
[image: image1.png]



Contents

When and Where
2

Welcome
3

What Toastmasters Is
4

Important Phone Numbers
5

Your First Meeting
6

Cast of Characters
8

Cost of Membership
10

What You Receive for the New Member Fee
10

The 10 Basic Manual Speeches and Objectives
11

[image: image2.png]




Lake Ridge Toastmasters

Meetings:  every Wednesday

7:30 - 9:00 PM

Tall Oaks Community Center

12399 Hedges Run Dr
(at corner of Cotton Mill,
diagonally across from the firehouse)

Lake Ridge, VA
(in Woodbridge)

Dear Guest,

We are pleased to welcome you to the Lake Ridge Toastmasters club.  We sincerely hope your visit to our Club will be a pleasant experience.

The people you will meet at Toastmasters come from a variety of professions or businesses, social positions, and backgrounds. Some will be just beginning their careers, while others will already be established in their work. Some have been in Toastmasters for many years and are accomplished speakers, while others have just started out and are as nervous and inexperienced as you may feel you are. This diversity of backgrounds, interests, and speaking experience has proven to be one of the great advantages of Toastmasters membership. The only prerequisite is that you must be at least 18 years of age.

At this meeting, we will show you how we learn to express our thoughts, ideas, and opinions and develop our leadership potential through an enjoyable, yet thoroughly professional educational program. The best way to learn is by doing, and that's how Toastmasters works.

We hope the enclosed information will help you understand Toastmasters and the Lake Ridge Toastmasters Club. This packet is yours to keep. If you have any questions, feel free to ask anyone in the Club. We have enclosed a few people's phone numbers. These people have specifically said they would welcome calls from guests. 

Please share this packet with someone else you think may be interested in our Club -- they'll thank you for it!

Again, we are pleased you chose to visit the Lake Ridge Toastmasters Club. We invite you to relax and enjoy the experience of the Toastmasters Communication and Leadership program.

Sincerely,

The Executive Committee and the members of Lake Ridge Toastmasters
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The Lake Ridge Toastmasters Club applauds your interest in self improvement. Toastmasters International is an organization devoted to helping people much like yourself to develop their leadership and communication skills. We do this by offering a proven plan to improve your speaking, listening, and leadership skills.

· We have 170,000 members in 8,000 clubs around the world.

· 3,000 members in 160 clubs within 50 miles of Washington, DC.

· And one club within a short distance from your home or office that is just right for you - the Lake Ridge Toastmasters Club!

Toastmasters is a fun way to build your speaking and presentation skills. Each meeting provides an opportunity to practice impromptu speaking, as well as prepared speeches. Whether you’re a seasoned pro or a nervous novice, you will gain valuable skills and insight. In addition to club meetings, there are many other learning events during the year. We have several contests, seminars, and conferences each year to meet your communication needs. These events are great for networking and taking your new found skills into the community. You will be pleased to find your speaking will go from “near petrified” to “near perfection” in just a few short months.

If you have any questions or want to talk to someone about Toastmasters, please call us. Below are the phone numbers of some of our members who will be able to tell you more about us, how we work, and how you could best  benefit. We all love to talk about our club and Toastmasters.

Jeff Gordon

703-368-3682


jeff@gordon-net.com

Karen Booker

703-494-5530



Kpbooker@aol.com

Jim Heeren

703-791-3547 (home)



Dgov45@aol.com

In order to benefit from your first meeting, please:

· Applaud at the introduction of each speaker and again at the end of the speech (this is the Toastmaster equivalent of a group hug). It is part of the nurturing environment that grows personal progress.

· Speak in response to table topic questions.

· Vote for:

Best Table Topics

Best Speaker

Best Evaluator


· Ask questions of the members before and after the meeting, and during the break.


· Let us know how our Club can help you achieve your goals.

· Tell us your reaction to the meeting.

· Plan to return for a second look.

You have taken an important first step towards improving your communication skills by asking about our program.  The next steps are:

· Determine where you stand as a speaker and form a written plan for the areas you want to improve in.


· Participate in our next meeting and talk with a mentor.


We welcome your questions and your input.

All speeches are timed.  The chart below will help you follow the timing sequence. 

Type of Speech
Time (minutes)
Green Light
Yellow
Light
Red
Light
Disqualified

Table Topics
l - 2
1:00
1:30
2:00
< 1      or > 2:30

Ice Breaker
4 - 6
4:00
5:00
6:00
< 3:30  or > 6:30

Most others
5 - 7
5:00
6:00
7:00
< 4:30 or > 7:30

Specialty
8 - 10
8:00
9:00
10:00
< 7:30  or > 10:30

Evaluations
2 - 3
2:00
2:30
3:00
< 1:30  or > 3:30

Please note that a few other speeches have different times than those listed. In those cases, the green light comes on at the minimum time; the red light goes on at the maximum time; the yellow light comes on half-way in between.

The disqualification just means that the speaker is not eligible for the Best Speaker/Table Topic/Evaluator awards. The speech still counts.

Also note that on all speaking assignments (other than Table Topics), you're given 30 seconds leeway in either direction before you get disqualified. Since Table Topics is so short, you're only given a 30 second leeway on the maximum side.

When you attend your first few meetings it will be helpful to know the cast of characters. Other than the Presiding Officer, people volunteering at a previous meeting fill all the positions.  The first page are the positions that are filled in all meetings, while the second page includes those positions that are filled at the discretion of the Toastmaster.

Presiding Officer:  The most senior ranking officer present; Opens the meeting, leads the pledge of allegiance, introduces the Toastmaster of the Day, and conducts the business meeting at the end.

Toastmaster of the Day:  The Master Of Ceremonies; The Toastmaster introduces the various participants in the meeting and leads the meeting. This position is also called Toastmaster of the Evening or just Toastmaster. It is frequently abbreviated to TMOD or TMOE.

Table Topics Master:  The table topic master helps members practice thinking on their feet.  He selects topics of general interest and asks questions of  those in the audience (You may be asked to participate).

Speakers:  Typically there are three speakers.  Each one gives a prepared manual speech, usually 5 to 7 minutes.  Each speech has specific objectives that are listed in the Basic Manual (that's why it's called a manual speech).

Evaluators:  The purpose of the evaluator is to motivate the speaker to both continue speaking and to improve.  The evaluator lets the speaker know what areas he has excelled in, and also offers a few constructive suggestions to help the speaker improve.

Time Keeper:  Because one of the purposes of Toastmasters is to ensure our members learn how to express a thought within a specific time, the time keeper times, records and reports the time used by each table topic speaker, speaker, and evaluator.

General Evaluator:  Provides constructive feedback on the meeting in general. He is in charge of the individual evaluators and the grammarian.

These positions are optional.  Each one is not in every meeting, but is included if someone wants to do it and the toastmaster of the day wants it in the particular meeting.


Educator:  Presents an educational program of general interest to members (for example a 10 minute program on how to open a speech).

Inspirator:  Presents an inspiring thought or story near the beginning of the meeting.

Jokemaster:  Presents a humorous story or joke near the beginning of the meeting.

Grammarian:  Presents a word of the day, gives the definition and uses it in a sentence asking the audience to use it; also checks participants grammar and counts audible pauses such as “ah”, “uh” and “and”. Also praises participants for using words that evoke good mental images and for using the word of the day.
Listener:  Listens to what is said during the meeting then asks questions to see how well we listened.

So how much does all this cost?

When you first join Toastmasters, you pay a maximum of $39, of which: 

$16 goes to Toastmasters International for New Member materials;

  $5 goes to our Club for New Member materials;

$18 goes to the International organization for 6 months of dues;

$  0 goes to our Club for dues.

Note that your initial membership fee may be less than $39 because we prorate dues, depending on when you join, at a rate of $3 per month. 

Then, every six months (in October and April), you will pay $18, all of which goes to the International Organization.

Basically, you're paying $3 per month for membership in Toastmasters International.

--- WHAT YOU RECEIVE FOR YOUR NEW MEMBER FEE ---

A Lake Ridge Member Manual from our Club. This manual contains tips and guidelines for the various roles, a glossary of terms you will be hearing, plus a Frequently Asked Questions (FAQ) section. It is packaged in a durable 1" binder and contains helpful information to make you feel more comfortable with our meetings.
Within two weeks, you will also receive a New Member Packet from Toastmasters International in Mission Viejo, CA.  This packet will contain:

· Communication and Leadership Program Manual (which is a duplicate of the one you received at the Club). Please return this new one to the Club, so that we may have one in stock to give to our next new member.

· Effective Speech Evaluation Manual (tips and techniques for giving helpful evaluations)

· Your Speaking Voice Manual (tips for adding strength and authority to your voice)
· Gestures: Your Body Speaks Manual (how to become skilled in nonverbal communication)


If you do not receive this packet within two weeks, please let the Vice President Membership or the President know.

During your membership in Toastmasters, you will be encouraged to complete the 10 manual speeches from the Communication and Leadership Program manual.  Although you will pick the specific topic yourself for each of those speeches, each speech has several objectives.  The manual and other materials that you will be given, will help you achieve these objectives.  We have listed them below, so that you can see for yourself the types of skills you will be striving to improve. Each speech's objectives build on the skills you learned in the previous speeches, so it's very important that you do them in order.
Speech Number
Speech Name
Objectives





1
The Ice Breaker
· 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 club members.

· TIME:  4 - 6 minutes.





2
Speak With Sincerity
· To convince the audience of your earnestness, sincerity, and conviction on a subject you thoroughly understand.

· To confront and control any nervousness you have.

· TIME:  5 - 7 minutes.





3
Organize Your Speech
· To organize your thoughts in a logical sequence that leads the audience to a clearly defined goal.

· To build a speech outline that includes an opening, body, and conclusion.

· TIME:  5 - 7 minutes.





4
Show What You Mean
· To learn the value of gestures and body movements as part of a speech.

· To explore the different ways of using body language.

· To develop a sense of timing and natural, smooth body movement.

· TIME:  5 - 7 minutes.





5
Vocal Variety
· To explore the use of voice volume, pitch, rate, and quality as assets to your speaking.

· To achieve a pleasing natural voice quality when speaking.

· TIME:  5 - 7 minutes.





6
Work With Words
· To select precisely the right words to communicate your ideas clearly and vividly.

· To avoid lengthy words and sentences and jargon.

· TIME:  5 - 7 minutes.





7
Apply Your Skills
· To bring together and apply the communication skills you have learned in the preceding projects.

· To organize your speech effectively.

· To research the facts.

· To make a personal evaluation of your progress.

· TIME:  5 - 7 minutes.





8
Add Impact To Your Speech
· To learn the value of props in speaking.

· To learn how to use props.

· TIME:  5 - 7 minutes.





9
Persuade With Power
· To present a talk that persuades your audience to accept your proposal or viewpoint.

· To achieve this persuasive effect by appealing to the audience's self-interest, building a logical foundation for agreement, and arousing emotional commitment to your cause.

· TIME:  5 - 7 minutes.





10
Inspire Your Audience
· To understand the mood and feelings of your audience on a particular occasion.

· To put those feelings into words and inspire the audience, using all the techniques you have learned so far.

· TIME:  5 - 7 minutes.





Lake Ridge          Toastmasters Club      


Guest


Packet








��
The mission of the  Lake Ridge Toastmasters Club is to provide a mutually supportive and positive learning environment in which every member has the opportunity to develop communication and leadership skills, which in turn foster self-confidence and personal growth.�
�






Welcome to our Club! 
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