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“I’m the presiding officer! What do I do???”
If you’re the presiding officer for the next meeting, here’s what you should do:

Prior To The Meeting

· Contact Toastmaster to get introduction information

· Contact Sergeant At Arms and VP Membership to get the names of any guests

Just Prior To The Meeting

· Introduce yourself to any guests, welcome them to the club, and get their names

· Find out from the VP Education if there have been any role assignment changes for the meeting

During The Meeting

· Bang the gavel once to call the meeting to order

· Ask everyone to stand and join you in the Pledge Of Allegiance

· Read or have someone else read the Mission of the Club

· Welcome everyone to the meeting

· Announce any changes to the agenda and role assignments

· If guests:

· Introduce them to the club by name and welcome them (do not have them introduce themselves!)

· Assure guests that they are here to observe but if they wish to participate just let us know

· If this is the first meeting for the guest:

· Ask the Ah Counter to explain the role of Ah Counter

· Ask the Grammarian to explain the role of Grammarian

· Ask the Timer to explain the role of Timer

· Ask the General Evaluator to explain the evaluation/ballot form

· Introduce the Toastmaster

At The End Of The Meeting

· Ask if there is any old or new business to discuss

· If guests:

· Tell them that they are under no obligation to say anything but any comments about their experience would be welcome

· If a guest chose to say something, lead the club in clapping

· Thank the guest for visiting us, ask the guest to return, and invite the guest to join the club

· Bang the gavel once to adjourn the meeting

