	Time
	Function
	Instructions

	7:05
	Call to Order
	Rap gavel.  

Call this meeting of Kennebecasis Toastmasters Club 4402 to order.

	7:05
	Invocation
	Name of person here

	
	Introduction of Guests
	

	
	Welcome
	Meeting Theme is:  (this is decided by the Table Topics Master)
Notes on meeting theme. Keep them upbeat and short.

	
	
	

	7:10
	Duties
	Tie the topic of meeting duties to the theme.

	
	Timer
	Name of person here

	
	Grammarian
	Name of person here

	
	Ah Counter
	Name of person here

	
	Awards
	Name of person here

	
	General Evaluator
	Name of person here

	
	
	

	7:25
	Business Session
	Rap to call Business Session to Order

Call for reading of minutes

Any errors or omissions

Declare minutes accepted as read (or amended)

Any business arising from the minutes?

Any new business?

Any reports or announcements?

Close business session by rapping with gavel.

	7:35
	Table Topics
	Introduce Table Topics master.

	7:55
	Joke
	Thank Table Topics Master.

Introduce Jokemaster

	
	Break
	Thank Jokemaster.

Recess until 8:05

	8:05
	Prepared Speeches
	Introduce Toastmaster (tie introduction to the meeting theme)



	8:40
	Evaluation
	Thank Toastmaster
Introduce General Evaluator (again tie the introduction to the meeting theme)

	8:55
	Wrap-Up
	Thank GE.

Were awards given out?  If not, then give out the awards.
Guest Comments  -  Please return - was lovely having you here.

	
	
	Next Meeting Duties

	9:05
	Adjourn
	Rap gavel.  Declare meeting closed.


