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During Week Before Meeting
· Make nameplates for guests
· Check cabinet to ensure we have enough:

· Ah Counter worksheets
· Grammarian worksheets
· Timer worksheets
· Ballot/Comment sheets
· Special Recognition ribbons

· First Timer ribbons

Before Meeting

· Put Toastmaster sign outside door

· Hang up Toastmaster banner

· Display American flag

· Arrange chairs

· Put up lectern

· On top of lectern place gavel

· Under lectern place: 

· Tape for Table Topics to tape up word of the day

· 2 Best Speaker ribbons
· 2 Best Table Topics ribbons
· 2 Best Evaluator ribbons
· 6 Special Recognition ribbons

· 6 First Timer ribbons
· Place stacks of ballot/comment sheets on table for members to easily reach
· Scatter sheets listing role definitions on table
· Put on the back table

· Guest book, pen, Welcome packets, brochures, and Toastmaster Magazines
· Agenda

· Schedule of upcoming weeks

· Ah Counter worksheet and clicker

· Grammarian worksheet and dictionary

· Timer worksheet, timing cards, and stopwatch

· Flyers of upcoming events

· Put at your spot

· Two scissors

· Pen

During Meeting

· Ask someone next to you to assist with the ballot/comment forms:

· Have the other member cut off the votes and hand them to you

· Then, while you tally the votes, have the other member cut up the comments

· IMPORTANT: Don’t forget to write out the Special Recognitions and First Timers – be sure to write clearly why these are being given out

· When ready, hand results to Toastmaster

· Distribute comments
After Meeting

· Put everything away
