General Evaluator’s Check-list

Table Bay Toastmasters Club

1. PRE-PROGRAM PREPARATION (Sergeant-at-Arms)

Preparation of venue

Greeting and introduction of guests

Starting, recess and finishing times

Recommendations

2. PRESIDENT’S OPENING ADDRESS

Content

Delivery

Changes to Agenda

Recommendations

3. WELCOME GUESTS

Introduction of guests

Balance of guest involvement

4. TOAST

Content

Delivery

Recommendations

5. TOASTMASTER OF THE EVENING

Opening address/ bridging

Control of proceedings

Delivery

Recommendations

6. TABLE TOPICS

Control and bridging

Content

Delivery

Recommendations

Participants

7. BUSINESS SESSION

Control and discipline

Delivery

Recommendations

8. INDUCTION

Content

Delivery

Recommendations

9. GRACE

Content

Delivery

Recommendations

10. C & L SESSION

Introduction

Bridging

Control of impromptu evaluations

Delivery

Recommendations

11. FORMAL EVALUATIONS

Introductions

Content

Delivery

Recommendations

12. FINES SESSION / HARKMASTER

Introduction

Content

Delivery

Recommendations

13. TIME KEEPER

Performance

14. GENERAL TONE OF EVENING

