                                         How to do the chair role 

                                                                        -----get ready to take the lead

Chairing a meeting is not as difficult as you may think, you can prepare it in 30mins to 2 hours) by taking the following steps: 

A.  Choose a theme at least one week ahead (You can choose one from our online meeting theme list), bring the blank agenda (you can download a sample agenda from our club website: http://nvtoastmasters.org/2007/12/12/sample-agenda/) and encourage club members sign up for roles one week ahead. 

B.  Write down an outline -----such as 1-3 key words, 1-2 points you want to talk about and/or:    What questions do you want to ask our audiences related to this theme?

               What kind of answers do you expect form your audiences? 

               What comments do you want to make? 

Then send out an intro email to all club members, remember to keep the intro email concise, interesting and fun.  

C.  Do some research (fill out details in your outline)

 You don’t have to prepare too much material (It is not like writing a thesis!)  Pictures, jokes, anecdotes, short inspiring stories are always welcome.

  You will need to talk (including introducing speakers)

 1-4 min at the beginning of the meeting – introducing the theme
 1-2 min at the end of first part of the meeting – wrapping up the first session
 1-3 min at the beginning of the second part of the meeting – extending the theme
 1-2 min at the end of the meeting – asking for guest comments and announcement
Your main job is to organize/facilitate the meeting, introduce speakers, and bridge between sessions or meeting roles, so remember to keep your talk short. 

D.  Email individual member if there are important roles need to be filled or to encourage new members to try small roles. 

F.  Print out 10-20 copies of meeting agenda for both members and possible guests


G.  Rehearse if needed and get to the meeting room early!
         Enjoy your time as the meeting chair!                  



