Toastmasters International


District 47, Space Coast Division (H), Area 11


Toastmasters Club ( Club ____ )





Duties of Sergeant-at-Arms








- :10	Set up Meeting Room


	    Room


		Get prior groups out of the conference room


		Clean table/area as necessary


		Ensure American Flag is displayed


		Hang Club Banner


	    Lectern


		Place Lectern at the Head on the Room/Table


		Place Gavel on Lectern


	    Timers Table


		Place Timers light at far end of  table


		Place Stopwatch with Timing Light


		Place Timers Report with Timing Light


	    Word of the Day


		Write Word of the Day on Board and/or


		Have Daily Reading Assignment available and/or


		Have Joke Master ready to tell Joke/Humorous Story


	    Misc.


		Place Visitors Book on Meeting Table


		Meet and greet visitors - have them sign Visitors Book


		Hand out Voting Forms, Last meeting’s Minutes





0:00	Call to Order	


Call the Meeting to Order


Pledge of Allegiance					


	Word of the Day/Daily Reader/Joke Master


		Introduce the President/Presiding Officer





1:00	Return Room to Normal	





General Notes - Please follow the following protocol:


Follow Roberts Rules of Order when you are in control of the meeting.


The podium should not be left uncontrolled while the meeting is in session.	


When introducing someone, use their Toastmasters designation (i.e. Toastmaster, CTM, Area Governor, etc…)


After introducing someone, lead applause until the person is at the podium or ready to speak at their seat, extend your hand when speaker approaches the lectern, then step away from the podium.


The person at the podium should be addressed as their duty/responsibility (i.e. Mr./Madam President, Toastmaster, Table Topics Master, etc.)			


