. Table Topics is not a “stump the speaker” exercise. 

2. It gives speakers a chance to practice impromptu speaking … and to feel good about it. 

During Table Topics: 

1. Keep your comments short. Your job is to give others a chance to speak. 

2. Call on people who do NOT have other speaking roles for the evening. 

3. FIRST read the question clearly and slowly. 

4. THEN call on the speaker. (Keep everyone listening and wondering, “Will it be me?”) 

____________________________________________________________________________

PRIOR TO THE MEETING 

· If you want to tie your questions into the theme, check with the Toastmaster of the Evening (TE). The TE chooses the theme for the meeting. 

· Write your list of questions. Have five or six questions to choose from at the meeting. You may not need all of them, depending on time. 

· Write open-ended questions, not Yes or No questions. 

· Make questions short and direct so speakers feel comfortable when responding. 

· Phrase questions so that speakers will know clearly what they are to talk about.
AT THE MEETING 

· Arrive early so you can study the agenda to see who is scheduled for speaking roles. 

· As members arrive, make a list of those who have no speaking role. Any officer or other member can help identify them Use this list for Table Topic responders. 
· Q1 Call on __________________________________________________________

· Q2 Call on __________________________________________________________

· Q3 Call on __________________________________________________________

· Q4 Call on __________________________________________________________

· Q5 Call on __________________________________________________________

DURING THE MEETING

· When the Toastmaster calls on you, approach the lectern and shake the Toastmaster’s hand. You are now in control of the meeting.
· Briefly explain the purpose of Table Topics if the Toastmaster has not done so. 
· Ask for the timing rules. 
· Encourage speakers to use the Word of the Day. Only those who do will qualify. 

· When asking a question: 

· First read the question clearly and slowly. 

· Then call on a person to respond. (That holds people's attention because everyone is thinking of a response should he or she be called on to speak.)

· Lead the applause when a respondent completes his or her response. 
· Call for the Timer’s report.
· Call for the Grammarian’s report to see who used the Word of the Day. 

· Ask the audience to vote for the eligible candidates and to pass in their ballots.
· Return control of the meeting to the Toastmaster. (Those are the words you say. “I now return control of the meeting to … .”) 
· Stay at the lectern until the Toastmaster shakes your hand. 
