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Toastmasters International

Making Effective Communication

A Worldwide Reality


To our Guests:
Each member extends a heartfelt welcome to you, and hopes that your visit to our Toastmasters Club will be a positive, energizing, and an enlightening experience.
Toastmasters is the only organization devoted to making effective oral communication a worldwide reality, and our Club is here to help you develop your Communication and Leadership skills with training and coaching that enables and empowers you to build self-confidence, improve self-discipline, and gain an enhanced self-image. 

Strong communication skills open new avenues of networking and success in your personal and professional life.  The Toastmasters Communication and Leadership program offers a plethora of essential skills that strengthen our ability to express ideas in a clear, concise, confident, and convincing manner.  In today’s competitive job market, the individual who demonstrates excellence in communication, presentation, and leadership skills has a competitive edge.  Enhance your competitive position by joining the more than 200,000 Toastmasters worldwide in the continuous pursuit of communication excellence.
We invite your consideration of membership in our Club; in fact, each member began their Toastmaster career the same way you will begin yours: as a guest.  You will find that our membership is friendly, diverse, professional, and eager to lend a helping hand.  To this end, our Club recommends business dress (i.e., coat & tie for gentlemen & business suit/dress for ladies) when attending meetings.

If you have any questions, please visit with our Club’s officers after the meeting.  To assist you in your consideration of this dynamic, diverse, and successful Toastmasters Club, we have included some helpful information about our meetings, and about Toastmasters International.
Thank you for attending our meeting.
Y
our toastmasters membership provides these benefits...
· A unique means of learning and improving your communicative abilities within an atmosphere of fellowship and fun with your fellow Toastmasters Club members.
· Unlimited opportunities for personal and occupational advancement based on improved abilities and expanded experience.

· Experience in leadership development through training and club involvement.

· Professionally prepared educational materials and resources on speaking, listening, discussion, parliamentary procedure, audio-visual techniques, and conference and meeting procedures.

· The Toastmaster magazine – every month The Toastmaster provides new insights on communication techniques, ideas and opinions.
· Continuing practice and exposure to sound communication techniques.

· Increased confidence, ability to organize logical thought and present it self-assuredly, and a better understanding of human relations.

· Affiliation with an internationally renowned educational organization.

W
e ask you to share and increase the benefits you gain through toastmasters by...

· Assisting fellow members in developing their communication and leadership abilities as you develop your own.

· Helping your club maintain the Toastmasters standard of excellence in programming and administration.

· Providing leadership in the club at every opportunity.

· Utilizing you Toastmasters experience to take an involved role in community affairs.

· Sharing your Toastmasters experience by telling others about the program and inviting them to join.

· Making Toastmasters an enjoyable and worthwhile experience for yourself and others by projecting the Toastmasters image in everyday business, social, and community situations.
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All About Toastmasters 

How Toastmasters works. 
At Toastmasters, members learn by speaking to groups and working with others in a supportive environment. A typical Toastmasters club is made up of 20 to 30 people who meet once a week for about an hour. Each meeting gives everyone an opportunity to practice: 

· Conducting meetings. Meetings usually begin with a short business session which helps members learn basic meeting procedures. 

· Giving impromptu speeches. Members present one-to two-minute impromptu speeches on assigned topics. 

· Presenting prepared speeches. Three or more members present speeches based on projects from the Toastmasters International Communication and Leadership Program manuals. Projects cover such topics as speech organization, voice, language, gestures, and persuasion. 

· Offering constructive evaluation. Every prepared speaker is assigned an evaluator who points out speech strengths and offers suggestions for improvement. 

The Tools You Use. 
Upon joining a Toastmasters club, each new member receives a variety of manuals and resources on speaking. Members also have access to other books as well as audio and video cassettes on speaking and leading. They also receive the award-winning The Toastmaster, a monthly magazine that offers the latest insights on speaking and leadership techniques.

Toastmasters and Leadership. 
Leadership cannot be learned in a day. It takes practice. In Toastmasters members build leadership skills by organizing and conducting meetings and motivating others to help them. Club leadership roles and a leadership development program also offer opportunities to learn and practice. Just as Toastmasters members learn to speak simply by speaking, they learn leadership by leading.

Company Benefits. 
A company's success also depends on communication. Employees face an endless exchange of ideas, messages, and information as they deal with one another and with customers day after day. How well they communicate can determine whether a company quickly grows into an industry leader or joins thousands of other businesses mired in mediocrity.

Toastmasters provides the tools that enable employees to become effective communicators and leaders all at a very low cost. Toastmasters training helps employees: 

· give better sales presentations 

· hone their management skills 

· work better with fellow employees 

· effectively develop and present ideas 

· offer constructive criticism 

· accept criticism more objectively 

Toastmasters produces results. Around the world more than three million men and women of all ages and occupations have benefited from Toastmasters training, and more than one thousand corporations, community groups, universities, associations, and government agencies now use Toastmasters training.
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Community Benefits. 
Toastmasters has helped many members in their community service activities. Using the speaking and leadership skills developed in Toastmasters, people have become more active in business, churches, and service and charity organizations. Toastmasters members are able to organize activities, conduct meetings, and speak in public as their organization's representative. Some even become active in local, state or national government.

About Toastmasters International.
Toastmasters International is a non-profit organization governed by a Board of Directors elected by the membership. The first Toastmasters club was established on October 22, 1924, in Santa Ana, California, by Dr. Ralph C. Smedley, who conceived and developed the idea of helping others to speak more effectively. More clubs were formed, and Toastmasters International was incorporated under California law on December 19, 1932.

Toastmasters International's business and services are administered by its World Headquarters, located in Rancho Santa Margarita, California. It employs no paid promoters or instructors. It has no salaried staff except the Executive Director and World Headquarters staff, who provide services to the clubs and Districts.

Become a Member:  Are you ready to join?

.
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Toastmasters Meeting Assignments
Toastmasters are asked to perform different assignments to help meetings run with smooth efficiency, and provide a mutually supportive learning environment.  A brief description of each role and its purpose is provided for your benefit.
If you have been assigned a role for a meeting, and for some reason are unable to attend the meeting or fulfill the role, please make arrangements for another Club member to fill in for you.  Finding a replacement is your responsibility!  Once you have found your replacement, please contact the Toastmaster of the Day and notify them of the change.

· Toastmaster:  Acts as the host for the meeting.  Introduces the speakers and other functionaries (e.g., “Ah” Counter, Grammarian, etc.).  The Toastmasters sets the tone for the meeting and presents the awards.
· General Evaluator:  Introduces the Evaluators, calls for reports from the functionaries, and critiques the overall meeting.
· Table Topic Master:  Calls on members that do not have a speaking or functionary role to give a two minute impromptu speech on different topics as selected by the Topics Master.
· Speaker:  Delivers a prepared speech from a Toastmasters manual.
· Evaluator:  Each prepared speaker is assigned an evaluator who fives a two-minute constructive evaluation of the speech.  Concentration is on the areas of the presentation that were done well, and those areas the evaluator feels could use improvement.
· Timer:  Times all speeches, evaluations, and table topics to keep us within time parameters.  The timer informs you whether you are under, within, or over time.
· “Ah” Counter:  To help people become more aware of how often we might use “ah”, “um”, “so”, or other vocal pauses, a member is assigned the function of tracking their usage.
· Grammarian:  To improve the correct and effective use of language, the grammarian reports on how well the rules of grammar were applied throughout the meeting.
· Vote Counter:  At each meeting there is a balloted vote for: 1) Best Speaker; 2) Best Table Topics; and 3) Best Evaluator.  The Vote Counter tabulates the votes for each category and presents the results to the Toastmaster of the Meeting.  The Toastmaster then presents ribbons to the best speaker in each category.
· Word of the Day:  At each meeting, an individual is asked to present a word that members then attempt to incorporate into their speeches and conversation.  This particular role helps us build our vocabulary and improve our understanding of the English language.
· Invocation and Pledge:  Two people begin the meeting once it has been called to order by the presiding officer: the Invocator and the Pledge Master.  The invocation is normally a very short prayer and precedes the Pledge of Allegiance.  If the Invocator wishes to present an inspirational message, then the Pledge of Allegiance is cited first.
· Vision and Mission Statements:  One or two individuals are assigned to recite the Toastmasters International Mission Statement (beginning of the meeting) and the Vision Statement (end of meeting to leave members with the vision in mind).
· Greeter / Introductions:  The greeter welcomes all members and guests as they arrive.  In many Clubs, the greeter also formally introduces each member and guest once the Mission Statement has been recited.
· Joke of the Day:  The Joke Master brings a suitable joke or funny story for the meeting.
A Toastmasters Club 
Sample Meeting Agenda

Meetings: Monday, 6:30 AM -7:30 AM

      Date:  June 19, 2006
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6:30 am  Begin Meeting, 

Sgt. At Arms:
Van
Introduce President

President: 
Sunni
Introduce Members & Guests

Invocation: Toastmaster Lydia
Pledge:  Toastmaster David
Mission Statement: Toastmaster Dodi
Member Installation:  Toastmaster Van
Introduce Toastmaster of the Day

Toastmaster: 
Pat
Introduce Helpers

Grammarian:  Toastmaster Kelli
Vote Counter: Toastmaster Cynthia
Ah Counter:  Toastmaster Gene
Timer: Toastmaster Elizabeth
Speakers

Speaker 1: TM Steve (Basic Manual #4; 5-7 minutes)

Speaker 2: TM Edith (Basic Manual #2; 5-7 minutes)

Speaker 3: TM David (Advanced Manual; 8-10 minutes)

Timer’s report & Call for Votes

Table Topics: 
Toastmaster Van (This should be fun!)

Timer’s report

Call for Votes

Return conduct of meeting to the TM
General Evaluator: Dodi
Evaluating Steve: TM Steve
Evaluating Edith: TM Eric
Evaluating David: TM John
Timer’s report & Call for votes

Helper Reports:

Ah Counter; Timer; Grammarian

General Evaluator’s remarks 
Return conduct of meeting to TM
Presentation of Awards

7:20 am:  Return conduct of meeting to President

Guests Comments

Good of the Order

7:30 am:  Adjourn 
	Schedule for Next Meeting:
June 26, 2006
Speakers, please deliver your written introduction to the Toastmaster of the Meeting.

Club Member
Meeting Assignments for  (Date)
Sunni
Toastmaster

Pat
General Evaluator
Dodi
Topic Master
David
Speaker #1
Kelli
Speaker #2
Elizabeth
Speaker #3

Van
Evaluator #1
Edith
Evaluator #2
Steve
Evaluator #3

David
Grammarian
Lydia
Word of the Day

Gene
Ah / Joke

Cynthia
Timer
This schedule may change at the discretion of the Toastmaster of the meeting.

If you cannot fulfill your task, it is your responsibility to trade jobs with another member and inform the Toastmaster of the meeting in advance.




TOASTMASTERS INTERNATIONAL

10 TIPS FOR SUCCESSFUL PUBLIC SPEAKING 
Feeling some nervousness before giving a speech is natural and healthy.  It shows you care about doing well.  But too much nervousness can be detrimental.  Here’s how you can control your nervousness and make effective, memorable presentations:

1. Know the room. Be familiar with the place in which you will speak.  Arrive early, walk around the speaking area and practice using the microphone and any visual aids.

2. Know the audience. Greet some of the audience as they arrive.  It’s easier to speak to a group of friends than to a group of strangers.
3. Know your material.  If you’re not familiar with your material or are uncomfortable with it, your nervousness will increase.  Practice your speech and revise it if necessary.
4. Relax.  Ease tension by doing exercises.
5. Visualize yourself giving your speech.  Imagine yourself speaking, your Voice loud, clear and assured.  When you visualize yourself as successful, you will be SUCCESSFUL.
6. Realize that people want you to succeed.  Audiences want you to be interesting, stimulating, informative and entertaining. They don’t want you to fail.
7. Don’t apologize. If you mention your nervousness or apologize for any problems you think you have with your speech, you may be calling the audience’s attention to something they hadn’t noticed.  Keep silent.
8. Concentrate on the message – not the medium.  Focus your attention away from your own anxieties and outwardly toward your message and your audience.  Your nervousness will dissipate.

9. Turn nervousness into positive energy.  Harness your nervous energy and transform it into vitality and enthusiasm.

10. Gain experience.  Experience builds confidence, which is the key to effective speaking.

Speaking Tips from the Pros

These tips for better presentations come from the many professional speakers that graciously answered surveys over the past three years.  They supplement the 10 Speaking Tips from Toastmasters International.

· There is NO Substitute for preparation.  To be an effective presenter, it takes time to gather material, sort it out, focus the message, and to prepare for the “live” presentation.  Wayne Choate (a professional speaker for more than 20 years) states, “The best time to prepare is before you have to give the speech.”
· Brainstorm for ideas.  Use this opportunity to come up with ideas for the now as well as the future.

· Practice, Practice, Practice.  David Brooks, the 1990 World Champion of Public Speaking, is adamant when he states that we, “... should practice our speech not until we hate it; rather, we should practice until we love (italics added) it!”  There is no substitute for practice.  This does not mean route memorization; it does entail having the format, structure, and content rehearsed so that nothing will throw the presenter off track during the presentation.

· Prepare for your exit.  Have two endings for your presentation.  One ending allows you to wrap up within 30 seconds should you get caught short on time.  This is your “quick exit” ending.  Practice both so that either can be implemented on the spot.

· Have a “love affair” with the audience.  Relate to the audience with topics that they are interested in, and that allow you to bond with them.  Touch them with wit and humor, compassion and passion.  Every presentation should touch three areas of the audience... the Head, the Heart, and the Funny Bone (Humor).

· Make a point, tell a story.  When we tell a story to help accentuate the point we are trying to make, the audience will remember the story long after the presentation is over.  Stories have the power to live forever in our memories, and using them to explain the point reinforces the learning experience.

· Use triads for maximum impact.  The great speakers throughout history have used this simple technique to make their speeches and oratory stand out from the crowd.  Using a triad is using the “power of three” to help the audience hear and comprehend the message.  For example, have a Key Point and support it with three sub points.  The sub points form the triad.

· Be Yourself!  “Escalate, don’t emulate.”  No need to be like any other presenter, be the best that you can be and let your personality and characteristics shine through.  This will enable you to work with any challenges we think we might have as presenters and turn them into our unique advantages.

· Say “YES!” to stage time.  Take every opportunity to speak.  (This tip is from Darren LaCroix, the 2001 World Champion of Public Speaking.)
· Tape everything.  We are our own worst and best critics.  Tape everything you present so that the opportunity for review is there immediately following the presentation.  We gain more from listening to the presentation ourselves than we ever gain from someone else telling us their opinion.  Skill and expertise will grow 50% faster using this technique than any other.

· Segue (transition) smoothly.  Smooth transitions are important if the audience is to stay with the speaker.  Remove filler words such as “ah”, “um”, “uh”, and “so” from the speech delivery.  These words clutter the transitions and demonstrate lack of preparation or nervousness.  Use transitions that help the audience know that the presentation is moving from one point to another.

· Pronunciation, enunciation, articulation.  In short, speak with eloquence!  Diction and correct grammar key to achieving this aspect of speaking.  Other aspects of eloquent delivery include: vocal inflection; intonation; timbre; pitch; pacing; and using pauses for effect.  In short, speak clearly using correct grammar and precise diction.

· Take charge of the stage.  This translates into stage presence.  Remember, when you are presenting you are the expert in the material that is being presented, and the audience is there to listen to what you have to say.  Your stage presence is built upon your knowledge and comfort with the subject matter, your verbal message, and more important... your body language.  The audience “listens with their eyes” and will become more aware of your non-verbal message than the verbal message if your body language and gestures are out of synch. 
Speaking  Assignment #1
The Ice Breaker

By now you’ve heard speeches by your fellow Club members, and you have probably participated in Table Topics.  Here is your opportunity to give your first prepared talk and “break the ice.”  The best way to begin your speaking experience is to talk about the subject closest to you – yourself!  At the same time, you will be introducing yourself to your fellow members and giving them some understanding of your background, your interests, and your ambitions.  As you prepare and deliver your talk, you will become aware of the communication skills you already possess, and the areas that require some work.  Your fellow members will help you understand these needs, as they see them.

As you read through this project, make notes in the margin and underline key phrases to help you quickly review what is expected of you.  Define the project objectives in your own words.  After you have read through the entire project, you are ready to prepare your first talk.

Preparing Your Talk

The general subject of this talk is you.  However, that subject is too broad for a short talk – in this case, four to six minutes.  Select three or four interesting aspects of your life that will give your fellow members insight and understanding of you as an individual.  These might include your birthplace, education, or family.  Explain how you came to be in your present occupation, and tell the audience something about your ambitions.  Should you prefer to avoid an autobiography, you might talk about your business, your hobbies, or anything that relates to you as an individual.  Having complete knowledge about your subject will add greatly to your confidence.

Once you have the highlights of your presentation in mind, weave them into a story, just as if you were telling it to friends around the dinner table.  Share personal experiences of significance to you.  The more personal you make your talk, the warmer will be the relationship between you and your audience.

Opening, Body, and Conclusion

Like any good story, your talk needs a strong beginning, and a strong ending.  Try to create an interesting opening sentence that captures the audience’s attention.  Get it clearly fixed in your mind and use it (even if a better idea occurs to you just before you speak).  Then devise a good way to conclude and fix that in your mind as well.  With a good start and a good finish, you can easily fill in the body of the speech.

In any speech, it’s best to select a few main points – three or four at the most – and expand them by using examples, stories, or anecdotes.  If you merely state a fact and then continue, most of your audience will miss the point.  The suggested pattern is to make a point, say it again in different words, illustrate the point with a story, and then state the point once more in order to be clearly understood.  This is an excellent skill to learn with your first presentation.

What about notes?  If you think that you will need them, write a brief outline on 3x5 cards, and place them on the lectern; refer to them only when needed.  Remember, you’re speaking - not reading.  Many speakers begin by writing out the entire speech, then breaking it down into parts – with a keyword for each – and finally, writing just the key words on one note card.

Preparing Yourself

The talk is ready, but are you ready to present it?  You will certainly need to rehearse.  Practice the talk until you are comfortable with it.  You won’t need to memorize the talk since you already know the subject matter, but you may want to memorize your opening and your conclusion.  A memorized opening insures that this most important part of your talk will be stated correctly.  Furthermore, if you are nervous as you begin your speech (as are most speakers), you will gain confidence as you give your prepared opening.  Your speech will thus be off to a successful start.  A memorized close insures that you talk concludes with impact.

Next, try the talk on someone in your family, on a friend, or your coach/mentor.  Present your speech and ask for comments; undoubtedly, you will receive some valuable comments and suggestions.  Try this with several people if you can.  If you have a tape recorder, record the talk and listen to it carefully, making any improvements that are necessary.  Using a tape recorder is one of the best ways to improve your speaking and communication skills.

Rather than thinking of this presentation as “making a speech,” think of it as sharing information of interest before a group of friends.  Do not anticipate being afraid of the audience: they have either been through the same experience, or they are going to share the same experience and feelings as you.  The audience wants you to succeed, and they are eager to help you.

Appearance is important.  Be well groomed and appropriately dressed for your presentation.  When you look right, you feel good about yourself; thus, you will forget about your appearance and concentrate on your presentation.  You will have increased confidence because you know you have made a good first impression on your audience.

Presenting Your Talk

Once you have completed your speech preparation... relax!  Feeling a bit nervous is common to every speaker, no matter how experienced.  In fact, you can put this nervous energy to work for you by using it to add excitement to the delivery of your talk.  No one is going to pay much attention to a little quavering in your voice; anyway, it will soon disappear as you become involved with what you are saying.

While being introduced, take a few deep breaths and slowly exhale.  This will help your voice sound resonant and natural.  Begin by facing the presiding official of the event (emcee, chairman, host, etc.) and saying, “Mr. (or Madam) Chairman,” or recognizing the presiding official by stating their name.  Next, face the audience and recognize them by saying, “Ladies and Gentlemen, honored guests, (recognize any dignitaries at this point),... .”  Pause for a second to let things settle down, then plunge in with your prepared opening sentences.

While speaking, make eye-contact with various members of the audience - first looking directly at one person for a few seconds (3 to 4 seconds is the recommended time), then looking at another, another, and so forth.  Eye contact with members throughout the audience ensures that no one feels left out of your talk.  As you are doing this, make sure you glance periodically at the timer.  If the red light comes on while you are talking, move smoothly to your conclusion and finish quickly.  Observe time limits whenever you speak!
Don’t worry about what to do with your hands.  Leave them at your side if you wish.  You’ll have opportunities to practice “body language” and gesturing later.

One final word:  Don’t end by saying “thank you.”  It is the audience who should be thanking you for the information you have shared.  Instead, close with your prepared ending and wait for the applause (or stand back from the lectern and nod at the emcee of the meeting, saying, “Mr. (or Madam) [name, office, chairman, etc.].

Your Evaluation
After your presentation, you will probably begin by evaluating yourself before you sit down.  You may think that you left out some of the best parts.  Everybody goes this same process following a presentation... it is natural and normal.  Rather than attempt to relive the experience word-for-word, simply congratulate yourself on having delivered your first speech, and write down the things you did well, and the things you want to improve.  Try to avoid your “mistakes” the next time.

To supplement your personal evaluation, an experienced evaluator will be assigned to evaluate your efforts.  Before the meeting begins, hand this manual to your evaluator, so he or she may make notes on the evaluation page for this project.  This will give you a permanent record of your progress.  It there is something in particular you want to evaluator to watch for, be sure to inform him or her in advance.

Get all the information you can from the evaluation.  Ask others for additional comments after the meeting: while not all comments will be useful to you, careful consideration is recommended.  Remember, evaluations are representations of how you came across to the audience.  They are usually – but not always – helpful to your self-development.  It’s up to you to judge.
Evaluation Guide for “The Ice Breaker
Title: _______________________    Evaluator: ________________________    Date: _________

Note to the Evaluator:  The purpose of this speech was for a new member to “break the ice” - introduce himself / herself to the Club – and get off to a good start in Toastmasters.  The speech should have a clear beginning, body, and ending.  The speaker has been advised to use notes, if necessary, and to forget body language.  Point the speaker toward the methods of improvement, but don’t “pour it on.”  Strive to have the speaker look forward to his / her next speech.  Above all, be encouraging.  Your evaluation should help the speaker feel glad that he / she joined Toastmasters and presented this speech.  In addition to your oral evaluation, please write answers to the questions below.

· What strong points doest the speaker already have?

· Did the audience get to know the speaker?  How?

· Did the speech reflect adequate preparation?

· Did the speaker talk clearly and audibly?

· Did the speech have a definite opening, body, and conclusion?

· Please comment on the speaker’s use of notes.

· What one or two specific suggestions can you give to help the speaker improve?  (Focus on showing the speaker how he or she can make the greatest amount of improvements in his / her next speech.)[image: image2.png]
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Objectives:


To begin speaking before an audience.


To help you understand what areas require particular emphasis in your speaking development.


To introduce yourself to your fellow participants.


TIME:  Four (4) to six (6) Minutes





Speakers Check List:


Bring this “manual” to every meeting.


Review your presentation with your coach/mentor


Discuss any special point with your evaluator before giving the presentation.


Give the evaluator your manual before you speak so he/she can make written comments on your performance.


Don’t be discouraged if your evaluator “misses the point.”  Evaluators have varying degrees of experience in speaking, and evaluation is a “learn by doing” skill, just as speaking is.
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